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Preface
BLCS has been on the cutting edge of Christian education for 27
years now (as of 2009). There are several things that BLCS is
known for. If you are a BLCS graduate, you are well aware of what
makes BLCS so special. If you are not a graduate, allow me a few
moments to share them with you:
Truthfulness: We are upfront and honest to a fault. There is no
working around things to make someone happy through
compromise. We strive to please Almighty God and do things in
accordance with His Word and His principles. There is no show or
pretense; just what is true and what is right.
Integrity: You will find out quickly that BLCS will strive with
everything within us to walk in integrity. Integrity is not just
about the easy things, it is about the hard things. We require
integrity from our staff, our students, our graduates and anyone
associated with us. This is a Kingdom standard that must be
upheld.
Transformation: Christian education is more than just learning
about the Bible. True Christian education is about getting to know
God, how to walk with Him, how be transformed by Him and how
to allow His Kingdom to flow through us to the world around us.
Anything short of that fails the Biblical Life standard for true
education.
Prophetic Innovation: BLCS is known for a unique blending in its
educational programs. There are two components to this
blending:
Solid Academics: This may sound self‐evident, but it is
not. There are many Christian colleges and seminaries
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that offer degree programs by extension that simply do
not know what they are doing. (How is that for truthful?)
They do not understand what it takes to make a semester
credit hour or how to translate that from the classroom to
external studies. We have seen many ministers who
possessed degrees but were extremely undertrained. In
such cases, we challenge those ministers to take just one
module with us. Nearly all of them have reported that
they learned more in that one module than they did in
their entire degree program with the other seminary.
Needless to say, solid academics (both in the amount of
work completed and the subject matter) are extremely
important. The programs at BLCS have been carefully
crafted to insure the quality, quantity and subject matter
meet or exceed traditional standards.
Transformational Materials: It is not enough to be well
versed in hermeneutics, Greek, Hebrew and homiletics.
All of these are important, but alone they are not
transformational. The name of our school describes our
mission: Biblical Life. If you are not living biblically, you
are not walking in truth. There must be “where the rubber
meets the road” elements to Christian education, or it will
end up powerless! Modules such as “The Life of Faith,”
“Kingdom Authority & Warfare 1‐3,” “Biblical Life Prayer
Dynamics,” “Priesthood of the Believer,” and “Leader of
One” are designed to challenge and transform those
students that take the modules seriously. You will find
that these types of modules will knock you out of your
comfort zone and into victorious Christian living!
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I have said all of that to say this: “If you are looking to BLCS to
enable you to offer quick and easy programs to allow your
students to obtain a degree, you are looking in the wrong place.”
Such attitudes promote being a diploma mill. BLCS is the furthest
thing from a diploma mill that you will ever see. Our standards
are high and so are our expectations of the students. Life is not
easy ‐ nor are the answers to life. If you fill your students with
easy answers, an easy educational system and are willing to
continually bend the rules to make everyone happy – you fail to
prepare them for the real world. We need leaders, not whiners!
We want to work with like‐minded schools of ministry to produce
real leaders for the next generation! If you share the same vision,
we would love to work with you.

More than a Brochure
Luke 14:28-33 (NKJV)
28
For which of you, intending to build a tower, does not sit
down first and count the cost, whether he has enough to
finish it-- 29 lest, after he has laid the foundation, and is not
able to finish, all who see it begin to mock him, 30 saying,
'This man began to build and was not able to finish.' 31 Or
what king, going to make war against another king, does
not sit down first and consider whether he is able with ten
thousand to meet him who comes against him with twenty
thousand? 32 Or else, while the other is still a great way off,
he sends a delegation and asks conditions of peace. 33 So
likewise, whoever of you does not forsake all that he has
cannot be My disciple.
This is more than just a brochure to advertise our academic
fellowship program. This is the entire manual on how to work
with BLCS. Jesus instructed us to “count the cost.” The only way
for you to count the cost of having a solid school of ministry that
is in academic fellowship with BLCS is to know all of the
requirements and standards of BLCS. In my mind, the only way to
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do that is give you full disclosure and our complete manual. In
other words, this book will:
•
•
•
•
•

Share the vision of the program.
Take you step‐by‐step through the process of getting
established.
Provide both the academic and administrative standards
that you will need to meet.
Show you how to set up your office.
And tell you when and how reports are to be submitted to
BLCS.
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Chapter One
The Vision of the Academic Fellowship
Program

Matthew 28:18-20 (NKJV)
18
And Jesus came and spoke to them, saying, "All authority
has been given to Me in heaven and on earth. 19 Go
therefore and make disciples of all the nations, baptizing
them in the name of the Father and of the Son and of the
Holy Spirit, 20 teaching them to observe all things that I
have commanded you; and lo, I am with you always, even
to the end of the age." Amen.
Biblically and historically, it has been the mission of the Church to
teach. Most of the prestigious universities in the western world
were originally established by various Christian groups for the
express purpose of training Christians how to live and walk with
God. Unfortunately over time, the Christian faith has been
disenfranchised from those universities and high‐jacked by the
secular community. What we have today in many of our
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educational institutions is the aftermath of this
disenfranchisement.
The hard reality is many of those prestigious universities are now
completely secular, humanistic and socialistic (the new polite
word for “communistic”). Many of our Christian Bible Colleges
and Seminaries have been unduly influenced by secular
accreditation, the opium of Federal funding (through the
guaranteed student loan program), and the infiltration of well‐
credentialed unbelievers to fill posts to meet secular accrediting
requirements. The end result is that we are paying top dollar to
indoctrinate our future ministers with non‐biblical philosophies.
We find that today’s ministers are plagued with sins,
compromised lifestyles and half‐baked doctrines. It is time to put
an end to this, or our future generations will pay a horrible price.
There are three phases to our vision of reversing this
disenfranchisement for those called to ministry.

Phase 1
This first phase to this vision was to develop top quality
educational programs for aspirants of ministry. BLCS has been
successfully doing that for over a quarter of a century. We have
made our programs comprehensive, affordable and accessible.
Our primary mission has been to develop a “seminary without
walls.” This concept goes by many names: theological education
by extension, directed study, off campus programs or
nontraditional programs. This model of education served us well.
We were able to concentrate on quality in the educational
process and not constructing and maintaining buildings. Today
BLCS is known for having instruction on the cutting edge of what
God is saying and doing today. Our programs are also some of the
most affordable in the nation, when compared to programs of
equal caliber.
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Phase 2
The second phase of this vision was to bring this same level of
excellence in education to the local congregational level. In the
Protestant Movement, prior to two hundred years ago, all
ecclesiastical education was handled at the local church level. The
academics were brought to the students, and he/she trained
under an experienced minister known as a “mentor.” In reality,
this is the most effective way to train those called to ministry.
Most ministry is “hands on.” It simply does not make sense to
remove an individual from the Church, set him in a classroom for
four to eight years and expect him to develop or maintain
“people” skills. In fact, most of the greatest clergymen were
developed in the Body of Christ prior to what is now called
“traditional” education. Therefore, we believe the best place to
learn ministry is “in” ministry.
This is a powerful concept that cannot be overlooked. In Phase 2,
individuals are receiving a balanced education for ministry under
the spiritual covering God has placed within their lives. Not only
is transformational education being provided, but there is a
powerful transfer of anointing that you and your staff are
imparting to your student body!

