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1. Mission of the Seminary

1.1.  Princeton Theological Seminary prepares women and men to serve Jesus 
Christ in ministries marked by faith, integrity, scholarship, competence, 
compassion, and joy, equipping them for leadership worldwide in congrega-
tions and the larger church, in classrooms and the academy, and in the public 
arena. 

1.2.  A professional and graduate school of the Presbyterian Church (U.S.A.), the 
Seminary stands within the Reformed tradition, affirming the sovereignty of 
the triune God over all creation, the gospel of Jesus Christ as God’s saving 
word for all people, the renewing power of the word and Spirit in all of life, and 
the unity of Christ’s servant church throughout the world. This tradition shapes 
the instruction, research, practical training, and continuing education provided 
by the Seminary, as well as the theological scholarship it promotes.

1.3.  In response to Christ’s call for the unity of the church, the Seminary embraces 
in its life and work a rich racial and ethnic diversity and the breadth of 
communions represented in the worldwide church. In response to the trans-
forming work of the Holy Spirit, the Seminary offers its theological scholarship 
in service to God’s renewal of the church’s life and mission. In response to 
God’s sovereign claim over all creation, the Seminary seeks to engage Christian 
faith with intellectual, political, and economic life in pursuit of truth, justice, 
compassion, and peace.

1.4.  To these ends, the Seminary provides a residential community of worship and 
learning where a sense of calling is tested and defined, where scripture and 
the Christian tradition are appropriated critically, where faith and intellect 
mature and lifelong friendships begin, and where habits of discipleship are 
so nourished that members of the community may learn to proclaim with 
conviction, courage, wisdom, and love the good news that Jesus Christ is Lord.
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2. Membership in the Seminary Community
The Seminary provides professional preparation for ministry and promotes 
theological scholarship at the highest level. Members of the Seminary community 
must be committed to a style of life consistent with the Seminary’s mission and, 
in general terms, agree on what such a commitment entails. Members of the 
Seminary community include administrators, students, faculty, staff, trustees, 
and non-public residents in Seminary housing. All members of the Seminary 
community are expected to be aware of and abide by the policies, procedures, 
and guidelines outlined in the Handbook. The Seminary retains the right, at its 
sole discretion, to change the policies, practices, and benefits described in this 
Handbook. Furthermore, depending upon the circumstances of a given situation, 
the Seminary retains the absolute right to vary its actions at any time from the 
written policies set forth herein.

3. Living Together at Princeton Theological 
Seminary

Princeton Theological Seminary, as an institution of the PCUSA that stands within 
the Reformed tradition, invites the members of its community to reflect upon and 
affirm the following statements: 

We believe that, in Jesus Christ through the power and creative work of the 
Holy Spirit, we are reconciled to God and one another. God unites us as distinct 
but connected members of Christ’s body in a reflection of the Trinitarian union 
of diversity in oneness. As children of God we are each possessors of inherent 
dignity and worth in the eyes of God. In our “residential community of worship 
and learning,” we are called to witness to God’s reconciling work in the world. The 
biblical witness of acceptance with challenge propels us to embrace each other in 
our differences and love each other because of them. 

We will practice hospitality and seek understanding and integrity in our relation-
ships. With graciousness and generosity of spirit, we will seek out God’s gifts 
in our neighbors. We will engage in unceasing prayer for the reconciliation of 
differences and for mutual edification through honest encounters with those who 
are different. 

We will not overlook or tolerate harassment and discrimination. We pledge to 
speak up and speak out when a sister or brother is belittled or when the behavior 
of a community member fails to reflect the reconciliation and acceptance we know 
in Christ. We ask God to grant us wisdom and courage to confront these situations 
and our own sins, and the failures of our community, in love and with a spirit of 
humility and compassion. 

We will witness to one another and to the world with diverse voices, holding one 
another accountable to our standards of acceptance and diversity. By worshipping, 
learning, serving, and living together as one community, we will strive to make 
this a place where each individual flourishes as we discern and fulfill our respective 
callings to the ministry of the church through the grace of God in Jesus Christ.



4. Foundational Guidelines for Institutional 
Conduct

Recognizing Princeton Theological Seminary as an institution of Christian 
formation and learning, all people associated with the Seminary are responsible 
for demonstrating respect and good will for one another and for the institution. 
Such conduct is integral to preserving and honoring the dignity of all members 
of our community and to nurturing the vitality of the institution. Whatever one’s 
role or responsibilities at the Seminary, every person associated with the Seminary 
community is expected to embrace the following guidelines as a means to ensure 
the flourishing of the entire Princeton Seminary community.

4.1. Accountability
Every person associated with the Seminary is accountable for applying standards 
of honesty and fairness in all that they do. 

4.2. Relationships

4.2.1. Conduct
All persons associated with the Seminary are expected to treat one another with 
respect and mutual forbearance in all forms of expression (speech, writing, and 
actions).

4.2.2. Communication
Though the Seminary encourages open discussion and debate, persons associated 
with the Seminary community are expected to engage one another with civility 
and courtesy in all forms of expression. All communication, whether delivered in 
person, in print, or electronically, directly or indirectly, should reflect propriety, 
politeness, and discretion.

4.2.3. Confidentiality
Except in cases of harassment or concerns related to health or safety, all persons 
associated with the Seminary will hold information in trust, preserving confiden-
tiality in all interactions to the extent allowed by law. It is a breach of trust to 
disclose confidential information or information not intended for broad circulation, 
whether person-to-person or shared with a group, and whether directly or via 
electronic/other means.

4.3. Stewardship
All persons associated with the Seminary are expected to respect Seminary 
resources—financial and physical.
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4.3.1. Financial
All Seminary personnel will demonstrate integrity in managing the financial 
resources entrusted to them. All employees (e.g., full time, part time, temporary, 
work-study) have a fundamental commitment to their employer. Time 
compensated by the Seminary is owed to the Seminary in its entirety. Likewise, all 
are responsible for ensuring that Seminary funds are spent judiciously, and only as 
authorized, on Seminary (rather than personal) endeavors.

4.3.2. Physical
Persons associated with the Seminary community will secure appropriate authori-
zation prior to using Seminary property (materials, plant and equipment, housing, 
etc.) for personal purposes. Under no circumstances may employees or others 
associated with the Seminary derive unauthorized personal financial gain, directly 
or indirectly, from the use of Seminary property. 

5. Campus Conduct

5.1. Respect for Persons and Ideas
Members of the Seminary community are entitled to freedom from harassment, 
intimidation, and violence or threats of violence. This freedom is attained by 
respecting members of the Seminary community individually and collectively, 
treating one another fairly, listening well, and doing no harm. 

5.1.1. Equal Opportunity
Princeton Theological Seminary does not discriminate on the bases described 
below in its admissions policies and education programs and activities. The 
Seminary strongly advocates the elimination of discrimination and strives to 
achieve equality through fair policies and practices. All decisions concerning 
admissions and access to educational programs are based upon personal qualifica-
tions necessary for the successful performance in the program, without regard to 
race, color, ancestry, age, gender, marital status, civil union status, military status, 
national origin, religious affiliation (except as religion may be a bona fide qualifi-
cation), disability, sexual or affectional orientation, atypical hereditary cellular or 
blood trait of an individual, or any other characteristic protected by law. For the 
Seminary’s policy on the Americans with Disabilities Act (ADA), see §10.1. 

The Seminary strictly prohibits harassment and discrimination on the basis of any 
legally protected characteristic. Violations of the Seminary’s equal employment 
opportunity policy will lead to disciplinary action, up to and including immediate 
dismissal from the Seminary. Should you ever feel you are the subject of any kind 
of illegal discrimination, please discuss your concerns with the dean of student 
life and vice president for student relations, the Seminary’s Title IX coordinator, or 
the senior vice president and chief operating officer. See Appendix D: Complaints 
Involving Title IX, Title VI, and The Rehabilitation Act.
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5.1.2. Freedom of Inquiry
The Association of Theological Schools observes that “central to the vocation of 
the theological school and to its faculty members and students is the inquiry for 
truth. This inquiry is both a communal and an individual vocation.” At minimum, 
theological study involves a rigorous investigation into the relationship between 
convictions and practices and the evidence and authorities upon which those 
convictions and practices are thought to be based. The Seminary seeks to foster an 
environment that supports the respectful exchange of information and ideas basic 
to such inquiry, sensitive always to the claims of truth and to a proper regard for 
the judgments and convictions of others.

5.1.3. The Venues of Expression
The Seminary encourages frank and candid discussion of matters under debate 
in society and church, recognizing that such discussion often brings to light 
conflicting perceptions and convictions. The Seminary insists, however, that 
discussion be conducted with civility and be respectful of the sensibilities of 
others, and it deplores efforts to suppress views contrary to one’s own or to subject 
them to ridicule. Any form of communication that violates these principles will be 
subject to disciplinary action by the Seminary. Consistent with this goal:

(1) Statements and announcements placed on approved public notice 
boards (e.g., doors to offices and student dwellings) must not be defaced 
and should be removed only by their authors or by the organization 
responsible for maintaining the board.

(2)  Lectures, meetings, and other events sponsored either by the Seminary 
or by persons or groups within it have the right to be conducted without 
interference or disruption. Sponsors of an event that is designed to 
provoke a public reaction, however, should not register surprise or offense 
if that reaction occurs.

(3)  While members of the Seminary community are generally free to distribute 
appropriate materials to others in the community, such distribution 
should be done in a way that does not place a burden on the Seminary‘s 
operations, which shall be determined at the sole discretion of the 
Seminary.

5.2. Respect for Persons and Property
Members of the Seminary community are entitled to work, study, and live in an 
environment that is well cared for and in which their property is respected. The 
misappropriation, theft of, or damage to Seminary property or the property of 
others will not be tolerated. Further,

 (1)  considerate regard should be given to the integrity and appearance of 
Seminary property and the property of others; 

 (2) since many people are dependent upon a limited set of resources, 
care should be taken to safeguard library materials and to return them 
promptly.
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5.3. Respect for Persons and Safety
Members of the Seminary community are expected to act with regard to the safety 
and well-being of themselves and others. In addition to the policies regarding 
weapons and firearms, special attention should be given to regulations and 
devices for fire protection, accident prevention, sanitation, public health (including 
regulations related to smoking and food consumption in classrooms), and commu-
nication with health and safety personnel.

5.3.1. Firearms Policy
The Seminary prohibits the possession or use of firearms on its property, including 
in any of its buildings. Firearms include BB guns, CO2 guns, and any other similar 
device using a propellant, a spring, elastic band, compressed air, or any gas or 
vapor. In addition, any object or device reasonably capable of being mistaken for a 
firearm is also prohibited. This policy applies whether or not the person possessing 
the firearm has a valid permit to carry it. Any firearms found on Seminary property 
or in Seminary vehicles are subject to immediate confiscation and the owner is 
subject to disciplinary action. 

5.3.2. Weapons Policy
The Seminary prohibits the possession or use of ammunition, dry explosives, 
incendiary devices, stun guns, knives, and any other item readily capable of 
causing death or serious bodily injury on its property, including in any of its 
buildings, except where such an item has a lawful purpose for which it is being 
or will be used. Any such weapons found on Seminary property or in Seminary 
vehicles are subject to immediate confiscation and the owner is subject to disci-
plinary action.

5.4. Respect for the Seminary’s Reputation

5.4.1. Name and Seal
The name and seal (logo) of the Seminary are registered trademarks of the 
Seminary. Neither of these trademarks may be used to promote the goods or 
services of others or to suggest the approval or sponsorship of the Seminary 
unless authorized in advance and in writing by the senior vice president and chief 
operating officer of the Seminary. In particular, and without limitation, such written 
and advance approval is required for:

(1) all publications authored (in whole or part) by Seminary personnel 
(whether or not the Seminary is mentioned); and 

(2)  all off-campus seminars and meetings sponsored (in whole or part) by the 
Seminary;

(3) all off-campus presentations made by Seminary personnel; and

(4)  all manufactured articles bearing the name or trademarks of the Seminary; 
and

(5)  all statements of sponsorship or approval by Seminary personnel or in 
which the Seminary is mentioned. 
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When the trademarks of the Seminary are used, the following statement should 
always accompany such use: “Princeton Theological Seminary and its logo are 
registered trademarks of Princeton Theological Seminary and are used with 
permission.” Violating this policy is a serious offense and may result in criminal and 
civil liability. 

