
Policies 

 

Admission Information 

Who May Enroll 

Any person may enroll as a student with Covington, regardless of one’s educational background.  
Those who have not finished high school may enroll under the Bible Institute Division and receive 
a Bible education. Those who are high school graduates and who have not completed their 
college may enroll in the College Division and receive a degree.  Those who have graduated 
college may enroll in the Seminary program and earn an advanced degree. 

Admission Requirements 

Persons desiring to enroll with Covington as students must make application to the office of the 
Registrar.  Application forms for enrollment may be obtained on-line at the Covington website, 
www.covingtonseminary.org, or by request from the Seminary office.  This form is to be completed 
and mailed to the Seminary along with a bust photo of the applicant and the proper application 
fees. 

Anyone enrolling under the E-Courses program may do so at any time during the year. 

Requirements for admission: 

• Each applicant will be individually evaluated. 

• Each applicant must give testimony of faith in Jesus Christ as their Lord and Savior. 

• Each applicant must send an official transcript of previous GED, high school, college or 
seminary work to the Registrar. 

Transfer of Credits: 

• Evaluation of transfer credits is made only from official transcripts after the student has 
been accepted for admission. 

• Students from accredited schools will receive full credit for equivalent courses if grades 
are “C” or better and if the content of the courses meet the requirements of the student’s 
program. 

• Students may receive provisional credits for previous work under certain circumstances.  
Such credit will be considered valid only when the student performs at the “C” level or 
better following his enrollment with Covington. 

Transcripts 



Transcripts are released only to the student or to another institution at the student’s written request 
to the Registrar.  The first transcript will be provided for a fee of $10 for the address to which the 
transcript is sent, and $5 for each subsequent transcript request.  A transcript will not be released 
until all accounts are paid in full.  



Statement of Standards 

Each student is expected to live, act, talk and dress so that at no time will they bring any reproach 
to the standards and reputation of Covington Theological Seminary.  Any student who is unable 
to maintain the standards of the seminary will be dismissed. 

  



General Course Requirements 

General Course Information 

Courses offered by CTS are based on regular textbook materials, study guides, and an analysis 
of subject material in each chapter.  Some courses include all of these, while others may require 
only one of these study methods. 

All courses offered by E-Courses are designed to be equivalent to on-site work.  E-Course work 
requires much discipline and research.  The student may obtain research books from his/her 
local library, a college  library or his/her own study.  All assigned coursework will include study 
guides and instructions. 

E-Course Program Regulations 

Since all programs of study are assigned on the basis of one school year’s work at a time, the 
student is expected to complete the assignments in one year.  However, should circumstances 
arise causing a delay in completing one’s studies, a one year extension may be granted upon 
receipt of a written request sent to the school and submitted to the student’s advisor. 

Preparing and Mailing Lessons 

All lessons presented to the seminary shall be written on 8 1/2 x 11 inch paper, on one side only.  
Typewritten lessons are required.  Handwritten lessons are not acceptable.  The student should 
make copies of his/her work to protect against loss in mailing lessons.  A cover sheet including 
the student’s name, address, student I.D. and the course name and number should be submitted 
with each course.  Each page of the assignment should be numbered. 

All assignments should be legibly and neatly typed.  All assignments, research papers, or theses 
should have a 1-1/2 inch margin at the top and left hand side of the paper.  A 1 inch margin should 
be at the bottom and the right hand side.  The student should check his spelling and observe the 
rules of good English. 

Postage on all lessons mailed to the Seminary must be paid by the student.  Insufficient postage 
will be charged to the student’s account and must be reimbursed by the student to the Seminary.  
All lessons and assignments should be mailed to the Seminary as soon as completed. 

Any change of a student’s name or address should be promptly reported to the Registrar.  This 
will aid the Seminary in maintaining an accurate record of the student’s status.  Complete 
instructions are included in the notebook issued to each student. 

Guide for Writing Papers 

All studies at the institute level, the college level, and the seminary level require the completion 
of various writing projects including essays, book reviews, and/or exegetical papers.  A thesis is 
required for some post graduate degrees.  Covington Schools requires the use of the latest edition 
of the MLA Style Manual or the latest edition of the Turabian Style Manual for formatting and 
documenting research sources used in the student documents. Upon request the CTS Guide for 
Writing Papers can be provided 

 



 

Course Completion 

E-Course students are asked to study only one course at a time.  As each course is completed, 
he/she should mail the course to the Seminary.  Once a course is graded, the formal grade sheet 
will be sent to the student. 