Phase 3
In Phases 1 and 2, we saw proper educational programs
developed and administered at the local level through anointed
servants of God. What is the end result (or should we say Phase
3)? We will have empowered saints moving out into the
community to transform it for the Kingdom of God! This is the
model we see through the Word of God. Now through this
program, it can be established in your ministry!
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I believe with all my heart, if we work together in a high level of
prayer and integrity, we can see our communities taken back for
the Kingdom of God!
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Chapter Two
Setting Your School in Order
In this chapter, I am going to share with you concepts of what you
are setting up, how to do it, and how to set everything in order
from the very beginning. If the foundation of something is
established properly, it will always move in the right direction. If
the foundation is incorrect, it can be nearly impossible to correct
it down the road. With that in mind, let’s work together to have
everything established properly from the very beginning.

Setting Up Your School
You are establishing a school of ministry or institute in your local
congregation. You are not starting a Bible college or seminary.
BLCS is the seminary that your school of ministry is coming into
academic fellowship with. We are also not your accrediting
association. BLCS is the seminary that has membership and
approval with several Christian accrediting associations.
Step One – Your School Name
So the first step is establishing a name for your school. Here is an
example: If the name of your Church is “New Vision Christian
Fellowship,” the name of your school can be “New Vision School
of Ministry.” Sit down with some of your key staff or key
members of the congregation and brainstorm about the name
and vision of the school. Once you come up with a good name,
write it on the line below and proceed to step 2.
__________________________________________________
School Name
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Step Two – State Approval
As a school of ministry, you are only offering certificates of
completion for the programs taken by your students. Once you
are in academic fellowship with BLCS, your students will have the
opportunity to have those credits transferred into BLCS and
converted into college credit. As you will see later on in this
manual, this matriculation of credits is optional.
You will need to contact your state’s coordinating board of higher
education (or postsecondary education) to see what the state’s
requirements are for operating a school of ministry that is simply
awarding certificates of completion for their programs. Most
states have exemption for such schools. Make sure you are
abiding by all state regulations and that you have permission to
operate. This permission is usually given in a short letter from the
state. Always get something from your state in writing.
Administrations can come and go. Unless it is in writing, you will
have no proof that you contacted them and are abiding by the
laws of your state.
Step Three – Should We Incorporate
The next question that comes up at this point is: “Should we
incorporate the school of ministry?” Usually, the answer is no.
The school of ministry is a vital part of the ministry of your
congregation. The school of ministry is part of answering the
Great Commission: you are teaching people to do everything the
Word of God has commanded us to do.
Whether you incorporate the school as a separate non‐profit
corporation from your church is up to you. If you have the legal
and administrative wherewithal and feel that it is necessary, then
by all means do so. Remember, this is YOUR school of ministry. It
is a part of YOUR congregation. It is not owned or operated by

13 The Biblical Life Academic Fellowship Program

BLCS. You are simply teaming with us in academic fellowship for
the furtherance of the Kingdom of God.
Step Four – Application for Academic Fellowship
You now need to apply for academic fellowship with BLCS. If you
received a hard copy of this manual, you also received an
application for academic fellowship. If you downloaded this
manual in PDF, an application was also available on the same page
of the website in PDF for download.
Before you fill out the application, please take time to carefully
read through this entire manual. You may also want key
members of your staff that will be working with the school to do
the same. Get everyone on the same page as far as how the
program works. Once everyone involved has read through the
manual and agreed with it, THEN read over the application and fill
it out.
You will need to send the following in together to make
application for academic fellowship with BLCS:
1.
The BLCS Application for Academic Fellowship and
Covenant Agreement.
2.
Copy of the letter from your state either providing
approval or religious exemption for you to operate your
school of ministry.
3.
The application fee of $300.00. Make check or
money order payable to: Biblical Life.
Note: We will only deposit your check or money order when your
school is approved. If we cannot approve your application,
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everything will be returned to you – including your application
fee. (This is the level of integrity that BLCS will always operate in.)
Step Five – Teacher Certification
The next step is to receive certification by BLCS for those teaching
at your school. Go to the chapter on teacher certification and
carefully read over it. Once you have done that, submit the
“Teacher Certification Request Form” for each of your instructors.
NOTE: A teacher must be certified
before teaching any classes that will be
considered for matriculation. The
certification is not retroactive for
previously taught classes. Classes will be
considered from the date of the
certification forward. So it is imperative to complete the
certification process before any classes begin.
Now our discussion is about to move toward administration of
your school. To bring the proper emphasis on the importance of
administration, I want to share with you an article I wrote in 2008
for the Educator’s Journal entitled “The Power of Administration.”
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Chapter Three
Straight Talk about the Power of
Administration
Decades ago while I was serving in the military, I was taught that
the military ran on paperwork. I saw the reality of that during one
field exercise. The paperwork for food supplies had not been
properly prepared and submitted. The end result was over 1,000
soldiers serving in the field with nothing to eat. Luckily it was only
an exercise completed in the U.S., and we were not in some
distant land fighting for freedom. This situation was resolved by
that afternoon. (Although we did have a lot of men sneaking out
of the exercises and making a quick trip to the McDonalds just off
base.)
If this situation had been in war time, a few pieces of paper could
have cost the lives of many soldiers and could have even lost the
battle. Surprisingly, the same can be said for your school of
ministry. This may be a shock to many starting up a school, but
having good teachers and solid curriculum is only 20% of the
formula for success as a school. The other 80% is solid
administration.
I would like to spend the next few moments sharing with you the
importance of making the administration of your school a high
priority.
1.

It Protects the Reputation of the School

There are several ways that proper administration protects the
reputation of your school:

16 The Biblical Life Academic Fellowship Program

2.

•

The quality of your teachers will not insure the success of
your school, if you do not keep the administrative side of
your ministry running properly. Your ministry can be
damaged, and your students can become frustrated and
hurt.

•

Your administration reflects your integrity. If student
records are lost, if it takes months to report grades at
semester’s end, or if records are haphazard and
incomplete, you are telling your students that they are not
important. You will make the students feel that all you
care about is having them fill the desks and pay tuition.
Excellence in administration not only reflects your
integrity, but is also demonstrates your commitment to
them as students, assuring them that they are top priority.