5.4.2. Agreements and Contracts 
Members of the Seminary community are expected to honor agreements or 
contracts relating to official Seminary activities or processes. This obligation 
includes, specifically, providing accurate information on official forms and 
documents, as well as to official Seminary persons, offices, and committees. 
Deliberate violations of this provision will be considered serious offenses; 
subsequent violations, or systematic violations in the first instance, will be 
considered extremely serious. Contracts and agreements that will involve the 
Seminary as a party should be submitted in advance to the Business Office for 
review.

5.5. Violations of Local, State, or Federal Law 
Members of the Seminary community are expected to act with respect for the 
safety, personal rights, and property of individuals and groups outside the 
Seminary, as well as to respect the proper authority of local, state, and federal 
officers and officials. Convictions for violation of local ordinances or of state or 
federal laws by members of the Seminary community may result in Seminary disci-
plinary actions regardless of where such convictions occur.

5.6. Violations of Rules of Conduct
For violations of Seminary rules of conduct, members of the community are 
subject to a range of disciplinary sanctions as outlined in §7.3.

5.7. Non-Retaliation Policy
The Seminary will not tolerate retaliation against anyone for stepping forward with 
a concern or complaint or for cooperating with an investigation. A member of the 
Seminary community may not retaliate against any member of the community for 
registering a concern or complaint or for participating in or cooperating with an 
investigation. Violation of this policy will result in appropriate disciplinary action, 
potentially including termination of employment or dismissal from the institution. 
A report of actual, threatened or implied retaliation should be brought by students 
to the immediate attention of the dean of student life and vice president for 
student relations. All other such reports should be promptly reported to the senior 
vice president.

5.8. Reporting Campus Conduct Violations
The Seminary encourages reporting of violations of the Seminary’s rules 
of conduct, either verbally or in writing. If a complainant prefers to remain 
anonymous, he or she may call the Seminary’s Campus Conduct Hotline© at 
866.943.5787 or submit an electronic form by visiting intouchwebsite.com/cch. 
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6. Academic Regulations and Procedures
Note: By faculty action, the Academic Standing Committee will replace the Student 
and Academic Affairs Committee. All issues previously handled by the Student 
and Academic Affairs Committee will fall under the jurisdiction of the Academic 
Standing Committee. The Academic Standing Committee will be an administrative 
committee comprised of the dean of student life, the associate dean for academic 
administration, and the registrar, all with voice and vote. When a formal hearing is 
convened for matters of academic integrity, a disinterested member of the faculty 
will be invited to join the Academic Standing Committee with voice and vote for 
the duration of the hearing.

6.1. Definitions

6.1.1. Academic Year
The academic year is ordinarily defined as the period between the Tuesday after 
Labor Day in September and the conclusion of Commencement in May.

6.1.2 January (optional) Term
Students may elect to take a course during the January (optional) term. These 
courses are 1 credit, 2 credit, or 3 credit courses. Some courses specifically connect 
with a fall or a spring course so the student needs to plan accordingly. Credits 
earned in the January (optional) term do count toward the maximum number of 
credits (28) for the academic year. A student may enroll for up to 30 credits without 
advance approval of the associate dean of academic administration during only 
one academic year of study.

6.1.3. Summer Session
Biblical Hebrew and New Testament Greek are offered in an intensive eight-week 
session that is open to degree candidates and to properly qualified non-degree 
students. Each course carries 6 units of academic credit. Outside full- or part-time 
employment is highly discouraged as language courses tend to be quite 
demanding. Princeton Seminary degree candidates may not take field education 
for academic credit concurrently with a language course in the summer. Credits 
obtained in summer session do not count toward full-time status during the 
academic year, but do count toward fulfilling basic requirements, including total 
credits needed for graduation, and toward the student’s grade point average 
(GPA). Enrollment in the summer session does not count toward the maximum 
time frame for the completion of a program of study at the Seminary.

6.1.4. Residence
A student is “in residence” when he or she is regularly able to avail himself or 
herself of the classroom and library resources of the Seminary during the major 
portions of five days each week throughout the semester, including the periods 
set aside for reading, review, and examination. An expectation of residency is that 
students are able to meet with other students outside the scheduled course hours.
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6.1.5. Semester
This term denotes either of the two principal academic sessions. The summer 
session is not considered a semester or part of a semester. Each semester is fifteen 
weeks long and includes two reading weeks and an examination week. 

6.1.6. Term-time
A course begins at the first appointed class meeting and ends at the time specified 
on the final examination schedule.

6.1.7. Full time
The number of credits required for full-time candidacy varies with the student’s 
program.

6.1.7.1. Full time for M.Div., M.A., M.A.(T.S.) and Dual-degree Candidates
A full-time program for M.Div., M.A., M.A.(T.S.) and dual-degree candidates 
ordinarily consists of 12 to 15 credits each semester. The minimum load for 
full-time candidacy in these programs, for purposes including financial aid and 
housing eligibility, is 12 credits per semester. Students who carry less than a 
full-time load are not eligible for financial aid or housing. Students who carry no 
more than the minimum 12 credits for full-time candidacy will require additional 
semesters, with no guarantee of Seminary housing or financial aid, in order to 
complete their programs. M.Div., M.A., and dual-degree candidates on field 
education internships are considered to be full time.

6.1.7.2. Full time for Th.M.
A full-time program for Th.M. candidates and special students consists of 12 credits 
each semester.

6.1.7.3. Full time for Ph.D.
All Ph.D. candidates are considered to be full time during the first four years of 
candidacy.

6.2. Duration of Candidacy

6.2.1. Expectation of Continuous Enrollment
Within the intent of the regulations governing the duration of candidacy, a student 
who has been formally admitted to a degree program and who is pursuing suc-
cessfully the stipulated requirements, and whose financial obligations to the 
Seminary are satisfied in full, may have the expectation of continuous enrollment 
in his or her current program unless he or she is suspended or dismissed for cause. 

6.2.2. Duration of Candidacy for the M.Div. Program
The program of studies for the M.Div. degree ordinarily requires six consecutive 
semesters of full-time resident study. If a student begins his or her studies in the 
Seminary in the middle of the academic year, his or her studies may continue for 
a seventh consecutive semester without special approval. An M.Div. candidate 
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electing to remain beyond the sixth semester is not eligible for financial aid from 
the Seminary, nor is the availability of Seminary housing assured. The period of 
residence may be interrupted by an approved internship. 

6.2.2.1. Minimum Residency Requirements for the M.Div. Program
An M.Div. student who initiates his or her ministerial preparation at the Seminary 
may not complete the program in fewer than six semesters of full-time resident 
work. Transfer students may not complete the program in fewer than four 
semesters of full-time resident work. As a general rule, credits earned during the 
summer session and extra credits earned during regular terms may not be used 
to reduce the number of semesters of resident study prescribed for the degree. 
Only in exceptional circumstances will accommodations be made to the six- and 
four-semester rule. Students must petition in writing the Academic Standing 
Committee for such relief.

6.2.2.2. Full-time Residence Requirement for the M.Div. Program
Every M.Div. candidate’s program must include, at minimum, two semesters of 
full-time resident study.

6.2.2.3. Part-time Enrollment in the M.Div. Program
The M.Div. candidate ordinarily is expected to pursue his or her program on a 
full-time resident basis. If for good reason he or she decides to pursue a portion 
of the work on a part-time basis, this decision should be made known to the 
registrar and the dean of student life, since it could have implications for program 
completion. The schedule of classes is not designed for part-time candidacies, and 
the Seminary provides no assurance that a student who is able to attend class only 
on particular days, or for a restricted number of periods each day, will have access 
to courses he or she needs to complete the graduation requirements. During any 
period of part-time work, the student pays tuition by the credit and is ineligible for 
both financial assistance and housing from the Seminary.

6.2.3. Duration of Candidacy for the M.A. or M.A.(T.S.) Program
The program of studies for the M.A. or M.A.(T.S.) degree ordinarily requires four 
consecutive semesters of full-time resident study. If a student begins his or her 
studies in the Seminary in the middle of the academic year, his or her studies 
may continue for a fifth consecutive semester without special approval. An M.A. 
or M.A.(T.S.) candidate electing to remain for this fifth semester is not eligible for 
financial aid nor is the availability of Seminary housing assured. The period of 
residence may be interrupted by an approved internship.

6.2.3.1. Minimum Residency Requirements for the M.A. or M.A.(T.S.) Program
An M.A. or M.A.(T.S.) student who initiates the program at the Seminary may not 
complete the program in fewer than four semesters of full-time resident work. 
A transfer student may not complete the program in fewer than two semesters 
of full-time resident work. As a general rule, credits earned during the summer 
session and extra credits earned during regular terms may not be used to reduce 
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the number of semesters of resident study prescribed for the degree. Exceptions 
to the four-semester rule may be made to accommodate special circumstances. 
Students must petition in writing the Academic Standing Committee for such 
relief. The two-semester requirement for transfer students may not be reduced.

6.2.3.2. Part-time Enrollment in the M.A. or M.A.(T.S.) Program
A candidate for the M.A. or M.A.(T.S.) degree, although encouraged to pursue the 
program on a full-time basis, is not bound by the requirement of four consecutive 
full-time semesters. If he or she decides to conduct a major portion of the work 
on a part-time basis, this decision should be made known to the registrar. The 
schedule of classes is not designed for part-time candidacies, and the Seminary 
provides no assurance that a student who is able to attend class only on particular 
days, or for a restricted number of periods each day, will have access to courses 
he or she needs to complete the graduation requirements. During the period of 
part-time study, the student pays tuition by the credit and is ineligible for both 
financial assistance and housing from the Seminary.

6.2.4. Duration of Candidacy for the M.Div./M.A. Dual-degree Program
The program of studies for the M.Div./M.A. dual-degree program degree ordinarily 
requires eight consecutive semesters of full-time resident work. If a student begins 
his or her studies in the Seminary in the middle of the academic year, his or her 
studies may continue for a ninth consecutive semester without special approval. 
An M.Div. candidate electing to remain for this ninth semester is not eligible for 
financial aid nor is the availability of Seminary housing assured. The period of 
residence may be interrupted by an approved internship.

6.2.4.1. Minimum Residency Requirements for the M.Div./M.A. Dual-degree Program
A dual degree student who initiates the program in this Seminary may not 
complete the program in fewer than eight semesters of full-time resident study. 
A transfer student may not complete the program in fewer than six semesters 
of full-time resident study. As a general rule, credits earned during the summer 
session and extra credits earned during regular terms may not be used to reduce 
the number of semesters of resident study prescribed for the degree. Exceptions 
to the eight-semester rule may be made to accommodate special circumstances. 
Students must petition in writing the Academic Standing Committee for such 
relief. The six-semester requirement for transfer students may not be reduced.

6.2.4.2. Full-time Residence Requirement for the M.Div./M.A. Dual-degree Program
Every dual-degree candidate’s program must include at least two semesters of 
full-time resident study. 

6.2.4.3. Part-time Enrollment in the M.Div./M.A. Dual-degree Program
The dual-degree candidate ordinarily is expected to pursue his or her program on 
a full-time resident basis. If for good reason he or she decides to pursue a portion 
of the work on a part-time basis, this decision should be made known to the 
registrar and the dean of student life, since it could have implications for program 
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completion. The schedule of classes is not designed for part-time candidacies. The 
Seminary provides no assurance that a student who is able to attend class only 
on particular days, or for a restricted number of periods each day, will have access 
to courses he or she needs to complete the graduation requirements. During the 
period of part-time work, the student pays tuition by the credit and is ineligible for 
both financial assistance and housing from the Seminary.

6.2.5. Duration of Candidacy for the Th.M. Program
A Th.M. candidate who has been admitted to a full-time program is expected to 
complete all of the requirements for the degree in two consecutive semesters 
of full-time resident study. A candidate who has been admitted to a part-time 
program is expected to complete all of the requirements in four consecutive 
semesters of part-time study. Extensions of the period of candidacy, as well 
as temporary suspensions of part-time programs, may be requested from the 
associate dean for academic administration. 