The goal is for the student to endeavor to complete a four hour course each month.  If more time 
is needed by a student to complete their degree or program, they are asked to contact the 
Seminary for an extension of time.  Under normal circumstances the extra time is granted. 

Should the Seminary fail to receive any written communications from the student for 90 
days, the Seminary has the right to dismiss the student. 

Any student who has been dropped and desires to be reinstated must pay a reinstatement fee 
along with any additional occurring tuition increases. 

Withdrawal from School 

If a student finds it necessary to withdraw from a course of study, he/she should contact the office 
of the Registrar.  Merely ceasing to submit the lesson assignments or attend class does not 
constitute a withdrawal nor does it relieve the student of his financial obligations to the school.  
The signing of an enrollment application is a contract with Covington Theological Seminary. 

If a student decides to withdraw within thirty (30) days after acceptance, all tuition will be refunded, 
less a $200 service charge to cover the expenses involved in the enrollment. Registration and 
enrollment, application and matriculation fees ($100) are not refunded.  Should a student withdraw 
without the consent of the President or Dean, the student receives no refund. 

On Site Regulations 

Covington Theological Seminary and Bible Institute places much emphasis on Christian 
deportment and believes that conduct becoming a Christian is part of the education received.  
Therefore, we believe that those claiming salvation in the Lord Jesus Christ should live above 
reproach and refrain from questionable and worldly practices. 

Students of CTS must not be guilty of profanity, adultery, fornication, the use of liquor or drugs 
(except in the case of prescription by a physician), the wearing of immodest clothing, thievery, 
homosexuality or like misconduct. 

Each semester is 16 weeks in duration.  Attendance is very important and the following rules 
apply to attendance: 

• Tardiness to class can be habit-forming. Three violations will constitute one absence. A 
student who is more than 15 minutes late for class will be counted as absent. 

• The maximum number of excused absences from one class is three. 

• When a class is missed, make-up work must be done for the teacher of that class.  The 
assignment will be given by the teacher and it is the responsibility of the student to contact 
the teacher for the assignment.  After the third absence the student’s grade will be reduced 
one half grade point for each absence thereafter. 



• After the 4th absence from any one class, the student will be placed on probation for that 
class. 

• After the 6th absence from any one class, the student will be dropped from the class and 
receive a grade of “I” (incomplete). 

• The student must re-enroll the following semester for the class.  Failure to re-enroll will 
result in the incomplete becoming a permanent “F”. 

• There can be no make-ups for finals. 

• Exceptions and special considerations should be discussed and approved by the Dean 
of the extension school. 

 

Student Internships 

The Academic Council has developed specific guidelines for Internships.  We feel that the 
standard for an Internship should be very high. The requirements for Internships are as follows: 

• The student must complete 1,000 hours of logged / supervised work in his/her chosen 
field. 

• Once the hours are completed, a ten page paper must be submitted giving an overview 
of what was learned and observed during the internship. 

• The mentor/supervisor must write Covington a letter accepting the responsibility for the 
student’s oversight as the internship begins. 

• When the student’s hours are complete, the mentor/supervisor will need to write a 
second letter certifying that the 1,000 hours of work have been completed. 

• Copies of the student’s log and the ten page report need to be submitted as one 
document for the student’s final grade on this course. 

• The student will receive eight hours credit for this process. 



  



Grading System 

All academic work is graded by a faculty member and assigned a letter and a number grade. The 
following numerical scale is used in grading a student’s work: 

Grading Scale Grade Quality 

Points 

100 A 4.00 

98 A 3.67 

96 A 3.33 

95 B 3.00 

90 B 2.67 

86 B 2.33 

85 C 2.00 

80 C 1.67 

71 C 1.33 

70 D 1.00 

65 D 0.67 

60 D 0.33 

59 F 0.00 

 
Summa….4.0    Magna….3.90-3.99    Cum….3.80-3.89 

Grade Point Average 

Covington's administration recognizes our students' academic efforts through awarding the 
Summa, Magna, and Cum Laude designations. These honors are computed strictly through the 
student's grade point average on the basis of our Grading Scale (see attached). Only a 4.00 GPA 
will achieve Summa Cum Laude. Magna Cum Laude is 3.90 - 3.99. Cum Laude is 3.80 - 3.89. 
 
GPA is the basis by which we determine the Summa, Magna, and Cum Laude award 
designations. Please do not call the school for your GPA. You can compute it yourself by using 
the attached formula. For example: If you have a 98, 100, 96, and a 86, then add 3.67, 4.00, 3.33, 
2.33 and divide by four to receive 3.33 which would be your GPA. To receive honors all work must 
be in our hands by June 1st each year so that sufficient time be allowed to compute GPA. 
 