•

It not only protects your reputation, but also your status
with BLCS. If a school becomes two semesters behind in
their reports, they are placed on “probationary” status. A
school that is more than three semesters behind will be
temporarily suspended of their academic fellowship with
BLCS. If not resolved within 90 days, their status can be
permanently terminated. BLCS maintains the highest
academic and administrative standards. These standards
are in place to protect the student.
It Protects Your Student Body

What good is a school, if it cannot prove what its students have
completed? Can you imagine the frustration of a student that has
completed three or more years at a school, only to find that the
school has no records of his grades? A few years ago, we
terminated a school at a very large congregation for this reason
(as well as many other questionable administrative practices).
Although it has been years ago, we still hear from students of this
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school who have been devastated by its lack of integrity and
administration. These students have lost jobs; others have lost
pastorates, and some have just given up.
In a recent trip, I was able to have dinner with one of those
students. She and her husband appeared to be a few years away
from retirement. This wonderful woman of God began to express
the depth of her frustration that resulted from attending the
school we terminated. Just a few credits away from completing
her undergraduate degree, she went to them to see what more
she needed to graduate. The only thing they had on file was her
application! She had never been registered with BLCS, and no
grades were ever submitted.
I will never forget the pain in her eyes when she said, “I can’t
believe they did that to me! Dr. Lake, I just don’t have the
strength to start all over again.” A dream was crushed because of
poor administrative work. Because of this situation with the
school, the overall reputation of this large ministry has been
severely tarnished.
Here is another situation to look at: What would happen if a flood
or fire damaged your records? If you kept up with all your reports
to BLCS, we have your back! We could reproduce your student
files. However, if you are semesters behind in your reports or if
those reports are incomplete, so is your protection! It is in the
best interest of both your school and your students to make the
administration of the school a high priority.
I Cannot Overstress This Point
I have been in Christian education for over 26 years. I have seen
schools completely fall apart by failing to see the power of
administration. Although many of them had very powerful and
internationally‐respected teachers, their lack of administrative
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integrity caused their schools to collapse upon themselves. On
the flipside, I have seen schools with teachers that are not well
known, that have excelled in administration and are still thriving
today. (They also have the recognized teachers that left the other
schools that fell in on themselves.)
The administration of your school is critical. Excel or collapse – it
can all come down to a few pieces of paper!
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Chapter Four
Setting Up Your Office and Records
Almost everything in ministry is people‐centric. Any successful
ministry understands the importance of networking with
individuals and families. This is how congregations thrive and
grow. This networking is still important in the growth and future
of your school, but you need to add proper administrative habits
to your matrix of ministry. As I described in the last chapter, if
you do not, you will severely hamper the future of your school.
We must understand that memory can fail, but properly
maintained files are a perfect photographic memory. All
correspondence and interaction with students, the community
and BLCS need to be documented in a permanent filing system. I
promise you that situations will arise in your school where proper
documentation will save you time, money and your reputation.
Lack of this documentation will give the appearance of being
unprofessional at best and uncaring at worst.
In this chapter, I am going to share concepts behind filing systems
that are both physical and computerized. How much of it you
adopt can be determined by the budget your ministry can afford.
You may need to start with the basics and work your way up to
the more advanced computerized storage systems. As we get into
both types of systems, please remember that you add the
computerized system to your physical system ‐ computerization
can never replace hard copies of your files. It takes a destructive
force like a fire or natural disaster to destroy physical records.
Digitalized records can be deleted by a computer virus or faulty
piece of hardware. Computerization speeds up the day‐to‐day
operations and reporting but never replaces hard copies!
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Physical Requirements
Needless to say, you are going to need office space for the
administration of your school. A desk, chair, four drawer filing
cabinet, phone and fax are the very basics. Let’s start with those
items and work our way up.
Filing System
The filing system is the brain of your school. All correspondence,
projects, promotions, interaction with students and student
records are maintained in your filing system. I strongly suggest
investing in a high quality four drawer filing cabinet. (You can add
more of them as your school grows.) Do not run out and pick up
some cheap cabinet at Wal‐Mart or K‐Mart. These bargain
cabinets are so cheap that you can bend them with your finger.
Hon filing cabinets usually have a ten year guarantee, and it
shows in the quality. At our offices, I still have our first cabinet
that we purchased twenty‐seven years ago. Since then, we have
added ten more to them. We have every piece of
correspondence, every grade report, every report submitted by
IEN member schools since we originated in 1982. Every file is
intact from student # 1 to now over 5,000. This is the standard
your school must have. Just last week, we had a graduate contact
our office for information from his records. He had graduated in
1989. You would not have believed the relief in his voice when he
learned his records were completely intact, and we had what he
needed within moments. We serve our graduates by maintaining
professional records, and it “saved the day” for him and his
ministry.
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Since you are just starting out, a four draw system will work well
for you. As you grow, a separate filing cabinet may be needed for
each type of paperwork. Let’s set up your filing system.

Drawer One
Correspondence & Projects

Drawer Two
Non‐Matriculating Students

Drawer Three
Matriculating Students

Drawer Four
Misc & Supplies

A system should be set up to
contain all correspondence to
prospective students, Teacher
Certification Records, BLCS,
leaders in your community,
promotions and current projects.
Non‐matriculating students are
students that are studying with
your school that do not want
college credit from BLCS. Always
keep good records as they may
later want to receive credit.
Matriculating students are those
students that have been
registered with BLCS and desire
college credit. They will also be
assigned a BLCS student ID
number.
A great place for misc files and all
your filing supplies.

Drawer One
Correspondence & Projects
BLCS Section
Drawer One should have several sections in it. The first section
should be for correspondence with BLCS. I would suggest setting
up records by the year, as we both are expecting this relationship
to be maintained until the Lord returns.
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Every piece of correspondence you receive from BLCS should be
filed here. This would include letters, reports, faxes and e‐mails.
If the item is requesting information from you, it is good to attach
your reply to the correspondence.
Example:
Our office contacts you needing information on a student.
A copy of the request and your response should be placed
together in that file. (You may also want to place another
copy in the student file.) Later on, if there is a question
about this request, you can document when the request
was received, the information you provided and when you
responded. There is no guess work or haphazard reporting
– everything is documented.
Prospective Students File
Any correspondence you have had with someone wanting to
enroll should be kept here. Sometimes, you will also receive
transcripts, copies of certificates or diplomas from a prospective
student. Attach those documents to the correspondence. When
the student enrolls, everything you have on them is neatly in one
place and can be quickly found. Once the individual enrolls, all
the documentation is transferred to his student file.
Communication with Community Leaders and Advertising
Campaigns
As you interact with the community, you need a record of what
was received and sent out. If you were a pastor of a congregation
and had contacted a school about sending some of your members
there, would you feel good about the school if it could not
“remember” the details of that interaction? If the school could
quickly pull up the correspondence, review it and then work with
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you on the next step – would that not add confidence in that
school and possibly increase your desire to send staff or members
there?
Current Projects
Projects can vary: new advertising campaigns, new program
development, new teacher recruitment, etc. All should be
documented here with each project in its own file. This will allow
quick access to all the information on any current projects you are
working on.
Teacher Certification Files
You need to maintain complete records on every teacher you
have teaching at your school. The file should include:
•
•
•
•

BLCS Teacher Certification Request Form.
All documentation (to include copies of degrees and
transcripts).
Current Photo.
Copy of Certification Certificate from BLCS.