6.2.5.1. Tuition for an Extended Th.M. Duration
If the Th.M. candidate’s program extends over more than two semesters, all tuition 
obligations to the Seminary will be computed using the per credit rate.

6.2.5.2. Expiration of a Th.M. Program
A Th.M. student’s candidacy will expire if all requirements are not completed 
within seven years from the date of matriculation. If a student’s candidacy expires, 
and he or she subsequently wishes to resume work toward the degree, re-applica-
tion must be made through the director of admissions and financial aid.

6.2.6. Duration of Candidacy for the Ph.D. Program

6.2.6.1. Length of Program
The Ph.D. program ordinarily is completed in not more than five consecutive years 
of full-time study. 

6.2.6.2. Ph.D. Students in Residency Status
For Ph.D. students in residency status, local residency is stipulated during 
coursework and required for all research and teaching assistantships and access 
to Seminary housing. 

6.2.6.3. Ph.D. Students in Years Five through Nine
Ph.D. candidates in years five through nine may register as full time, half time, or 
less than half time. If a student wishes to register as full time or half time, he or 
she must provide the Office of Academic Affairs, Ph.D. Studies with the following 
documentation:

(1) A statement of the amount of time he or she expects to spend per week on 
dissertation research and writing, and evidence of satisfactory progress on 
the dissertation to date.
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(2) Email support and evidence of satisfactory progress on the dissertation to 
date from the chair of the dissertation committee.

(3) Documentation of employment, if any.

Based on these documents, the associate dean for academic administration and 
the registrar will determine whether the student is eligible to register as full time 
or half time. The student’s registration will be confirmed once the information is 
received, reviewed, and approved. Documentation must be provided for fall and 
spring registration. Documentation is not required for those who register as less 
than half time.

6.2.6.4. Foreign National Ph.D. Students 
Every F-1 and J-1 visa student must be enrolled full time to maintain his or her visa 
status. 

Seminary regulations for duration of program as described above apply to all Ph.D. 
students. Due to U.S. government regulations, however, the duration of visas for 
foreign national students may in some cases be shorter than the time needed to 
complete the dissertation. Even if a student must depart from the U.S., disserta-
tion research and writing may continue provided the student remains in good 
academic standing. 

6.2.6.5. Nine-year Terminal Limit
Ph.D. candidacy will expire if the dissertation is not successfully defended within 
nine years of the date of matriculation. 

If a student completes the dissertation after the ninth year, however, he or she may 
petition to have the dissertation assessed by three PTS faculty members and, if 
deemed defensible, an external reader. If this committee deems it defensible, the 
student will be reinstated for one semester, charged the normal rate of tuition, the 
oral examination will be conducted, and if passed, the student may graduate with 
the degree.

6.2.7. Candidacy Termination Due to Failure to Pay Tuition
Failure to pay any charges, tuition, fees, housing, room, board, health insurance, 
and/or any miscellaneous fees (parking fines, ID replacement, etc.) for a semester 
will prohibit a student from registering for a subsequent semester. For example, if 
the charges applied to a fall semester are not paid prior to the opening registration 
for spring courses, the student will not be able to register until such time as the 
charges are paid in full.

6.2.8. Field Education Rules and Regulations
Field education requirements, rules, and regulations are available in the Field 
Education Handbook. Each entering student receives a copy of the current Field 
Education Handbook and the field education program of the student is regulated 
by the version printed for the student’s entering year. The Field Education 
Handbook is available online at: our.ptsem.edu/ics/Campus_Life/Field_Education_
Handbook.jnz
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6.3. Course Registration

6.3.1. Online Registration
All course registration (except when registering for theses, independent studies, 
and inter-institutional courses) is to be done online in accordance with procedures 
announced by the Registrar’s Office. 

6.3.2. Paper Registration
Registration for theses, independent studies, application for admission to Ph.D. 
seminars, and inter-institutional courses only is to be done using forms available 
from the Registrar’s Office and in accordance with procedures announced by that 
office. 

6.3.3. Timely Changes in Course Selection
A student may alter his or her selection of courses during the first ten academic 
days of the semester, except that a course may only be entered after the first 
meeting contingent upon the approval of the course instructor. Students may not 
drop courses after the semester drop/add period. See §6.8 Late Withdrawals.

6.3.4. Course Load
The normal load for any semester is 12 to 15 credits for M.Div., M.A., and M.A.(T.S.) 
students, and 12 credits for Th.M. students. No student in any degree program may 
enroll for more than 15 credits during any semester without the advance written 
approval of the associate dean for academic administration. Such approval will 
be given only when a compelling case is made. Although the maximum number 
of credits per year is 28, a student will be allowed to take 30 credits during one 
academic year. 

6.3.5. Seminar Registration for Non-Ph.D. Students 
M.Div. and Th.M. students are not permitted to register online for Ph.D. seminars, 
but must instead download and complete the “Application for Admission to Ph.D. 
Seminar” located on the registrar’s web page. The student is then to submit the 
completed form to the seminar instructor for consideration, which may include an 
informal interview with the instructor concerning the student’s qualifications for 
this advanced placement. It is the student’s responsibility to contact the instructor 
to arrange such a meeting. If permission is granted, the instructor will sign the 
form, which the student must then return to the registrar for final approval. Such 
permission is normally not given until all entering Ph.D. and Th.M. students have 
registered. The instructor’s decision whether or not to extend this opportunity to 
non-Ph.D. candidates is final. This same process applies to Ph.D. students from 
other institutions. 

6.3.6. Post-residence Ph.D. Students and Seminar Enrollment
A Ph.D. student enrolling in any seminar for credit while paying reduced tuition 
(year three and beyond) must obtain permission from his or her adviser and from 
the associate dean for academic administration in order to avoid an additional per 
credit tuition charge.
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6.3.7. Auditors
Auditors are those who have secured the permission of the instructor to attend the 
class lectures for a course in which they are not enrolled for credit. Auditors should 
not expect to participate in class discussion (e.g., ask questions) or attend precep-
torials, and may not take examinations or ask instructors to evaluate work of any 
kind. No record will be maintained of any classes attended on this basis. Courses 
begun on an audit basis may not subsequently be changed to credit status. Travel 
courses may not be taken on an audit basis.

6.3.7.1. Affiliated Auditors
Faculty spouses, student spouses, and persons invited by the president of the 
Seminary to be guests of the Seminary may audit classes by having the instructor 
sign an audit authorization form (secured from the Office of the Registrar) and 
returning the signed form to the registrar no later than 4:30 p.m. on the tenth class 
day of the semester. 

6.3.7.2. Non-affiliated Auditors
Other qualified persons may audit classes, provided they have secured the 
permission of the instructors involved, have completed a background check, have 
enrolled with the registrar, and have paid the required fee for each course audited. 
Applicants should correspond with the registrar before contacting the instructor. 
No outside auditors will be allowed to enroll after the tenth class day of the 
semester. 

6.3.7.3. Auditing by Ph.D. Students
Ph.D. students may audit courses without fee, with the approval of their residence 
committee chairs and of the instructor, during their two years of residence and 
during the third and fourth years of candidacy. Audited courses will be placed on 
transcripts if the student presents to the registrar a properly endorsed Report on 
Audited Course Form (available from that office) by the end of term-time for the 
course.

6.3.8. Special Courses
A “special course” is defined as any additional course to those contained in the 
course schedule for the semester in question. A special course can take two forms: 
an independent study or a thesis. 

6.3.8.1. Enrolling in Special Courses
In cases of demonstrated need, a qualified student may make application through 
an instructor for a special course within that instructor’s areas of specialization. 
Such a course may be given, at the option of the instructor (adjunct faculty may 
not offer special courses), and with the approval of the registrar, provided that 
coverage of the same material cannot be arranged as part of a regular course. All 
regulations that are applicable to regular courses, including dates for entrance, 
withdrawal, and termination, shall govern special courses as well. A special course 
may not be used to fulfill a departmental distribution requirement except with 
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the approval of the chair of that department. Special courses are not available to 
non-degree students.

6.3.8.2. One Special Course per Semester
A candidate for the M.Div., M.A., M.A.(T.S.), Th.M., or a dual degree ordinarily 
may not carry more than one special course during a given semester. An M.Div. 
candidate is limited to four special courses during his or her total program; an 
M.A. or M.A.(T.S.) candidate is limited to three special courses; an M.Div./M.A. 
dual-degree candidate may take a maximum of five special courses. For none of 
these degrees may a special course be used to fulfill a departmental distribution 
requirement except with the approval of the chair of that department. Special 
courses are not available to non-degree students.

6.3.8.3. Instructor Limit for Independent Studies
An instructor may not offer more than two independent studies during a semester 
without the approval of the dean of academic affairs.

6.3.8.4. Theses
Where a thesis is prepared in partial fulfillment of program requirements, it is 
customarily subject to the same regulations that govern regular courses. The 
student who undertakes the preparation of a thesis or project is responsible for 
including the tentative title, with an indication of the number of credits the thesis 
will earn, on the registration form for the semester(s) during which it will be in 
progress. There are two credit options for a thesis: a 3-credit option spread over a 
single semester and a 6-credit option spread over a two-semester period. To earn 
the privilege of writing a 3- or 6-credit senior thesis, the student must have a GPA 
of at least 3.3 at the end of the middler year. For specific guidelines related to the 
length and style of the thesis, refer to the guidelines of the academic department 
within which the thesis is being undertaken.

6.4. Transfer Credit (Advanced Standing)

6.4.1. Transfer Credit (Advanced Standing) for M.Div., M.A., or M.A.(T.S.)
A student who has taken part of the theological course in a program conducted by 
a school accredited by the Association of Theological Schools (ATS) in the United 
States and Canada, and who desires to be admitted with advanced standing, 
should indicate that fact at the time of application. Upon being informed of 
admission to Princeton Seminary, the student shall consult with the registrar of the 
Seminary regarding transfer credit that will be granted. 

A maximum of 26 credits will be received in transfer or as advanced placement 
even though the applicant may have completed more than a year’s work in 
another institution. Final decisions as to the amount of advanced placement to be 
received and its distribution in the Seminary’s curriculum will not be made until 
complete transcripts are available and normally just prior to registration for the 
candidate’s first semester at the Seminary. Work completed more than seven years 
before the contemplated date of transfer, or courses passed below the grade of 
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B, may not be accepted. Where a candidate is permitted to apply credits earned 
in another Seminary toward the M.Div. requirements, the equivalent of two full 
years of study (four full-time semesters and a total of 52 credits), including in all 
cases the final year, must be spent at Princeton Seminary. On occasion, a candidate 
for the M.A. degree may be permitted to apply university graduate work toward 
the program requirements, but these credits will subsequently be disallowed if 
he or she changes to the M.Div. program. For M.A. transfer students, advanced 
standing not to exceed 26 credits may be granted by the registrar on the basis of 
post-baccalaureate study in a recognized institution of higher education. For the 
M.A.(T.S.) degree program, transfer credit not to exceed 26 credits may be granted 
to International M.A.(T.S.) students by the registrar on the basis of post-baccalau-
reate study in a recognized institution of higher education. Transfer credits not to 
exceed 15 credits (in one semester) may be granted to domestic M.A.(T.S.) students 
by the registrar on the basis of graduate study at an ATS accredited theological 
school.

6.4.2. Allocation of Transfer Credit
Accepted transfer credit is allocated according to the following policies:

(1)  Courses are accepted in lieu of distribution requirements, without 
examination, where those courses appear from the official descriptions to 
be similar to those offered by the Seminary and where they are comparably 
weighted. A one-hour course will not be accepted to replace a four-hour 
course; an introduction to Catholic theology will not replace an introduc-
tion to Reformed theology; an introduction to homiletics that does not 
involve the preparation and delivery of sermons cannot replace a course 
that does.

(2)  If replacement transfer credit is denied by the registrar, the student 
may approach a member of the faculty designated by the department 
concerned, with syllabi and other evidence of comparability. The decision 
rendered by the departmental designee shall be final and may not be 
appealed.

(3) Transfer credit toward the M.Div. degree will not be given against all of the 
requirements of a given department. Ordinarily 9 of the required credits 
in each of the four departments must be done at the Seminary in order to 
qualify for a Princeton degree.