The student's letter grade is based on the work presented for grading on a 100 point scale. The 
categories of neatness, spelling, syntax, subject knowledge, and comprehensiveness of response 
are worth 20 points in each category, and since 5 categories are used, perfection in each would 



give 100 points. Errors, mistakes, incomplete or incorrect answers, and failure to follow directions 
all take points away. 
 
All students’ letter grades are based on the above numerical scale. Each student should realize 
that the work they submit for each course is the sole basis for his or her grade. It is the student's 
personal responsibility to make sure the work is completely correct in references to answers, 
margins, typing errors, spelling, neatness, etc., in order to attain the highest possible grade.  
 
The school does not intend to discourage any student who cannot achieve honor status. We know 
that all of our students work hard and do their very best. We simply feel that there must be a mark 
of academic excellence for which all students should aim. 

Academic Policy 

 

E-Courses 

Covington Theological Seminary strives to offer the best possible E-Course program.  Regular 
college and seminary textbooks are used along with accompanying study guides.  Personal 
attention is given to each student.  The student is invited to contact Covington at any time for 
needed assistance. 

Covington can take each student at his/her present level of education and formulate their course 
of study.  Whether the student has much or little Bible background, the program will be set up to 
progress the student from their specific point of entry.  Covington’s broad curriculum allows for 
this happen, thereby eliminating the possibility of the student’s having to repeat courses that they 
have already taken.  In other words, the student’s program with Covington will be tailor-made for 
their specific ministry. 

Academic Appeals 

Any student desiring to appeal a grade received may, within thirty (30) days of the grade being 
given, do the following: 

1. An On-Site student must make an appointment with the professor of the class to discuss 
the issue.  An E-Course student must telephone the Academic Dean to discuss the issue. 

2. After discussing the issue with the professor/Academic Dean, the student must submit a 
written request to the Academic Dean for re-evaluation of the grade in question. 



3. If the issue is not resolved satisfactorily, the student must address a written appeal to the 
Academic Committee. 

4. The decisions of the Academic Committee are final. 

Academic Probation, Suspension, and Dismissal 

The student will be notified, in writing by the Registrar’s Office, of any action involving probation, 
suspension or dismissal. Tuition payments are not suspended if a student is put on academic 
suspension. 

Bachelor and Master Degree Programs 

Probation: When a student fails to maintain a 2.0 (Bachelor and Master) or 3.0 (Doctoral) 

cumulative GPA, he will be placed on academic probation. 

A student will be allowed to continue on a course-by-course basis under the 
condition that he maintains a “C” (Bachelor and Master) or “B” (Doctoral) each 
semester.  When the student’s cumulative GPA reaches 2.0 or better, he/she 
will be removed from academic probation. 

 

Suspension: While on probation, if a student fails to maintain the stated GPA, he/she will be 

suspended for one semester. 

After the period of suspension, a student may re-enroll on probation.  The 
above probation procedures will be followed. 

Dismissal: Upon reaching the point of being suspended the second time, the student will 

be dismissed from school. 

A student who has been dismissed may not make application to reactivate for 
at least one (1) year.  Reactivation is not guaranteed. 

Academic Integrity 

1. Plagiarism:  Plagiarism shall include failure to use quotation marks and other conventional 

markings around material quoted from another source.  Plagiarism shall also include 
paraphrasing a specific passage from a source without indicating accurately what that source 
is.  Plagiarism shall further include letting another person compose or rewrite a student’s 
written assignment. 

2. Falsifying Information:  Falsifying information is submitting another’s work as one’s own 

or providing false or misleading documentation. 

3. Academic Dishonesty:  Academic dishonesty includes written information not specifically 

condoned by the instructor or syllabus.  It shall further include receiving written or oral 
information from a fellow student. Furthermore, it shall include stealing, buying, selling or 
transmitting a copy of any examination. 

Any student proven to have committed any of the above will receive an “F” for the course and will 
receive an academic warning.  If the student is proven to have been guilty a second time, he or 
she will be dismissed. 



Graduation 

All graduating students are required to attend the annual two night graduation exercises held at 

a named seminary location. If a graduating student is providentially hindered from attending the 

two night graduation events then that student would have to wait until the following year to 

graduate or write the Board of Trustees to request permission to graduate in absentia (these are 

rarely granted).  Whether attending or not, a graduation fee is assessed at the time of 

graduation.  All graduating students are required to have all courses completed and turned in by 

June 1st and all tuition and fees paid by July 1st of that years graduation events.  It is the 

student’s responsibility to apply for graduation when their work is complete.    