Drawers 2 & 3
Records for non‐matriculating students should be identical to
records of matriculating students in
every way except for two things:
(1) They will not have a BLCS
student number and (2) they are
not paying the additional fees for
matriculation.
I strongly recommend reinforced
fastener folders, similar to the one to the left. We use the Staples
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Brand in our office (Item # 831099). You will also need to
purchase a two‐hole punch. I have learned over the years to
make sure everything is secure in the file folders. This makes
losing items nearly impossible.
Here is a suggested way of setting
up the file. On one side, file all of
the student’s personal
information: enrollment
application, transcripts and
correspondence. On the other
side, file all of their grade reports
and academic histories with your
school. This will make it easier to
sort out any information you
need, and it provides a convenient
place for just about everything on the student.
You may tweak the system just a little bit to suit your needs and
administrative style, but remember accuracy and completeness
are the goals to these files.

Computerized System
Please note that computerization is not required to be a part of
the BLCS IEN Program. As your school goes, it can greatly assist
you in the day‐to‐day operations.
To set up a good computerized system for your school, the
following will be needed:
Hardware:
•

Personal Computer running Windows XP or Vista
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•
•
•
•

Make sure the system has a large hard drive for
your files. You may also want a DVD‐RW drive or
an external USB hard drive for making backups.
Printer (inkjet or laser)
Scanner (optional)
Label Printer (Such as the Dymo LabelWriter) for printing
mailing labels and file folder labels.
Internet connection (and e‐mail account).

Software:
•
•
•
•
•
•

Act! Contact Management Software
Microsoft Office Pro
LoanTrak Pro
Scansoft Paperport 11 (optional)
NovaBackup Pro
Acronis TrueImage

Act! Contact Management Software
www.act.com
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The current version of Act! as of this writing is: Act! for 2009.
Act! is the number 1 contact manager in the world, and it is
powerful enough to keep the records on all of your students. This
is the program we have used from BLCS since the late 1980’s.
The powerful thing about Act! is that it will integrate with
Microsoft Office, to include Outlook for e‐mails. You can link
spreadsheets and documents from Office to each individual
record. The software that comes with the Dymo LabelWriter also
integrates into Act!, which will allow you to print a mailing label
with the push of a button from within Act!.
Every grade report you print in Word and every program course
schedule you develop in Excel can be linked and maintained in
Act!. There are also unlimited notes available to detail
conversations for each individual record. (Now you know how we
keep such detailed records of even our conversations on the
phone!)

Microsoft Office Pro
MS Office Pro includes Word, Excel, Outlook
and Publisher. All of these programs can be
used for the school. I could write a book for
each of these programs and how to use them
to their full potential. Luckily someone has
already done this for me. I would strongly
recommend the book “Take Back Your Life!:
Using Microsoft Office Outlook 2007 to get organized and stay
organized” by Sally McGhee and John Wittry. (ISBN: 0‐7356‐
2343‐0)
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LoanTrak Pro
http://www.egcollins.com/loantrak.htm
LoanTrak Pro is the only program I have found on the market that
will allow you to keep track of students that need to make
monthly payments on their tuition that is under $10,000.00. It
will print monthly statements, payment receipts and even
payment histories. The Pro version of the program is $152.00
andis well worth every dime.

Scansoft Paperport
This optional program, if you have a
scanner, can aid you in developing a digital
backup of all the paperwork your students
submit at enrollment (to include
transcripts). You can scan all of the
paperwork into Paperport, and it will save it as a PDF file. This file
can also be linked to the student record in Act!.
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Backup Programs
I have been maintaining redundant backups on our computer
systems since the mid‐eighties. I have learned that there are two
separate types of backups that you need to do:

Complete System Backup
Once you get all of the programs on your
computer the way you want them, you will
want to make a complete image backup using
Acronis TrueImage. This backup is usually
placed on an external USB hard drive. Having a
complete image backup will save you time and
money if a hard drive goes down or something happens where
you need to reformat your hard drive and start over.
If such as event would occur, replace or reformat your hard drive,
boot up from the Acronis Emergency Disk and allow the program
to restore your computer to exactly where it was when you made
the backup – Windows and all!

Daily or Weekly Backups
Daily or weekly backups of just the
information that can change (i.e. Act!
databases, documents, etc) are
imperative. NovaBackup Pro is the
perfect solution. Backups can be made to
either DVD‐RWs or an external USB hard
drive. At BLCS, since we are constantly
updating files on a daily basis, we have
redundant daily backups of our data for
each computer and our server.
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Make sure you take your daily backups with you, and do not store
them at the office. If something would damage your office, it
would not damage the backups maintained in another location.

Beyond the Basics
It is your responsibility to take the administration of your school
beyond the basics outlined here. All of this is a great start, but
there is always room for professional growth in this area.

30 The Biblical Life Academic Fellowship Program

Chapter Five
Teacher Certification & the Educational
Level for Schools of Ministry
Teacher certification is mandatory and
must be completed as soon as your
school is approved by BLCS. As new
teachers are added, they must be
certified BEFORE they teach any classes.
Certification is not retroactive. Classes
will only be considered for matriculation
from the date the certification is issued.

In your packet of forms from BLCS, you will find a two‐paged form
entitled “IEN School Teacher Certification Request Form.” This
form must be completely filled out by anyone teaching at your
school. The following items must be included with the
application:
•
•
•
•

Copy of degree(s).
Copy of transcripts.
A nice passport size photo or digital photo (which can be
mailed to our offices).
One time certification fee of $40.00

Note: The photo of the teacher will be printed directly on the
Certification Certificate. We can only use what is provided to us.
Since the certificate will be on display at your school, it is a good
idea to provide a good picture.
You should keep a copy of everything you submit in your filing
system under “Teacher Certifications.” Once the teacher is
approved, you will be mailed the certification certificate. Make a
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copy of the certification and place it in the teacher’s file. The
original should be displayed either in the classroom or grouped
together and displayed prominently at your school.

How Certification Operates
The teacher must always be one step ahead of the students in the
classroom.
Teaching Level
First Year – Diploma
Second Year – Associate Degree
Third Year – Advanced Diploma
Fourth Year – Bachelor Degree

Teacher’s Education Level
Must possess an Associate Degree
Must possess 90 SCHS or advanced
diploma
Must possess a Bachelor Degree
Must possess a Master Degree

The teacher must also be degreed in the area that he or she is
teaching. Someone with an M.B.A. is not qualified to teach
theology. An M.B.A. would qualify the teacher to provide
instruction in ministry management, personal management and
other related fields.

Educational Level of the School of Ministry
All schools of ministry are approved for matriculating credits at
the undergraduate level only. Gaining approval at the Master’s
level requires several additional steps:
•
•

To establish a prolonged history of academic and
administrative excellence with BLCS.
To have certified teachers with doctoral degrees in the
appropriate fields.