6.4.3. Transfer Credit Contract
The transfer of credit toward a Seminary degree is effected by signing a contract 
available from the registrar. If a transcript showing all work to be transferred is 
available before the student arrives on campus, the contract may be completed 
before online registration. Otherwise, the credit transfer contract will be completed 
during the orientation period, but no later than the end of the first semester. 
Questions concerning transfer credit should be raised at the time of application, 
but may not be raised after the completion of the first semester of study at the 
Seminary. (See §8.2.)
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6.4.4. Housing and Financial Aid for Transfer Students
Students received in transfer from other institutions are eligible for consideration 
for housing and financial aid, to an extent commensurate with the anticipated 
length of their candidacy. Relevant policies and guidelines may be found in §8.2.

6.4.5. Preclusions for Transfer Credit
The Seminary receives no transfer credit toward the Th.M. or Ph.D. degrees.

6.5. Conduct of Courses

6.5.1. Course Syllabi
The students in each course shall be provided with a syllabus that includes the 
instructor’s contact information, as well as that of a teaching assistant (T.A.) 
or teaching fellow where applicable, provision for instructor office hours, a 
statement of course objectives and requirements, an essential bibliography, 
and class procedures. Although the syllabus should not be understood as an 
inflexible contract with the members of the class, its terms must be honored to the 
greatest extent possible. Students who believe that a course is not proceeding as 
represented in the syllabus may express their concern to the departmental chair or 
to the dean of academic affairs.

6.5.1.1. Blackboard Posting of Syllabi and Course Materials
Professors post on Blackboard the syllabi for their courses and, through the library, 
arrange to make their reserve readings available online.

6.5.2. Course Attendance Requirements
It is normally expected that an enrolled student will attend a minimum of eighty 
percent of class periods. Failure to satisfy this minimum attendance requirement 
constitutes grounds for failure of the course. If more specific attendance require-
ments are outlined within a course syllabus, this constitutes the governing 
stipulation against this general requirement.

6.5.3. Recording Lectures
The Seminary does not allow the personal use of recording devices in connection 
with public or course lectures or classroom discussions unless, in the latter case, 
they are specifically recommended by the instructor. Where attendance at a 
lecture is impossible, arrangements should be made to secure notes from one of 
the persons present. In the case of protracted illness or physical disability, when 
verified by the dean of student life, the Department of Information Technology 
will consider a request to provide recording services. When such special work 
is authorized and performed, charges become the responsibility of the student. 
Students may not participate in the publication or sale of transcriptions of class 
lectures or other material provided by the instructor in connection with any 
Seminary course.
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6.5.4. Course Deadlines

6.5.4.1. Term-time Deadlines, or Internal Deadlines within a Course
The instructor in charge of a course is responsible for establishing and enforcing 
all deadlines within the term-time of a course, which is until the date established 
by the registrar for the final examination or the end-of-term. Should a family 
or medical emergency prohibit the instructor from fulfilling his or her course 
obligations, only the dean of academic affairs can exercise discretion in the post-
ponement of requirements internal to a course.

6.5.4.2. Postponement of Deadlines beyond End-of-Term
Students seeking end-of-term extensions make requests to the associate dean for 
academic administration. Only the associate dean for academic administration 
acting for the Academic Standing Committee may authorize the postponement 
of requirements to a point beyond the date of the scheduled final examination 
or the end-of-term (see §6.9.3). Where no such postponement is approved, a final 
evaluation will be made on the basis of the requirements actually fulfilled. In such 
a situation, no credit normally attaches to the unfinished work. 

6.5.5. Submission of Written Work
The following guidelines for the submission of written work will serve both to 
promote clarity and to enforce acceptable professional practice.

6.5.5.1. Formatting
All written work prepared outside the classroom shall be submitted in print form, 
unless the instructor makes an exception in advance to accommodate a special 
circumstance.

6.5.5.2. Use of Computers in Examinations
Students who wish to use their own computers for a course examination should 
consult with the instructor in advance.

6.5.5.3. Retaining a Copy of the Paper
The student shall retain a copy of all papers and other assignments that he or she 
submits in connection with courses, except in the case of examinations that are 
written in the classroom and submitted directly to the instructor. Although every 
effort is made to avoid the loss of these materials, such incidents do on occasion 
occur.

6.5.5.4. Papers Submitted for Publication
Ph.D. students are encouraged to have an appropriate faculty member review any 
manuscript submitted for publication. Such a review is required in the case of dis-
sertation-related material. Professional ethics require that when papers originating 
in seminars are published, the provenance and major critical and constructive con-
tributions of others be acknowledged.



6.5.6. Multiple Submission
Multiple submission of coursework is permitted when the student has secured the 
permission of all instructors involved in the relevant courses. In order to secure 
the instructors’ permission, the student must present compelling rationale, and 
demonstrate how the quantity of work will meet the requirements of two courses; 
e.g., if both courses require a ten-page paper, the student may be expected to 
submit the same twenty-page paper in both classes. The instructors involved 
must notify each other of their permission or denial of permission, and forward 
this to the associate dean for academic administration who will keep it on file. If a 
single extended work has been written for more than one course, that fact must 
be clearly indicated at the beginning of the work. Multiple submission can only 
occur for courses within the same semester. Failure to obtain the appropriate 
permissions for multiple submission constitutes a breach of academic integrity (see 
§7.1) and is subject to the range of disciplinary sanctions outlined in §7.3.

6.6. General Requirements for the Acknowledgment of Sources in 
Academic Work

6.6.1. Standard Forms of Reference
Unless otherwise stipulated within a syllabus, students are to employ the rules and 
style of citation contained within The Chicago Manual of Style (chicagomanualof-
style.org). Students in biblical studies should follow the abbreviations and citation 
methods for biblical books and primary sources given in The SBL Handbook of Style, 
or in the Student Supplement for The SBL Handbook of Style.

6.6.2. When to Cite 
Any quotation, however small, must be placed in quotation marks or clearly 
indented beyond the regular margin. Any quotation must be accompanied (either 
within the text or in a footnote) by a precise indication of the source—identifying 
the author, title, place and date of publication (where relevant), and page 
number(s). Any sentence or phrase that is not the original work of the student 
must be acknowledged. All the sources that have been consulted should be listed 
in a bibliography, unless specific guidelines (from the academic department or 
instructor) request that only works cited be so included. However, the mere listing 
of a source in a bibliography shall not be considered a “proper acknowledgment” 
for specific use of that source; a footnote or endnote must also appear after the 
information or quotation from that source. Neither shall the use of a footnote at 
the end of a sentence or paragraph in which only minor word changes have been 
made from the original source be considered “proper acknowledgment.” The 
extent of indebtedness to the author must be made clear.

6.6.3. Basic Citation Requirements 
Students are expected to study and comply with the following basic requirements. 
Questions about when and how to cite sources should be directed to the students’ 
course instructor. An important general rule is this: if you are unsure whether or 
not to acknowledge a source, always err on the side of caution and cite. Failure 
to follow the standard forms of reference constitutes plagiarism and is a violation 
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of academic integrity; it is subject to the severest forms of academic discipline 
available to the Seminary, including suspension and dismissal. For a definition of 
plagiarism with a range of possible penalties, see §7.1.1 and §7.4.

The following are representative examples for illustrative purposes only. For a full 
treatment see The Chicago Manual of Style. 

6.6.4. Book

6.6.4.1. Citing in a Footnote
Kenda Creasy Dean, Practicing Passion: Youth and the Quest for a Passionate Church 
(Grand Rapids, MI: Eerdmans, 2004), 234–56.

Bruce L. McCormack, Karl Barth’s Critically Realistic Dialectical Theology: Its Genesis 
and Development, 1909–1936 (Oxford: Oxford University Press, 1995), 154.

6.6.4.2. Citing in a Bibliography
Dean, Kenda Creasy. Practicing Passion: Youth and the Quest for a Passionate Church. 
Grand Rapids, MI: Eerdmans, 2004.

McCormack, Bruce L. Karl Barth’s Critically Realistic Dialectical Theology: Its Genesis 
and Development, 1909–1936. Oxford: Oxford University Press, 1995.

6.6.5. Edited Book
6.6.5.1. Citing in a Footnote

Darrell L. Guder, ed. et al., Missional Church: A Vision for the Sending of the Church in 
North America (Grand Rapids, MI: Eerdmans, 1998), 23.

Richard Robert Osmer and Friedrich Schweitzer, eds., Developing a Public Faith: New 
Directions in Practical Theology—Essays in Honor of James W. Fowler (St. Louis, MO: 
Chalice Press, 2003), 87–106.

6.6.5.2. Citing in a Bibliography
Guder, Darrell L., ed. et al., Missional Church: A Vision for the Sending of the Church in 
North America. Grand Rapids, MI: Eerdmans, 1998.

Osmer, Richard Robert, and Friedrich Schweitzer, eds. Developing a Public Faith: 
New Directions in Practical Theology—Essays in Honor of James W. Fowler. St. Louis, 
MO: Chalice Press, 2003.

6.6.6. Book Chapter

6.6.6.1. Citing in a Footnote
Yolanda Pierce, “Redeeming Bondage: Captivity Narratives and Spiritual 
Autobiographies in the Slave Narrative Tradition,” in The Cambridge Companion 
to the African American Slave Narrative, ed. Audrey Fisch (Cambridge: Cambridge 
University, 2007), 85.
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Richard F. Young, “Christian Spirituality in Africa, Asia, Latin America, and Oceania,” 
in The Blackwell Companion to Christian Spirituality, ed. Arthur Holder (Malden, MA: 
Blackwell Publishing, 2005), 169–70.

6.6.6.2. Citing in a Bibliography
Pierce, Yolanda. “Redeeming Bondage: Captivity Narratives and Spiritual 
Autobiographies in the Slave Narrative Tradition.” In The Cambridge Companion 
to the African American Slave Narrative, edited by Audrey Fisch, 83-98. Cambridge: 
Cambridge University, 2007.

Young, Richard F. “Christian Spirituality in Africa, Asia, Latin America, and Oceania.” 
In The Blackwell Companion to Christian Spirituality, edited by Arthur Holder, 
156–74. Malden, MA: Blackwell Publishing, 2005.

6.6.7. Journal Article

6.6.7.1. Citing in a Footnote
Paul E. Rorem, “The Company of Medieval Women Theologians,” Theology Today 
60 (2003): 91–2.

J. Ross Wagner, “From the Heavens to the Heart: The Dynamics of Psalm 19 as 
Prayer,” The Catholic Biblical Quarterly 61, no.2 (1999): 247.

6.6.7.2. Citing in a Bibliography
Rorem, Paul E. “The Company of Medieval Women Theologians.” Theology Today 
60 (2003): 82–93.

Wagner, J. Ross. “From the Heavens to the Heart: The Dynamics of Psalm 19 as 
Prayer.” The Catholic Biblical Quarterly 61, no.2 (1999): 245–61.

6.6.8. Electronic and Other Sources
The requirement to acknowledge sources is not limited to printed material such 
as books or journal articles. Information is now readily available through many 
newer media, including text and images on the Internet, CD-ROM, and email. 
Information or quotations from any of these sources must be properly cited. For a 
full treatment, see chapter 17 of The Chicago Manual of Style.

6.6.8.1. Citing an Online Reference Work in a Footnote
Encyclopaedia Britannica Online, s.v. “Sibelius, Jean,” http://search.eb.com/bol/
topic?eu69347&sctn1 (accessed January 3, 2008).

6.6.8.2. Citing a DVD in a Bibliography
Cleese, John, Terry Gilliam, Eric Idle, Terry Jones, and Michael Palin. 
“Commentaries.” Disc 2. Monty Python and the Holy Grail, special ed. DVD. 
Directed by Terry Gilliam and Terry Jones. Culver City, CA: Columbia Tristar Home 
Entertainment, 2001.
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6.7. Grading of Courses

6.7.1. Two Grading Systems
The Seminary provides two systems of grading for M.Div., M.A., and dual-degree 
candidates and two systems for Ph.D. candidates. There is no optional grading 
system for Th.M. students, except for courses that are only offered Pass/D/Fail. The 
choice of system ordinarily rests with the instructor. If the instructor elects to grade 
Ph.D. candidates by the simplified system, all Ph.D. candidates in the course or 
seminar must be graded by it. If the instructor chooses to give the students indi-
vidually the option of electing the system under which they will be evaluated, the 
privilege must be extended impartially to all students within courses and programs 
that permit this provision.

6.7.2. The Default Grading System 

6.7.2.1. The Default Grading System for M.Div., M.A., Th.M., 
and Dual-degree Candidates

The default grading system for master’s-level candidates is:

GRADE POINTS DEFINITION 

A+  4.00 

A  4.00 Excellent

A-  3.70 

B+  3.30 

B  3.00 Good

B-  2.70  

C+  2.30 

C  2.00 Satisfactory

C-  1.70 

D+  1.30 

D  1.00 Poor

D-  0.70 

F  0.00 Failure

6.7.2.2. The Default Grading System for Ph.D. Candidates
The default grading system for Ph.D. candidates is:

GRADE DEFINITION

HP  High Pass

P  Pass

LP  Low Pass

U  Unsatisfactory
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6.7.3. The Pass/D/Fail Optional Grading System 

6.7.3.1. The Pass/D/Fail Optional System for M.Div., M.A., 
and Dual-degree Candidates

The optional grading system for master’s-level candidates is:

GRADE POINTS  DEFINITION

P -  Passing

D+  1.30 Passing

D  1.00 Passing

D-  0.70 Passing

F  0.00 Failing

6.7.3.2. The Optional Grading System for Ph.D. Candidates
The optional grading system for Ph.D. candidates is:

GRADE DEFINITION

S  Satisfactory

U  Unsatisfactory

6.7.3.3. No Optional Grading System for Th.M. Candidates
Candidates for the Th.M. degree may not elect to be graded according to the 
optional grading system (Pass/D/Fail) where that is presented as a general option. 
Th.M. students may, however, include courses that the instructor chooses to grade 
solely on this optional basis and receive a Pass/D/Fail grade.

6.7.3.4. Prohibitions on the Optional Grading System
Students in courses NT2101, OT2101, TH2100, SC2101, and SC2102 may not elect 
the optional (Pass/D/Fail) system. Except for courses that may only be taken under 
the Pass/D/Fail grading system, such as Field Education and PR2100 Introduction 
to Preaching, students in 2000-level courses may not elect the optional (Pass/D/
Fail) system.

6.7.3.5. The D Grade
If a student receives a “D” grade in either system (P/D/F or traditional letter grade), 
that student will receive credit for the course taken, and that grade is factored 
into the student’s GPA. For advanced courses that have prerequisites, a grade of 
D- or higher in the prerequisite course shall be sufficient to satisfy the prerequisite 
requirement.

6.7.3.5.1. Limits on the Pass/D/Fail Optional Grading System
No more than one half of course credits in any given semester may use the 
optional (Pass/D/Fail) system. In the event a student registers for an uneven 
number of credits, the optional (Pass/D/Fail) system may be used for the next even 
number; that is, if registered for 13 credits, the student may take 7 credits Pass/D/
Fail.
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6.7.3.6. Requesting the Optional Grading System
Where master’s-level students are allowed to select the optional Pass/D/Fail 
system, those who exercise this choice must obtain from the registrar a Pass/D/
Fail request form, have it signed by the instructor, and return it to the registrar no 
later than 4:30 p.m. on the tenth class day of the semester, or the second class day 
of the January (optional) term. This does not prevent an instructor from using the 
grade of “Pass” in an individual case, where the nature of the presented material 
makes this exceptional course of action appropriate. Once elected by the student, 
a “Pass” may not be converted to a letter grade.

6.7.4. Inter-institutional Grades
Grades received from Princeton University, New Brunswick Theological Seminary, 
and Westminster Choir College of Rider University are recorded in the manner 
received from the registrar of the grading institution. All inter-institutional courses 
must normally be taken for a letter grade. The use of the optional grading system 
(Pass/D/Fail) is normally not permitted. All other matters concerning academic 
procedures for Seminary students enrolled in inter-institutional courses, however, 
follow the standards outlined in this Handbook.

6.7.5. Failure of Incomplete Work
If the requirements for a course are incomplete at the close of term-time, and no 
beyond-term-time extension has been approved covering the incomplete work, a 
final evaluation will be made on the basis of the requirements actually fulfilled. In 
such a situation, no credit normally attaches to the unfinished work. (See §6.9.8. on 
Late Submissions.)

6.7.6. Grade Postponement Due to an Extension
If the requirements for a course are incomplete at the close of term-time, and a 
beyond-term-time extension has been approved covering the incomplete work, a 
postponed (PP) will be entered on the transcript. No final evaluation is made until 
the expiration of the extension. In such a situation, if the postponed requirements 
are presented before the extension expires, they are graded without penalty.

6.7.7. Postponements (PP) and Satisfactory Academic Progress
Postponement (PP) is only a provisional notification for the purposes of approved 
extensions. Where a beyond-term-time extension has been approved, but the 
student fails to complete the course requirements by the extension deadline, no 
credit normally attaches to the unfinished work and the student is graded on the 
course work completed. There are no permanently incomplete (PI) courses except 
in exceptional circumstances, such as for approved leaves of absence.

6.7.8. Failing Grade Notification
Where an instructor enters a final failing grade for a student in any course 
(including a special course, thesis, or project), that instructor simultaneously 
submits to the registrar a written statement noting the reason for the failure. 
Promptly upon receipt of this statement, a copy is sent to the student.
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6.7.9. Questioning a Failing or Non-Failing Grade
If a student wishes to challenge a failing grade, he or she may do so within ten 
(10) calendar days of the date of the registrar’s email notification of the grade. 
If a student wishes to challenge a non-failing grade, he or she shall do so by the 
beginning of the reading week of the following semester. 

In either case, such a procedure shall be initiated by the student, in writing, to the 
dean of academic affairs as a grievance of “Academic Matters Regarding Faculty.” 
See §7.5.1. The student may question matters of procedure (i.e., the interpreta-
tion and implementation of the syllabus), but not the instructor’s judgment on the 
substance of the student’s performance.

6.7.10. GPA Computation
Semester and cumulative grade-point averages are obtained by multiplying the 
point value of each grade by the number of credits attached to the course, and 
dividing the sum of the products by the sum of the multipliers.

6.7.11. Grade Submission

6.7.11.1. Mid-semester Grades
The Seminary receives mid-semester grades only for students on academic alert or 
probation (see §7.3.1.).

6.7.11.2. Submission of Course Grades
Faculty members shall submit course grades online through the faculty portal, 
and not by email. Grades for the fall semester are due no later than the third 
Friday in January. Grades for the spring semester are due two weeks following 
the end of the spring semester. January (optional) term grades are due two weeks 
following the end of the term. Grades for doctoral candidates are due no later than 
four weeks after the end of the semester. Extensions of these deadlines may be 
authorized only by the dean of academic affairs.

6.7.11.3. Change of Course Grade
Except to rectify transcriptional errors in the recording office, no grade may be 
changed, for any reason, after it has been recorded by the registrar, without the 
approval of the academic dean. Only a member of the faculty may make such a 
request, and it must be accompanied by acceptable reasons. The latest time a 
grade can be changed for a graduating student is 4:30 p.m. on the day before 
Commencement. A request cannot be received or acted upon after this deadline.

6.7.12 Transcript Designations
(1) AT: Audit

(2) WIP: Work in progress

(3) NG: No grade 

(4) PI: Permanently incomplete
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(5)  PP: Completion of course requirement has been postponed with approval 
of the associate dean for academic administration

(6) W: Withdrawn

6.8. Late Withdrawals

6.8.1. Late Withdrawals during the Semester
For all master’s-level students, withdrawal from any semester course may be 
made after the ten-day drop/add period through the end of the twelfth week of 
the semester by written petition, with supporting reasons and appropriate docu-
mentation, to the associate dean for academic administration who will consult 
with the instructor of the course. Where approval is granted, the associate dean 
for academic administration shall so inform the instructor, the registrar, and the 
student, who will receive the grade of “W” (withdrawn) for the course. Students will 
not be able to withdraw from courses after the twelfth week of the semester. Ph.D. 
students follow a similar procedure.

6.8.2. Late Withdrawals during the January (optional) Term
For all master’s-level students, withdrawal from a January (optional) term course 
may be made after the two-day drop/add period through the end of the first week 
of the term by written petition, with supporting reasons and appropriate docu-
mentation for such an exception, to the associate dean for academic administra-
tion who will consult with the instructor of the course. Where approval is granted, 
the associate dean for academic administration will so inform the instructor, the 
registrar, and the student. The grade of “W” (withdrawn) shall be entered on the 
transcript. Students will not be able to withdraw from courses after the first week 
of the January (optional) term.

6.8.3 Late Withdrawals during the Summer Term
Any student who is considering withdrawal from the summer term must first 
consult with the instructor and, if receiving any financial aid, grants, or federal 
student loans, must also consult with the Financial Aid Office. The student must 
then make an appointment to see the registrar.

Students who withdraw from a language course at any point until the end of the 
third week of class, but not later than Friday of the third week, will receive a “W” 
(withdrew) on their transcript for 6 credits. Those who withdraw from the fourth 
week of class through the seventh week will receive a grade for 3 credits and a 
“W” (withdrew) for 3 credits. Only in exceptional circumstances will a student be 
permitted to withdraw during the eighth week of the course. Acceptable reasons 
for late withdrawals for any Seminary course include illness or other limiting 
condition; misunderstanding concerning class content or requirements; or 
fundamental change in program or vocational plans.
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6.8.4. Acceptable Reasons for Late Withdrawals
Petitions may be granted for reasons that fall within the following guidelines or for 
reasons of similar magnitude:

(1)  Illness or other limiting condition, rendering unwise the pursuit of a 
full-time program.

(2)  Misunderstanding concerning class content or requirements that could not 
reasonably be resolved during the ten-day drop/add period.

(3)  Fundamental changes in program or vocational plans such that a rear-
rangement of classes is desirable.

6.8.5. Possible Consequences of Late Withdrawals
Since students are not ordinarily allowed to enroll in a course after the ten-day 
add/drop period, late withdrawal from a course may leave the student with a 
reduced academic load. If a Seminary student has federal student loans, he or 
she must be enrolled at least half time in a degree program to remain eligible for 
deferment of his or her loan payment. Any student with a federal student loan 
who drops below half-time status may be immediately responsible for repaying 
this loan. Each student’s status is reported monthly by the Registrar’s Office to the 
National Student Clearinghouse.

6.9. Extensions and Late Submissions

6.9.1. Within-Term-Time Extensions
When illness or other emergency prevents a student from attending class for more 
than one day, the student shall inform the dean of student life, who will notify the 
student’s instructors by email. This email does not excuse student absence or work; 
it remains the student’s responsibility to complete basic course requirements to 
the satisfaction of the instructor. Instructors may elect to reschedule assignments 
during in-term time.

6.9.2. No Early Final Exams
Typically, there is no provision for scheduling final examinations earlier than the 
date set by the registrar. The instructor maintains the prerogative to grant an 
earlier final examination if a compelling reason is demonstrated. Such reasoning, 
however, does not include a scheduling clash with an event outside the Seminary.

6.9.3. Beyond-Term-Time Extensions
When unusual circumstances prevent a student from completing course require-
ments within-term-time, to avoid a failing grade, the student must submit a 
petition for an extension beyond-term-time. A petition with supporting reasons for 
the extension must be filed for every course in which work will not be completed. 
Petitions must be submitted to the associate dean for academic administration. 
The associate dean for academic administration may require the student to meet 
with the dean of student life prior to taking action on the petition. Petitions for 
beyond-term-time extensions should be entered as early as circumstances permit, 
but not later than twenty-four (24) hours prior to the end-of-term. (See §6.5.4.2.). 
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6.9.4. Acceptable Reasons for Beyond-Term-Time Extensions
Requests for beyond-term-time extensions for the presentation of required work 
may be granted for reasons that fall within the intent of the following example 
guidelines:

(1) A verified illness, accident, or other incapacitating condition that can be 
shown to affect the completion of requirements.

(2) A family crisis, requiring the student to divert attention from academic 

 pursuits for a prolonged period of time.