Application must be made by current schools of ministry for this
additional recognition. If and when approval is given by the BLCS
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Academic Review Committee, a separate Certificate of Academic
Fellowship is issued for Graduate Level Programs.
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Chapter Six
Advanced Standing & Life Experience
Credits
Advanced standing evaluations and life experience credits are
handled directly by Biblical Life College & Seminary. This is done
for several reasons:
•

The local school of ministry is only involved in awarding
certificates of completion. Calculations to derive semester
credit hours for any courses, advanced standing of
previous education or the awarding of life experience
credits are always handled by the college or seminary that
is awarding the credits.

•

BLCS, through its 27 year history, has developed
appropriate academic and administrative policies that are
time tested for either transferring in credits or awarding
life experience credits.

Evaluations should be completed at enrollment with your school,
not at the end when a student is trying to expedite graduation.
To receive a free evaluation, the student must:
1.
Complete the “Free Prior Learning Evaluation
Request Form.”
2.
Include all required documentation, to include
copies of transcripts, diplomas, etc. (See check list on the
back of the form.)
These items must be mailed in with the student’s registration
form to BLCS. Upon receiving these items, a detailed evaluation
will be completed by our offices and forwarded back to your
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Registrar. The student will be responsible for paying for any
semester credit hours gained by conversion or life experience
credits. No fees are charged for transferring in credits from
accredited colleges, universities or seminaries.
The following information is provided from our current catalog to
provide a working knowledge to your staff on how we handle
advanced standing and life experience credits.

Transfer of Credits
Transfer of credits applies when a student has earned credits at
another school in which he did not complete a degree program
and desires to transfer those credits into BLCS to complete his
degree. BLCS recognizes credits from accredited institutions that
are applicable to our programs.
A student transferring to BLCS from an accredited institution may
transfer work for which he has received a “B” or better grade.
Credits from approved, but non‐accredited institutions must be at
the “A” grade level.
In addition to the requirement of a minimum grade level on
transferred credits, each course to be transferred must apply to
the student’s program of study (i.e. business, computer science,
etc., cannot be transferred toward theological work.)

Transfer of Secular Credits
Some secular credits from accredited schools are permitted.
Fifteen semester credit hours are allowed toward an Associate
degree. An additional fifteen are allowed in after the completion
of the Associate degree and can be used toward the Bachelor
degree. No more than 30 semester credit hours of secular
subjects will be considered for any Bachelor degree with BLCS.
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Maximum Transfer of Credits
A minimum of 25% of the work required for any degree program
must be completed directly through BLCS. Therefore, a maximum
of credits given for life experience, experiential equivalency,
and/or transfer of credits toward any degree program is 75%. (i.e.
In the 120 semester credit hours required for the completion of a
Bachelor degree, a maximum of 90 semester credit hours could be
transferred or accessed.)

Understanding Life
Experience Credits
What is Life Experience Credit or
Credit for Life Experience
Learning? Dr. John Bear defines
it this way:
“The philosophy behind ‘credit for life experience learning’ can
be expressed simply: Academic credit is given for what you
know, without regard to how, when or where the learning was
acquired.” 1

To put it in ministerial terms, a minister can obtain classroom
knowledge via actual experience in the local church setting.
There are several different ways to obtain advanced standing
credits. They are:
•
Life Experience Credits: Based upon an evaluation of
ministry, credit and non‐credit education, taped teaching series
and accomplishments. Maximum credits allowed for LEC’s are 30
1

Bear, John Ph.D. Bear’s Guide to Earning Non‐Traditional College Degrees ‐
10th Edition. Page 63. Published by Tenspeed Press.
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semester credit hours at the undergraduate level and 8 semester
credit hours at the graduate level (Master’s only). No life
experience credit can be given at the doctoral level.
•
Experiential Learning Exam: (Undergraduate Level) This
exam allows us to determine the knowledge that you have gained
through experiential learning. It also provides valuable
information on “gaps” in your educational journey. We use this
information to aid in the design of your course work to finish up
your degree program. This insures that your education is
thorough and well‐rounded.
•
Challenge Exams: (Graduate Level) If you have a
significant number of years in ministry (12 or more), you may
challenge certain graduate level courses. You will be allowed to
take the final exams for these courses. If you receive a grade of
85% or higher, you will be awarded credit for that course. Any
score below 85% will require you to take the complete course.

Who Qualifies?
The individual must be at least 30 years of age and have been in
full time ministry (30 hours a week or more) for a minimum of five
(5) years as a licensed or ordained minister.

Limitations
Regardless of the amount of life experience, experiential learning
or challenge credits a student receives, 25% of the degree
requirements must be completed through course work at BLCS.
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Challenge Exams  Graduate Level Only
Another way of obtaining advanced standing at the graduate level is
challenge exams. If you feel that through self‐study and experiential
learning you have learned what you would have by taking a class, you
may challenge that class. To successfully challenge a class, you must
pass a challenge examination written specifically for that class. If you
receive 85% or better on the exam, you will be given full credit for the
class.

Published Works
If you have had books published that correspond with subjects
within the degree program you have enrolled into, you may
submit the book to gain credit toward your program. The
following rules apply:
•

The book must be a minimum of 100 pages in length.

•
The book must not have been submitted for credit toward
any other degree from another school.

A Final Word About Life Experience Credits
Be careful of schools that give away excess LEC’s, regardless of
who they are accredited with. You are there to learn, not just to
quickly score credits on a fast track to a degree. The role of
biblical education is to allow you to “become” the man of God you
were destined to be, not just to “acquire” a degree. Acquiring is
not the same as becoming. Remember Jesus and the fig tree?
You can acquire leaves, but only through becoming can you
develop fruit.
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Chapter Seven
Understanding the Two Different Types of
Students
As you begin to open up your school for enrollments, you are going to
have two different types of students:
Non‐Matriculating Students:

These are students that do not wish to receive college credit for
the classes they attend at your school. They are only interested in
receiving the education and the certificate of completion issued
by your school of ministry.
Non‐matriculating students should complete all the same work as
those that desire college credit from BLCS. This includes all
assignments, book reports and exams. The only difference is the
amount of tuition they are paying to your school. It should be less
the matriculation fees that you will be sending into BLCS for
matriculating students.
One of the reasons we do this is that we have found many of the
non‐matriculating students will later decide they want college
credit. If they have been doing all of the same work and their
grades have been properly recorded in their files, all you need to
do is to register them, report their grades and send a check for
the appropriate matriculation fees. What could become a big
problem is made into short work by a little planning.
As long as a student is non‐matriculating, you will never report
anything about them to BLCS. No registrations or reports of any
kind should ever be submitted for non‐matriculating students.
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Matriculating Students:
Matriculating students are those that desire to receive college
credit through BLCS and eventually to receive a degree. These
students will be a part of the reporting process with BLCS and
must be kept up to date each semester.
When a student first enrolls, your campus must complete the
Student Registration Form and mail it in to BLCS along with the
following items:
•

Free Prior Learning Evaluation Request Form &
documentation, if they want advanced standing or life
experience credits.

•

Transcripts of any college credits they currently have.

•

Registration fee of $50.00.

Once we receive these items, we will create a student file for him
and place him in our student database. If needed, we will
complete any evaluations and provide our report. It is at this time
we will also provide his new BLCS student ID number. This
number will always be used for the student when dealing with
BLCS.
Registration only needs to be done at the beginning of each
program.
Example: When a student first enrolls, you will submit the
registration and registration fee. This registration will be
good until he completes his first year (30 semester credit
hours) and receives his diploma from BLCS. Once he starts
the Associate degree, a new registration and registration
fee will need to be submitted.
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Matriculating Students and Your Records
The reason I have suggested having a separate file drawer for
matriculating students is simple, once you understand the system
and that each student will have a BLCS ID number. In the
matriculating students’ drawer, file the students by the BLCS ID
number. When we contact you about Joe Smith ID # 05980, you
can quickly find his record.
If a student moves from being non‐matriculating to matriculating,
once you receive the new ID number, you simply file them by that
number among the matriculating students.
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Chapter Eight
Financial Information
Here is where we break down your financial obligation to BLCS
when a student is participating in the matriculation program.
Registration Fee ‐ $50.00
As already detailed in the last chapter, registration forms and fees
are only submitted at the beginning of each program. The form
and fee should be mailed to BLCS within 30 days after starting a
new semester.
Tuition
Under the matriculation agreement, the matriculation fee is 1/3rd
of the current tuition being charged by BLCS. I need to stress here
that most other seminaries either charge 2/3rds of the normal
tuition or charge the full tuition and only provide a stipend to the
local teacher. We believe our system is fair and covers the
expenses of BLCS to issue college credits and degrees.
Currently BLCS is charging $60.00 per semester credit hour at the
undergraduate level. Most of the classes usually end up being
worth 3 semester credit hours. This will have your school paying a
matriculation fee of $20.00 per semester credit hour or $60.00
per three semester credit hour class.
Life Experience Credits
The fee for life experience credits is currently $50.00 per semester
credit hour. LECs are paid by the student directly to BLCS to be
awarded credit.
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Graduation Fees
The current graduation fee is $75.00. This is only to be paid when
a student is receiving a diploma or degree from BLCS.
Transcripts
Transcripts are available for $7.50 a piece. You will find a
transcript request form in your packet of forms.
The student can also download a transcript request form at our
website. If the student uses this avenue to request a transcript,
we will always contact your office to insure the student is in good
standing and has all tuition owed paid to your school.
Replacement Diplomas or Degrees
Replacement diplomas or degrees are currently $50.00.
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Chapter Nine
Curriculum
In the academic world, there are two types of accreditation: plant
accreditation and programmatic accreditation. Plant
accreditation means that if you have all the right teachers and
faculty that your programs should be good. Programmatic
accreditation not only examines the teachers and staff, but the
curriculum as well. BLCS espouses programmatic accreditation.
So what does this mean for you?
Each school of ministry has the right to offer whatever individual
classes they feel will best prepare their students for ministry. This
will be a combination of curriculum that BLCS has developed and
curriculum that originates at your school that will also possess
your ministry’s emphasis.
BLCS Curriculum
You have access to the curriculum used by BLCS. You can order
master copies of much of the curriculum to reproduce and use in
your own school. This will include detailed lecture outlines,
workbooks, exams and answer keys.
For the courses I have personally developed, I would strongly
suggest purchasing the recorded lectures (which we provide at a
discount). Those that have heard my teachings realize that I only
use my notes as a launching pad. A wealth of additional
information will come out as I teach. It may be useful to read
over the notes, listen to the lecture and take additional notes
before teaching a lesson.
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Courses such as “Biblical Life Prayer Dynamics,” “Kingdom
Authority & Warfare 1‐3,” and “The Leader of One” are available
in professionally published paperback books. This adds a higher
level of respect for your school and BLCS in the eyes of your
students.
Curriculum You Develop
Curriculum that you develop and want to be accepted by BLCS
toward college credit must be reviewed and approved by the BLCS
Academic Review Committee. The process will be somewhat
simplified for you once you have had a chance to review our
curriculum. You can use it as a template for the courses you
design.
Here are the requirements for preparing your curriculum for
approval:
1.
Must be developed by an instructor certified by BLCS.
2.
All workbooks, instructions, exams and answer keys must
be submitted to BLCS at least 60 days prior to starting a class.
The curriculum will be reviewed. If there are any additional
requirements needed to be added to the class (like additional
reading or reports), you will be notified and be required to add
those recommendations to the curriculum. The curriculum will be
assigned an approval number and placed on file at BLCS. No fee is
charged for this review.
No classes can be accepted for college credit by BLCS unless it
has been reviewed and approved prior to it being offered by
your school.
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Additional Opportunities
There are additional opportunities for exceptional local
instructors. We are always on the lookout for new curriculum for
our national and international students. If one of your local
teachers develops a class that we believe would be of value to our
students, we will request that you record the live lectures. These
lectures then can be marketed to our national and international
students. This will provide residual income for your gifted
instructor and your school.
For more details, please contact our offices.

The Academic Standards of Biblical Life
College & Seminary
Semester Credit Hours
In a traditional classroom
setting, a semester credit hour
is defined as equal to a fifty (50)
minute class, meeting once a
week for sixteen (16) weeks.
BLCS has surveyed over 140
colleges and universities (as well as researching standards at Cambridge
and Oxford) to formulate a semester credit hour through non‐
traditional means.
Undergraduate: Fifteen (15) pages of reading equals one fifty (50)
minute class lecture. A three (3) semester credit hour course would
require a minimum of six hundred and seventy‐five (675) pages of
reading, plus a comprehensive examination.
Graduate: Twenty‐five (25) pages of reading equals one fifty (50)
minute class lecture. A three (3) semester credit hour course would
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require a minimum of one thousand, one hundred and twenty‐five
(1,125) pages of reading, plus a comprehensive examination.
(If audio and/or video taped lectures are included in the course, this
would greatly reduce the amount of reading required.)

Credit Hours for Practicum and Supervision
Our calculations are based upon credits for one (1) unit of Clinical
Pastoral Education. One (1) unit is 400 hours of supervision. Most
traditional seminaries will award eight (8) semester credit hours at the
graduate level.

Credit Hours for Thesis and Dissertation Work
One (1) semester credit hour given for thesis or dissertation work equals
twenty (20) hours of research and five thousand (5,000) words.