(3) The impossibility of travel on the date of the final examination, or some 
other unavoidable situation, which prejudices the timely completion of 
requirements.

(4) The expansion of a research topic beyond the bounds originally contem-
plated by the student and the instructor. This applies, however, only where 
clear efforts have been made during term-time to bring the topic within 
more workable limits.

(5) The introduction of class requirements so late in the semester that their 
timely completion would prejudice the quality of work submitted in other 
classes.

Requests for beyond-term-time extensions will not be granted to offset the effects 
of tardiness in undertaking required projects, of minor illness during term-time, 
of the pressure of outside work for which other and more appropriate alleviating 
steps were not taken, and of the ordinary inconveniences of life that a well-orga-
nized schedule should be able to absorb.

6.9.5. Deadlines for Approved Beyond-Term-Time Extensions
If a beyond-term-time extension for a paper or project is properly approved, the 
latest deadline that may be allowed is as follows: 1:30 p.m. on the weekday prior to 
the ensuing semester. Any make-up exam will normally be on the weekday prior to 
the following semester. Students must arrive at the Office of Academic Affairs, 124 
Administration Building, at 1:30 p.m. to take such an exam.

6.9.6. Submission of Work with an Approved Beyond-Term-Time Extension
Requirements postponed beyond term time for master’s students and Ph.D. 
students should be submitted to the associate dean for academic administration 
who will, if requested, provide a receipt for the material. The Seminary accepts 
no responsibility for work submitted in other ways. For each day the work is 
submitted beyond the approved extension, the work will receive a full letter grade 
penalty. No submissions will be accepted after the fourth day, and the student will 
receive a failing grade for this component of the work.



6.9.7. Failure to Submit Work with an Approved Beyond-Term-Time Extension
If a beyond-term-time extension has been approved, but the requirements remain 
incomplete beyond the time set by the extension, a final evaluation will be made 
on the basis of the requirements actually fulfilled. In such a situation, no credit 
normally attaches to the unfinished work. There are no permanently incomplete 
grades except in exceptional circumstances, such as for approved leaves of 
absence.

6.9.8. Late Submissions

6.9.8.1. Normal Submissions of a Final Paper or an Independent Study
Where a course requires a final paper in lieu of a final exam, the deadline for all 
such papers shall be at a date and time set by the registrar during examination 
week. All such coursework will be submitted via the Blackboard course drop box. 
ONLY in the case of independent studies or thesis may the paper be submitted 
directly to the professor. In either case, the work will be date stamped. 

6.9.8.2. Late Submissions of a Final Paper or an Independent Study
Every submission for which a petition for extension has not been approved, after 
the final day of the examination period, must be made to the associate dean for 
academic administration. Faculty may not receive late papers.

6.9.8.3. Academic Penalty for Late Submissions
For every day the work is submitted beyond the end-of-term deadline, or 
approved beyond-term-time extension, the work will receive a full letter grade 
academic penalty. No submissions will be accepted after the fourth day, and the 
student will receive a failing grade for this component of the work. Upon receipt 
of a late paper, the associate dean for academic administration will date stamp the 
work and record the student’s name. A cover sheet will then be attached informing 
the instructor of the late submission and the required academic penalty. The 
instructor will sign and return the cover sheet with his or her signature affirming 
the application of academic penalty.

6.9.9. Postponements to be Avoided
Adjunct faculty members and faculty members who begin a leave at the end of 
the semester pose special problems for arranging beyond-term-time extensions. 
Adjunct faculty are under no obligation to endorse postponement of any require-
ments beyond-term-time, regardless of the circumstances that might prompt such 
a request. Faculty who begin a leave are not expected to grade any requirements 
postponed beyond-term-time until after their return to campus responsibilities. 
The associate dean for academic administration should be consulted at the earliest 
possible time regarding requests for a beyond-term-time extension involving such 
an instructor. In some instances it may be necessary for the dean of academic 
affairs to designate another faculty member to evaluate work governed by an 
approved extension.
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6.10. Completion of Degree Requirements
Every degree candidate is responsible for ascertaining whether he or she has 
fulfilled all course requirements. The registrar maintains current records on all 
students. The Seminary is not responsible for calling attention to deficiencies in a 
student’s progress.

6.10.1. Application to Graduate
Every student who expects to receive a degree at the annual commencement 
exercises, either in person or in absentia, shall file with the registrar no later 
than December 15 an “Application to Receive a Seminary Degree.” Applications 
submitted after December 15 are assessed a late fee of $110. Failure to comply 
with this requirement may result in postponement of graduation until the 
following academic year.
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7.  Procedures and Regulations Governing 
Academic Performance and Conduct

Note: By faculty action, the Academic Standing Committee will replace the Student 
and Academic Affairs Committee. All issues previously handled by the Student 
and Academic Affairs Committee will fall under the jurisdiction of the Academic 
Standing Committee. The Academic Standing Committee will be an administrative 
committee comprised of the dean of student life, the associate dean for academic 
administration, and the registrar, all with voice and vote. When a formal hearing is 
convened for matters of academic integrity, a disinterested member of the faculty 
will be invited to join the Academic Standing Committee with voice and vote for 
the duration of the meeting.

7.1. Academic Integrity
Freedom of inquiry can flourish only in a community that recognizes that intel-
lectual integrity in one’s academic work lies at the heart of its mission. Observing 
basic honesty in one’s thinking and communication is a principle to which all 
members of the community must commit. A breach of academic integrity should 
be understood not only as a violation against the academic enterprise, but as a 
violation against community life as well, and is subject to the range of disciplinary 
sanctions outlined in §7.3. 

The Seminary incorporates by reference the examples of various departures from 
academic integrity contained in Princeton University’s Rights, Rules, Responsibilities, 
current edition, which may be found on that institution’s website at: princeton.
edu. The Seminary gratefully acknowledges permission granted by the University 
to make use of these materials. For examples of proper citation, see §6.6. With 
regard to any written work submitted to fulfill an official academic requirement, 
the following are considered infractions. 

7.1.1. Plagiarism 
Plagiarism is the use of any outside source in work submitted for evaluation 
and grading, without proper acknowledgment. “Outside source” means any 
work, published or unpublished, by any person other than the student. It is an 
extremely serious offense toward the scholarly community, one that can result in 
an academic sanction as defined in §7.3.1. Ordinarily, instances of plagiarism are 
discovered by the faculty member who has the authority to confront a student, 
assess the gravity of the instance, and determine the academic consequences 
within the course in question, up to and including the assignment of a failing 
grade. In addition, in the case of master’s-level students, the faculty member must 
report all instances of plagiarism to the associate dean for academic administration 
providing the documentation of the alleged plagiarism, and a description of the 
measures taken by the faculty member, including grade implications. In the case of 
Ph.D. students, the faculty member must report all instances of plagiarism to the 
associate dean for academic administration. 
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After evaluating the charge of plagiarism, the associate dean for academic admin-
istration or dean of academic affairs will refer the matter to the Academic Standing 
Committee for initial review. The associate dean for academic administration, 
acting on behalf of the Academic Standing Committee, will work directly with 
the faculty and the students, with an educational approach as the goal. If it is 
determined that more severe action is needed based on the plagiarism offense, 
the Academic Standing Committee will convene a formal hearing following §7.4 
“Procedures for Disciplinary Hearings.” A disinterested member of the faculty 
will be invited to join the Academic Standing Committee with voice and vote for 
the duration of the hearing. If the student disagrees with the action taken by the 
Academic Standing Committee, the student may appeal to the Faculty Panel on 
Student Review, following §7.6.2.

General requirements for the proper acknowledgment of sources of academic 
work are as follows. 

7.1.1.1. Unattributed Quotations
Each quotation, regardless of length, must be placed in quotation marks or clearly 
indented beyond the regular margin. Each quotation must be accompanied, either 
within the text or in a footnote, by a precise indication of the source. Any sentence 
or phrase that is not the original work of the student must be acknowledged. 

7.1.1.2. Unattributed Paraphrasing
Any material that is paraphrased or summarized must also be specifically noted 
in a footnote or in the text and the source acknowledged. A thorough rewording 
or rearrangement of an author’s text does not relieve one of this responsibility. 
Occasionally, a student maintains that he or she has read a source long before he 
or she wrote a paper and has unwittingly duplicated some of its phrases or ideas. 
This is not a valid excuse. The student is responsible for taking adequate notes so 
that debts of phrasing may be acknowledged.

7.1.1.3. Borrowed Ideas and Facts
Any ideas or facts that are borrowed should be specifically acknowledged in a 
footnote or in the text, even if the idea or fact has been further elaborated by the 
student. Occasionally, a student in preparing an essay has consulted an essay or 
body of notes on a similar subject by another student. If the student has done 
so, he or she must state the fact and indicate clearly the nature and extent of his 
or her obligation. The name and class of the author of an essay or notes that are 
consulted should be given, and the student should be prepared to show the work 
consulted to the instructor, if requested to do so. Some ideas, facts, formulas, and 
other kinds of information that are widely known and considered to be in the 
“public domain” of common knowledge do not always require citation. The criteria 
for common knowledge vary among disciplines; students in doubt should consult 
a faculty member.
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7.1.2. Unauthorized Multiple Submission
Under certain conditions, the student may be permitted to rewrite an earlier work 
or to satisfy two academic requirements by producing a single piece of work more 
extensive than that which would satisfy either requirement on its own. Failure 
to follow the procedure outlined in §6.5.6 and to gain prior permission from the 
instructors constitutes a breach of academic integrity.

7.1.3. False Citation
False citation is deliberately attributing materials to an improper source, or citing a 
source from which the material was not, in fact, derived.

7.1.4. False Submission
False submission is claiming as one’s own work done by someone else, with or 
without that person’s knowledge.

7.1.5. Student’s Defense
The only adequate defense for a student accused of an academic integrity 
violation is that the work in question does not, in fact, constitute a violation. 
Neither the defense that the student was ignorant of the regulations concerning 
academic violations nor the defense that the student was under pressure at the 
time the violation was committed is considered an adequate defense.

7.1.6. Seriousness of the Offense
Academic infractions are always considered a serious matter, but will be 
considered especially serious if:

(1) The student has submitted a paper prepared by another person or agency.

(2)  The student has on record a previous conviction for another serious 
violation.

(3)  The infraction includes the theft of another student’s work—even if the 
paper or assignment is returned after use, or consulted without being 
removed from the other student’s room or from a public or private room or 
from an electronic online location such as a website where work has been 
placed.

7.1.7 Penalties
Breaches of these rules involving academic integrity shall be handled according 
to the procedures in §7.4 by the Academic Standing Committee for master’s-level 
students, and by the appropriate committee for doctoral students. In determining 
the seriousness of the offense, the committee will consider whether the student 
ought reasonably to have understood that his or her actions were in violation 
of the Seminary’s rules and/or regulations. If the committee concludes that this 
threshold has been met, the committee may impose a range of disciplinary 
sanctions as outlined in §7.3, up to and including dismissal. 



7.2. Standards of Academic Progress

7.2.1. Master’s-level Standards of Academic Progress
The following Standards of Satisfactory Academic Progress govern the work of 
all master’s-level candidates during their Seminary program, and condition their 
eligibility to continue in the program and to receive Seminary and Title IV financial 
aid.

7.2.1.1. Minimum Period for Determining Satisfactory Academic Progress
The minimum period for determining satisfactory academic progress for a 
master’s-level student is the first full semester in which courses credited toward 
a candidate’s degree were completed. After one full semester, if the student 
has met any of the criteria outlined in §7.2.1.5. below, he or she will automati-
cally be placed on academic alert as defined in §7.3.1.1., and will be required to 
meet with the associate dean for academic administration. If after a full academic 
year a determination is made that the student has failed to maintain satisfactory 
academic progress, the student will receive an official notification to that effect. 
Consequences for failing to maintain academic progress include withdrawal of 
Seminary financial aid. 

7.2.1.2. Repeating Courses
Courses may not be repeated except in cases of a D grade or failure, or where 
authorized by the Seminary’s Catalogue by virtue of a change in subject matter. 
(See §6.7.3.5. The D Grade.) Where a course is repeated because of failure, the 
failed course remains on the transcript together with the repetition. Courses 
for which the designation “postponed” (PP) has been entered (see §3.7.12. for 
“Transcript Designations”) will be counted toward satisfactory progress only if the 
work is completed within the period of a beyond-term-time extension granted by 
the associate dean for academic administration. 