Grading System
A = 3.60 ‐ 4.00

Excellent

B = 3.20 ‐ 3.59

Superior

C = 2.80 ‐ 3.19

Average

D = 2.50 ‐ 2.79

Inferior

F = 0.00 ‐ 2.49

Failure

NOTE: The standard at BLCS is that no one maintains an average below
a “B”. Our faculty will work and pray with any student until he has
developed the educational skills to maintain this standard. We believe
God is a God of excellence. It should start with a student’s grades.
Through faith, prayer, patience, love and additional training, we believe
this level of excellence is available to every student!
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Honors
Honors are awarded in accordance with the following quality point
system:
4.00 to 3.91

Summa Cum Laude

3.90 to 3.76

Magna Cum Laude

3.75 to 3.60

Cum Laude

The honors category will be displayed on the degree certificate and
transcript. NOTE: For honors to be awarded, a minimum of fifty percent
of the required semester credit hours on the degree program must be
completed through BLCS. (Example: A Bachelor of Biblical Studies
degree would require a minimum of 60 semester credit hours to be
completed through BLCS.) Honors are awarded for undergraduate
degrees only.
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Chapter Ten
Advertising
Advertising is a vital part of promoting your school. If you do not
conduct your advertising properly, it can also get you into trouble.
I have shared several times in this book that as being a part of the
Academic Fellowship Program with BLCS, you are a school of
ministry offering certificates of completion. Advertising any more
than that can mislead the public and get you into hot water with
your state. So here is what I recommend:
Break Your Programs into Four Levels
• First Year Certificate of Completion
• Second Year Certificate of Completion
• Third Year Certificate of Completion
• Fourth Year Certificate of Completion
Each level will be a mirror of our four levels in the undergraduate
program. In other words, each level will be worth 30 semester
credit hours.
In your catalog, you can place the following statement:
__________ School of Ministry is in academic fellowship
with Biblical Life College & Seminary. Our students and
graduates have the opportunity to matriculate our classes
into BLCS for receiving college credit toward one of their
degree programs. ________ School of Ministry will work
with each student and BLCS to facilitate acceptance.
BLCS has been accredited by:
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•
•

The Accrediting Commission International
The American Accrediting Association of
Theological Institutions

BLCS was established in 1982 and has thousands of
students and graduates worldwide.
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Chapter Eleven
Reports and Forms
When you apply for academic fellowship with BLCS and are
approved, you will receive several items:
1.
A copy of this manual.
2.
The Certificate of Academic Fellowship with BLCS
3.
A unique school ID number.
4.
Packet of forms used for reporting information to BLCS.
5.
Packet of sample forms that you can use in‐house that can
make your administrative life much easier.
6.
One free course module to use for your school.
In this chapter, I want to look at the forms used for reporting
information to BLCS. I believe in the KIS method – keep it simple.
Do not underestimate the power in these few simple forms. I
have designed checks and balances within them to make sure all
administrative procedures are completed properly. With that in
mind, let’s take a look at the forms and how they work.
Forms that are used for reporting to BLCS include:
•
•
•
•
•
•
•

Student Registration Form
IEN School Financial Statement
Final Semester Grade Report Form
Graduation Request Form
Transcript Request Form
Teacher Certification Request Form
Curriculum Review Request Form

You will find all of these forms in your official school packet, once
you have been approved. Photocopy these forms and use them
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when you submit information to BLCS. (Note: If you are
computer savvy, you can recreate them in Word or Excel, fill them
out on your computer, print them and mail them in. Just make
sure to include all the information that is contained on each
form.)
 Student Registration
Form (BLCS Form
1001b)
The student registration
form needs to be filled
out and mailed to BLCS
(along with the
registration fee) within
30 days after the
beginning of the
semester. It is
important to include all
of the information
requested, to include
the date of birth and
social security number. Both items are required to complete their
reports and are industry standards for identification that are
included on college, seminary and university transcripts. No
transcripts can be issued by BLCS without this information.
If advanced standing and life experience credits are to be
considered, include the proper forms and documentation along
with the registration form.
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 IEN School Financial
Statement (BLCS Forms
1004b)
The financial form must
accompany the following
forms when reporting to
BLCS:
• Student
Registration Form
• Final Semester
Grade Report Form
• Graduation
Request Form
• Transcript Request
•

Form
Teacher Certification Request Form

This form includes checks and balances to our system. Let me
explain:
If 25 registration forms are mailed in, it will be reflected on
the Financial Form and all registrations will be paid for.
If you have 25 students completing two classes that are
worth 3 semester credit hours each, the Financial Form
will insure everything is in order. (25 students x 2 classes x
3 semester credit hours @ $20.00 = $3,000.00.) Our
registrar will count up all the reported grades and balance
it with the amount submitted. If everything is correct,
both will balance out. If there has been a mistake, it can
be quickly discovered and corrected.
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In the history of BLCS, Financial Forms and all these other forms
have always been required to be submitted together. This is
safety for both BLCS and your school. In this system, there is no
such thing as grades being reported and not paid for. If the
grades have been submitted, the matriculation fees have been
paid. If the grades were not submitted, the fees were not paid
either.
You will find sections on the Financial Form for each of the areas
being reported.

 Final Semester Grade Reporting Form (BLCS Form 1002b)
The grades at the end of the semester, along with the
matriculation fees, must be submitted within 45 days after the
semester ends.
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As you can see from the sample above, the grades are broken
down by class rather than student. This is important since classes
are only accepted that have been:
•
•

Approved by BLCS.
Are taught by BLCS approved teachers.

This allows us to quickly verify that the class has been completed
according to our academic and administrative policies.
The form also allows for quick calculation of the matriculation
fees that should be sent in to BLCS. Notice that there is a “TOTAL
SCHS on This Page” section at the bottom of the page.

This is to be calculated and filled out at the bottom of each page.
When filling out the “IEN School Financial Statement” (BLCS Forms
1004b), simply count up all the totals at the bottom of each page
to calculate the matriculation fees owed to BLCS. (This will also
be reviewed by the BLCS Registrar once your paperwork has been
received.)
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 IEN School Request for
Graduation Review Form
(BLCS Form 1003‐R)
When you believe a student
or group of students are
approaching the time that
they qualify to graduate with
BLCS, it is time to mail in the
“IEN School Request for
Graduation Review Form.”
This procedure should be an
easy one, because:
All documentation was sent by your school to BLCS with
the students’ registrations. All advanced standing, transfer
of credits and life experience credits have already been
properly documented and processed.
Your school has been diligent in submitting the Final Grade
Reporting Forms in a timely and professional manner.
It is simply a matter of protocol to officially verify all records are
complete and that, with the current semester workload, the
student(s) qualifies for graduation.
Make sure that the name on the form appears exactly as the
student desires his/her name to appear on diploma or degree. If
a mistake is made on what you supply or if the student later
wishes to change it; an additional replacement fee will be
charged.
Since our office is serving thousands of national students and
many other schools that are a part of the IEN Program, we require
at least 45 days from the desired graduation date to review
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records, verify eligibility for graduation and to have the diplomas
and degrees printed. If the request is received by our offices after
this date, we cannot guarantee they will arrive in time for your
local graduation ceremony.
 Transcript Request Form
– IEN Edition (BLCS Form
2118b)
We have added several
checks and balances to the
transcript request form for
schools in academic
fellowship with BLCS. You
will notice that there is a
section to be filled out by
the student in accordance
with Federal Law. We must
have the signature of the
student on file to release
transcripts.
The second section is to protect your school. Your Registrar must
verify that all grades have been reported and that the student is in
good standing with your school. In the past, we have had
students that owed the local school tuition try to circumvent this
by requesting transcripts directly from BLCS. We will not release
any transcripts until we know that the student does not owe you
any tuition and everything is up to date.
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 IEN School Teacher
Certification Request Form
We have already described
the use of this form in great
detail in Chapter Five.
Remember, classes cannot by
accepted by a teacher that
has not been approved by
BLCS and that approval is not
retroactive.