7.2.1.3. Work Toward Program Completion
Non-credit and remedial work, together with courses from which the student 
formally withdraws, do not count toward work completed. 

7.2.1.4. Leave of Absence and the Maximum Period for Program Completion
An approved leave of absence of up to one academic year will not count in any of 
the maximum time frames stated below. Any additional leave of absence beyond 
one academic year, however, may be included in the maximum time frame at the 
discretion of the Academic Standing Committee upon recommendation of the 
dean of student life. Such additional leave could, therefore, jeopardize a student’s 
ability to complete the degree.

7.2.1.5. Basis for Academic Oversight for Master’s-level Students
Reasonable efforts are made to monitor the academic progress of students so that 
issues may be addressed in a timely manner. Examples of typical situations that 
might invoke this oversight and provide occasion for disciplinary action (see §7.3. 
for the range of possible sanctions) include:
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(1) Failure of one or more courses during each of two semesters in succession.

(2)  Failure of the majority of courses for which a student is enrolled during a 
single semester.

(3)  Sporadic failures, or an indisposition to pursue the prescribed academic 
program, leading to the likelihood that completion of the degree require-
ments within the normal residence period will be impossible. 

(4)  Sustained failure in field education assignments, indicating that the student 
may be ill-fitted for the exercise of professional leadership in the church.

(5)  Failure to maintain a minimum cumulative grade point average of 2.00 (or 
2.70 for Th.M. candidates) for all work completed in the program.

7.2.1.6. Procedure of Unsatisfactory Performance
If a master’s-level student’s academic performance is judged unsatisfactory, 
the associate dean for academic administration shall notify the student and, if 
appropriate, counsel voluntary withdrawal. If the student does not withdraw, 
the associate dean for academic administration may recommend action to 
the Academic Standing Committee. The committee will then determine the 
appropriate course of action pursuant to the procedures set forth in §7.4.2.

7.2.2. M.Div. Standards for Satisfactory Academic Progress

7.2.2.1. Maximum Period for Satisfactory Completion of M.Div. Requirements
An M.Div. candidate must complete all degree requirements in five academic 
years. A full-time student shall complete at least 20 credits each academic year; a 
part-time student, at least 13 credits. An approved internship will not be included 
in the five-year time frame.

7.2.2.2. Minimum Credit Requirements During a Five-year Period
Whether enrolled full time or part time, the student shall have completed work 
according to the following schedule in order to be considered as making satisfac-
tory progress: initial year, 13 credits; second year, 26 credits; third year, 39 credits; 
fourth year, 52 credits; fifth year, all requirements for the degree.

7.2.2.3. Minimum GPA
At the conclusion of each semester, the student must have maintained a minimum 
grade point average of 2.00 for all work completed in the program. To qualify to 
graduate, the student must attain a cumulative average of 2.00 or better.

7.2.3. M.A. Standards for Satisfactory Academic Progress

7.2.3.1. Maximum Period for Satisfactory Completion of M.A. Requirements
An M.A. or M.A.(T.S.) candidate must complete all degree requirements in six 
academic years. A full-time student shall complete at least 20 credits each 
academic year; a part-time student, at least 6 credits. An approved internship will 
not be included in the six-year time frame.
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7.2.3.2. Minimum Credit Requirements During a Six-year Period
Whether enrolled full time or part time, the student shall have completed work 
according to the following schedule in order to be considered as making satisfac-
tory progress: initial year, 6 credits; second year, 12 credits; third year, 20 credits; 
fourth year, 30 credits; fifth year, 40 credits; sixth year, all requirements for the 
degree.

7.2.3.3. Minimum GPA
At the conclusion of each semester, the student shall have maintained a minimum 
grade point average of 2.00 for all work completed in the program. To qualify to 
graduate the student must have an average of 2.00 or better.

7.2.4. M.Div./M.A. Dual-degree Standards for Satisfactory Academic Progress

7.2.4.1. Maximum Period for Satisfactory Completion of Dual-degree Requirements
The maximum time frame in which a dual-degree candidate must complete all 
degree requirements is seven academic years. A full-time student shall complete 
at least 20 credits each academic year; a part-time student, at least 13 credits. An 
approved internship will not be included in the seven-year time frame.

7.2.4.2. Minimum Credit Requirements During a Seven-year Period
Whether enrolled full time or part time, the student shall have completed work 
according to the following schedule in order to be considered as making satisfac-
tory progress: initial year, 13 credits; second year, 26 credits; third year, 39 credits; 
fourth year, 52 credits; fifth year, 65 credits; sixth year, 78 credits; and seventh year, 
all requirements for the degree.

7.2.4.3. Minimum GPA
At the conclusion of each semester the student must have maintained a minimum 
grade point average of 2.00 for all work completed in the program. To qualify to 
graduate the student must have a cumulative average of 2.00 or better.

7.2.5. Th.M. Standards for Satisfactory Academic Progress

7.2.5.1. Maximum Period for Satisfactory Completion of Th.M. Requirements
The maximum time frame in which a Th.M. candidate must complete all degree 
requirements is four academic years. A full-time student shall complete at least 18 
credits each academic year; a part-time student at least 6 credits.

7.2.5.2. Minimum GPA
At the conclusion of each semester, the student shall have maintained a minimum 
grade point average of 2.70 for all work completed in the program. To qualify to 
graduate, the student must attain a cumulative average of 2.70 or better.
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7.2.7. Ph.D. Standards of Academic Progress
The following Standards of Satisfactory Academic Progress govern the work of 
Ph.D. candidates and condition their eligibility to continue in the program and to 
receive Princeton Theological Seminary financial assistance, housing, and Title IV 
financial aid.

7.2.7.1. Basis for Academic Oversight for Ph.D. Students
Reasonable efforts are made to monitor the academic progress of students so that 
issues may be addressed in a timely manner. Examples of typical situations that 
might invoke this oversight and provide occasion for disciplinary action include:

(1) Failure to fulfill the published language requirements in a timely fashion.

(2) Inability to complete satisfactorily the required coursework.

(3) Failure to pass the comprehensive examinations as a whole.

(4)  Failure to submit a satisfactory dissertation proposal by the end of the third 
year.

(5)  Failure to complete the dissertation and satisfactorily defend it in oral 
examination within the stipulated time period.

7.2.7.2. Assessment of Academic Performance
If a Ph.D. student’s academic performance in the program is judged by the 
student’s residence or dissertation committee to be of such quality as to make it 
unlikely or impossible for the student to complete the program, the committee 
shall consult with the department and the associate dean for academic administra-
tion . If the department concurs with the judgment of the student’s committee, the 
committee shall counsel the student to withdraw from the program. If the student 
does not agree to withdraw, the department shall recommend to the Ph.D. Studies 
Committee that the student be dismissed from the program, and shall notify the 
student of this action in writing.

7.3. Disciplinary Sanctions 

7.3.1. Academic Sanctions
The academic sanctions in use by the Seminary are as follows:

7.3.1.1. Academic Alert
If a student’s academic performance requires academic oversight as discussed 
for each degree above, that student will be placed on academic alert. Academic 
alert is a formal warning and an opportunity for academic counseling, but does 
not become part of an individual’s permanent record. A student’s placement on 
academic alert may, however, be taken into account in judging the seriousness of 
any future academic deficiency.
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7.3.1.2. Academic Probation
If a student’s academic performance in the Seminary is adjudged by the 
appropriate committee for his or her degree to require academic oversight as 
discussed for each degree above, but that committee believes suspension or 
dismissal to be unwarranted, the committee may place the student on academic 
probation for such duration as it deems appropriate. Academic probation serves 
both as a warning to the student and as an occasion for the committee, through 
the associate dean for academic administration for master’s-level students, or the 
appropriate program director for doctoral students, to provide special guidance 
concerning the student’s studies and performance.

(1)  Academic probation may be imposed or removed only by the appropriate 
committee, of which written notice must be given to the student by the 
program director. No formal hearing shall be required prior to placing a 
student on academic probation.

(2)  A student on academic probation must plan his or her program in consulta-
tion with the appropriate program director for his or her degree, who may, 
in his or her discretion after consultation with the student, prescribe the 
components of that program either in whole or in part.

(3)  If at any point during a period of academic probation the appropriate 
committee for the degree determines an absence of satisfactory academic 
improvement on the part of the student, said committee may proceed 
directly to the student’s suspension or dismissal.

7.3.1.3. Suspension
Suspension is a temporary interruption of a student’s enrollment in the Seminary. 
It may be for a fixed or an indefinite period. If suspension is imposed for a fixed 
period, the student shall have an automatic right to resume study at the expiration 
of the suspension. If suspension is imposed for an indefinite period, the student 
must petition the appropriate committee for the degree to resume study and 
present evidence acceptable to the committee that the reasons for the suspension 
have been effectively treated. If the student under indefinite suspension fails to 
present, within a reasonable period, evidence of making a serious effort to deal 
with the bases for the suspension, the committee that imposed the sanction may 
proceed to his or her dismissal.

7.3.1.4. Dismissal
Dismissal is the termination of a student’s enrollment at the Seminary. Where 
dismissal is ordered, the student’s return to the Seminary may be effected only 
by filing a new application for admission. In the event of such reapplication, the 
Seminary has the right to consider the student’s previous tenure at the Seminary 
in making its application decision, including without limitation, the basis of the 
student’s previous dismissal.
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7.3.1.5. Failure to Comply with Sanctions
Should a student fail to comply with the conditions of his or her academic 
sanction, a written notification of non-compliance will be issued by the dean of 
academic affairs. Upon such notification, should the student fail to correct the non-
compliance, the dean may proceed to the suspension or dismissal of the student 
on the grounds of non-cooperation, without implying a judgment on the matter or 
matters for which the original disciplinary sanctions were applied. 

7.3.2. Non-academic Sanctions
For violations of Seminary-wide rules of conduct detailed in §5.1., 5.2., 5.3., and 5.4., 
students may be subject to several kinds of penalties:

7.3.2.1. Warning
A formal admonition that does not become part of an individual’s permanent 
record, but that may be taken into account in judging the seriousness of any future 
violation of the Seminary’s rules of conduct.

7.3.2.2. Disciplinary Probation
A more serious admonition assigned for a definite period. Probation implies that 
any future violation of the Seminary’s rules of conduct, of whatever kind, during 
that period of probation may be grounds for suspension or dismissal.

7.3.2.3. Suspension for a Definite Period
Involuntary removal from the Seminary for a specified period of time.

7.3.2.4. Indefinite Suspension
Involuntary removal from the Seminary until certain stipulated conditions have 
been fulfilled. These conditions may include, but are not limited to, restitution for 
damages or issuance of a formal apology.

7.3.2.5. Dismissal
Dismissal is the termination of the student’s enrollment at the Seminary. Where 
dismissal is ordered, the student’s return to the Seminary may be effected only 
by filing a new application for admission. In the event of such reapplication, the 
Seminary has the right to consider the student’s previous tenure at the Seminary 
in making its application decision, including without limitation, the basis of the 
student’s previous dismissal.

7.3.2.6. Failure to Comply with Sanctions
Should a student fail to comply with the conditions of his or her disciplinary 
sanction, a written notification of non-compliance will be issued by the dean of 
student life. Upon such notification, should the student fail to correct the non-
compliance, the dean may proceed to the suspension or dismissal of the student 
on the grounds of non-cooperation, without implying a judgment on the matter or 
matters for which the original disciplinary sanctions were applied. 
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7.4. Procedures for Disciplinary Hearings

7.4.1. Bases for Disciplinary Action
Bases for disciplinary action include, but are not limited to, omission or misrep-
resentation of admission information, lack of satisfactory academic progress, 
compromise of the principles of academic integrity, serious breach of the rules 
and regulations properly established for the health and well-being of the Seminary 
community, behavior that seriously threatens the health or safety of the student 
or others or which unreasonably interferes with the right of others to enjoy the 
residential and/or academic environment in which they live, study, and work, and 
persistence in a manner of life incompatible with the church’s standards for its pro-
fessional leadership (whether on or off campus).