 IEN School Curriculum Review Request Form
Before we can accept a non‐BLCS
class (module) for college credit, a
member of our Academic Review
Committee must review the
materials in the class to insure that
the proper academic requirements
have been met. We must receive
the materials for review at least
sixty (60) days before you begin
offering the class. This service is
provided free of charge to member
schools.
You will be given a detailed report
on the class. If additional requirements need to be added, those
recommendations will be included in the report. Once the class
has been approved, it will be assigned a “Module Approval Code”
which will also serve as the class code. The materials you mailed
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in for review, the official review and approval will then be placed
permanently on file at BLCS.

Housekeeping Forms
Housekeeping files are additional forms that we have designed
simply to assist you in running your school’s office. These forms
will never need to be submitted to BLCS. They are simply
provided as a quick tool that you can use in your day‐to‐day
operations. Feel free to use the ones that will work for you and
discard the ones that won’t. Housekeeping forms included:
•
•
•
•
•
•

Class Attendance Record
Class Grade Sheet
Enrollment Application
New Course Planner (3 Pages)
Percentage to Grade Point Chart
Student Tuition Accounting Sheet
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Chapter Twelve
OnSite Inspections and Seminars
Annual Seminar
Each year I develop a new seminar that I can teach at your school
location over Friday night and all day Saturday sessions. To these
seven sessions, I include enough readings, assignments and exams
to allow three semester credit hours for its completion.
Many of the schools that are a part of the IEN program have
found that such seminars generate a great deal of interest in the
school, both within the congregation and community. Conducting
a seminar on a yearly or bi‐annual basis is a powerful way of
keeping enthusiasm high among your students and to promote
your school within your community.
Needless to say, my travel times are limited because of my work
with the seminary and our own local ministry. It is a good idea to
contact my office at the beginning of the year to plan for a
seminar. This will also give you ample time to promote the
seminar in your community.

OnSite Inspections
I also need to complete an on‐site inspection of your student
records at least once every four to five years. This inspection can
easily be completed at the same time as one of the weekend
seminars. The inspection will take between four to eight hours, so
this will need to be calculated into the agenda for the visit.

Many things will be covered in the visit, to include:
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•
•
•
•
•
•

Completeness of Student Files
Accuracy of Financial Records
Training of Administrative Staff on Policies and Procedures
Briefing Instructors on BLCS requirements and educational
philosophies
Reconciling BLCS Student Files with Local Files
Answering Administrative or Educational Questions from
Local Faculty.

Please note that Academic Fellowship with BLCS is good for five
years and can only be renewed after an on‐site inspection. This
inspection can be completed anytime during the five years. There
are no renewal fees to maintain Academic Fellowship, but the on‐
site inspection is mandatory.
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Chapter Thirteen
Professional Consultations
As you build your
school of ministry,
professional
consultation is always
just a phone call or e‐
mail away. This
service is provided
free to all schools in
academic fellowship
with BLCS.
I have spent over a quarter of a century on the cutting edge in
Christian education and even more than that in administration. I
have also been mentoring our Registrar over ten years in the
philosophies and administrative standards of BLCS. Let us serve
you so you can serve your student body more fully.
Let me give you an example:
Several years ago, one of the schools that we work with
wanted to computerize their office using the software I have
outlined in this book. Unfortunately, although those at the
school knew how to use computers, they had never set up
anything that elaborate. The solution was to have me come to
their school to conduct a seminar. They were able to have
everything needed waiting on me and flew me in one day
early. Not only was I able to set up the system for them, I was
able to show them some of the basic functions of Act! and
how it interacted with elements of MS Office. What I taught
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them in one afternoon could have taken months of reading
and trial and error to develop that level of understanding.
The end result was that in one weekend:
•
•
•

Their students received a live seminar to challenge them
and take them forward in their education and ministry.
They were able to computerize the day‐to‐day operations
of their school.
They were given basic hands‐on instruction on how to use
the new computer system to streamline grade keeping and
reporting.

This is just one example of how we can help.
It is also important to designate one specific individual to serve as
the registrar for your school. As soon as you have someone
selected, have the new registrar do two things:
•
•

Read through this manual.
Call Pastor Michael Rodhouse (our Registrar) and have him
walk the new registrar through the program.

This initial contact with Pastor Rodhouse is important. He can
answer any questions and can begin developing a lasting
relationship with your new registrar. This new line of
communication will serve both schools in the future. It is so much
easier to pick up the phone to ask advice when you are already
familiar with the person on the other end of the phone.
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Chapter Fourteen
The Future
I believe the need is immense and the future is bright. I believe
the need is great for two reasons:
•

The cost of traditional education is spiraling out of control.
Fewer can afford it each year.

•

The more secular Christian education becomes, the more
it is going to be rejected by those really wanting to serve
God.

Both of these facts reveal the need for local schools of ministry
established in congregations that refuse to compromise the Word
of God for any reason. As the spiritual line is drawn in the sand,
those seeking God will desire to be trained by men and women of
God that are powerfully living the Word of God and have lives of
integrity. Your school will be there to answer that call.
As the need increases, BLCS will be able to assist you in meeting
that need and insuring a balanced education that will lead to
recognized credit and degrees.
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Recommended Resources
Take Back Your Life!: Using Microsoft Office Outlook 2007 to Get
Organized and Stay Organized by Sally McGhee and John Wittry.
Published by Microsoft Press. ISBN: 0‐7356‐2343‐0.
Using Microsoft Office 2007: Special Edition by Ed Bott and
Woody Leanhard. Pubished by Que Publishing. ISBN: 0‐7897‐
3517‐2.
The Official Act! by SAGE Quick Study Guide. Published by SAGE
Software. www.act.com
Church Administration: Creating Efficiency for Effective Ministry
by Robert H. Welch. Published by Broadman and Holman
Publishers. ISBN: 0‐8054‐3164‐0.
Management Essentials for Christian Ministries. Edited by
Michael J. Anthony & James Estep, Jr. Published by Broadman
and Holman Publishers. ISBN: 0‐8054‐3123‐3.
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