7.4.2. Procedures for Disciplinary Action
Except for those situations arising out of §7.4.3., the following procedures apply 
where suspension or dismissal from the Seminary is contemplated.

7.4.2.1. Notification
Before a student’s record is presented to the committee relative to the degree 
program (the Academic Standing Committee for master’s-level students or the 
relevant studies committee for doctoral students) with a view to considering dis-
ciplinary action, the student shall be notified in writing of the time and place of 
the meeting and offered the opportunity to be heard. The notice shall contain a 
statement of the grounds upon which suspension or dismissal may be undertaken 
and shall be given to the student in person, on the telephone by the chair or 
secretary of the committee, or by mail using the most recent address on file with 
the registrar. Notice may also be delivered by other suitable means where a receipt 
of delivery can be provided. Notice shall be given at least ten (10) calendar days 
before the date of the committee’s scheduled meeting unless the student agrees 
to a shorter notification time.

7.4.2.2. Cooperation
A student concerning whom disciplinary matters are under review is expected 
to cooperate in the inquiry, including by example but not limitation, answering 
pertinent questions and supplying or authorizing relevant material when so 
requested. Where this cooperation is denied, the committee may proceed to 
impose what in its judgment is an appropriate sanction, up to and including 
suspension or dismissal, on the grounds of non-cooperation, without the necessity 
of rendering a decision on the matter or matters under investigation.

7.4.2.3. Right of Hearing before the Committee
Upon receipt of the notice of hearing, the student shall indicate to the chair or 
secretary of the committee whether he or she wishes to appear at the hearing. 
The student shall provide notice of his or her intent to appear no later than five (5) 
calendar days prior to the date of the hearing. If the student fails to provide notice 
of his or her intent to appear within this timeframe, the student forfeits his or her 
right to appear at the hearing.
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7.4.2.4. Rescheduling the Meeting
If the student wishes to appear before the committee but is unable to do so at the 
time scheduled, he or she may suggest two or three alternative dates and times, 
proximate to the original, when his or her presence could be assured. In this cir-
cumstance, the committee may, if good cause is shown, reschedule the hearing.

7.4.2.5. Rights of the Student
At the hearing, the student shall have opportunity to speak in his or her own 
defense, to confront those who are presenting the charges and associated 
evidence, to present witnesses and evidence on his or her own behalf, and to 
be accompanied by an advisor of his or her choice, selected from among the 
Seminary community. The advisor at the hearing may confer with the student but 
will not be permitted to address the committee or others unless invited to do so by 
the committee.

7.4.2.6. Communication of the Committee’s Decision
When in the judgment of the committee the parties have been equitably heard, 
the committee shall undertake deliberation and shall formulate an appropriate 
decision indicating the reasons upon which its conclusions and decision are 
founded. This decision, with supporting reasons, shall be communicated in writing 
to the parties concerned. The decision may be appealed by any of the parties 
involved in accordance with the appellate procedures detailed in §7.6.

7.4.3. Dismissal or Suspension by the Dean of Student Life
The dean of student life may, in his or her sole discretion, unilaterally suspend or 
dismiss a student without following the procedures in §7.4.2. in matters which, in 
his or her judgment, call for removing the offending student from campus. The 
student so removed retains his or her right to appeal the decision of the dean of 
student life pursuant to §7.6. only after the student has departed the campus. 

7.5. Grievance Procedures

7.5.1. Academic Matters Regarding Faculty 

7.5.1.1. Initiation of a Student Grievance on an Academic Matter
If a student is aggrieved by the decision or action of an instructor in an academic 
matter, not concerning a grade (§6.7.9.), the student should first confer with the 
instructor with the intent of resolving that matter. The student may elect to be 
accompanied by an advisor from the Seminary community. If the matter is not 
resolved, the student may present the matter to the dean of academic affairs with 
a written description of the grievance and the efforts to resolve it. Such a written 
grievance must be initiated before the end of the academic year in which the 
incident occurred. 



7.5.1.2. Resolution of a Student Grievance on an Academic Matter
After receiving a written grievance in an academic matter, the dean of academic 
affairs will investigate the matter promptly. Such investigation may include con-
sultation with the faculty member, an external assessor in the academic discipline, 
and the dean of student life. Where a question of faculty policy is involved, the 
dean of academic affairs may consult with the Masters’ Studies Committee or 
Ph.D. Studies Committee. The resolution imposed by the dean shall not infringe 
upon the instructor’s prerogative to render the controlling judgment on the 
substance of the student’s performance. The dean shall then determine whether 
the grievance is sustained, and what measures shall be taken if it is sustained. The 
dean will inform the student and faculty member of the decision.

7.5.2. Non-academic Matters Regarding Faculty
A student who has a grievance against a faculty member in non-academic matters 
shall follow the procedure outlined in §7.5.1., regarding academic matters, except 
that: see Appendix B for complaints of sexual harassment; see Appendix D for 
complaints involving discrimination on the basis of sex, race, color, national or 
ethnic origin, or disability; see Appendix E for the Seminary’s Policy Regarding 
Romantic Relationships between Faculty and Students.

7.5.3. Matters Involving Students or Student Organizations
The first step in student complaints against other students or student organiza-
tions should be a full and frank discussion with the person or persons involved. If 
no satisfactory resolution of the complaint is achieved, the grieving student may 
consult with the director of student relations and senior placement regarding 
his or her complaint. The director will then act, via a mediating course of action, 
to both hear the issues as they relate to all parties, and issue a recommenda-
tion to resolve said issues. This process requires the engaged participation of all 
concerned parties, with the reasonable expectation that the parties will abide 
by the director’s recommendations. With regard to complaints brought to the 
director for resolution, the dean of student life may choose to join the director 
in attempting to mediate and resolve the grievance matter at issue if the dean 
believes the issues involved are exceptionally urgent or may cause pervasive, 
damaging impact to the students involved and/or to other members of the 
Seminary community. 

If, after the process set forth above is completed, one or both parties disagree with, 
or fail to act in accordance with, the director’s recommendations, the grievance 
may be appealed in writing by either party to the dean of student life. Such written 
grievances must be initiated before the end of the academic year in which the 
incident occurred. The dean will then promptly review the case and render a 
decision on an appropriate course of action. In the event, however, that the dean 
participated in crafting the recommendation that is being appealed, the appealing 
party may proceed directly with an appeal to the Faculty Panel on Student Review 
according to the process noted below. 
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If either of the parties involved disagrees with the dean’s decision (or in the event 
that the dean participated in the mediation process and preparation of the recom-
mendation that resulted therefrom), that party may appeal the decision to Faculty 
Panel on Student Review, which will follow the procedures outlined in §7.6. Any 
such appeal must be commenced with the Faculty Panel on Student Review within 
ten (10) days of the date that the dean’s decision is rendered. 

For complaints pertaining to discrimination on the basis of sex, race, color, national 
or ethnic origin, or disability, see Appendix D. The Seminary’s Sexual Harassment 
Policy is attached as Appendix B.

7.5.3a. Matters Involving Harassment of or by Students 
or Student Organizations 

Princeton Theological Seminary is committed to providing students with an 
environment where they may pursue their studies without being subjected to 
harassment based on race, color, disability, and national or ethnic origin. Respect 
for the rights, privileges, and sensibilities of others are also essential in preserving 
an even-handed place of study at the Seminary. The Seminary thus regards acts of 
harassment as serious offenses and therefore as unacceptable behavior. 

Harassment can take many forms, occur in a variety of circumstances, and may 
be directed at an individual or group of individuals. While the Seminary attaches 
great value to freedom of expression and vigorous debate, it also attaches great 
importance to mutual respect, and it deplores charged expressions directed 
against any individual or group. Accordingly, actions which demean, intimidate, 
threaten, or injure another because of his or her personal characteristics or 
beliefs are all potentially harassing, and as such are subject to potential disciplin-
ary sanctions. It is vitally important to remember that it is not the intention of 
the harasser, but rather the conduct itself as well as the impact of the conduct 
on a reasonable recipient, that determines whether a particular act constitutes 
harassment. As such, it is critical to bear in mind that what is acceptable to some 
may be offensive to others. 

The first step in student complaints against other students or student organiza-
tions involving a charge of harassment should be a full and frank discussion with 
the person or persons involved. If no satisfactory resolution of the complaint is 
achieved, the grieving student may consult with the director of multicultural 
relations regarding his or her complaint. The director will then act, via a mediating 
course of action, to both hear the issues as they relate to all parties, and issue a 
recommendation to resolve said issues. This process requires the engaged partici-
pation of all concerned parties, with the reasonable expectation that the parties 
will abide by the director’s recommendations. With regard to complaints brought 
to the director for resolution, the dean of student life may choose to join the 
director in attempting to mediate and resolve the grievance matter at issue if the 
dean believes the issues involved are exceptionally urgent or may cause pervasive, 
damaging impact to the students involved and/or to other members of the 
Seminary community. 
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If, after the process set forth above is completed, one or both parties disagree with, 
or fail to act in accordance with, the director’s recommendations, the grievance 
may be appealed in writing by either party to the dean of student life. Such 
written grievance must be initiated before the end of the academic year in which 
the incident occurred. The dean will then promptly review the case and render a 
decision on an appropriate course of action. In the event, however, that the dean 
participated in crafting the recommendation that is being appealed, the appealing 
party may proceed directly with an appeal to the Faculty Panel on Student Review 
according to the process noted below. 

If either of the parties involved disagrees with the dean’s decision (or in the event 
that the dean participated in the mediation process and preparation of the recom-
mendation that resulted therefrom), that party may appeal the decision to the 
Faculty Panel on Student Review, which will treat the matter as an appeal and 
follow the procedures outlined in § 7.6. Any such appeal must be commenced 
with the Faculty Panel on Student Review within ten (10) days of the date that the 
dean’s decision is rendered.

7.5.4. Matters Regarding Staff or Administration
If the student’s complaint is with a member of the staff or administration, and 
the student is not able to resolve the complaint through discussion with the 
offending party, the matter may be brought to the dean of student life with a 
written grievance describing the problem and the efforts to resolve it. Such written 
grievance must be initiated before the end of the academic year in which the 
incident occurred. The dean shall investigate such appeals promptly and shall 
render a decision on an appropriate course of action. For complaints pertaining 
to discrimination on the basis of sex, race, color, national or ethnic origin or 
disability, see Appendix D. The Seminary’s Sexual Harassment Policy is attached 
as Appendix B.

7.6. Appeal Procedures

7.6.1. Initial Appeal of Grievance Decisions and Decisions Imposing 
Disciplinary Action

Decisions on grievance matters and decisions regarding non-academic matters 
rendered by the dean of academic affairs or the dean of student life (see §§ 7.4.1., 
7.4.3., and 7.5.) shall first be appealed to the Faculty Panel on Student Review for 
master’s-level students or to the relevant studies committee for doctoral students. 

7.6.1.1. Notification
Written notice of appeal shall be given to the secretary of the appropriate 
committee [or panel]. The notice, which must be submitted at least ten (10) days 
prior to the next scheduled meeting of the committee [or panel], shall contain a 
description of the precipitating event and a rationale for the appeal. Once filed, the 
secretary shall supply these papers to the dean in question, and to the responding 
party, both of whom will have five (5) days to file a reply with the committee [or 
panel]. All transmissions shall be made through the secretary of the committee [or 
panel].
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7.6.1.2. Rights of the Student
At the appellate hearing, the student shall have opportunity to speak in his or her 
own defense, to confront those who are presenting the charges and associated 
evidence, to present witnesses and evidence on his or her own behalf, and to 
be accompanied by an advisor of his or her choice, selected from among the 
Seminary community. The advisor at the hearing may confer with the student but 
will not be permitted to address the committee [or panel] or others unless invited 
to do so by the committee [or panel].

7.6.1.3. Communication of the Committee’s [or Panel’s] Decision
When in the judgment of the committee [or panel] the parties have been equitably 
heard, the committee [or panel] shall undertake deliberation and shall formulate 
an appropriate decision indicating the reasons upon which its conclusions and 
decision are founded. This decision, with supporting reasons, shall be communi-
cated in writing to the parties concerned. The decision may be appealed by any of 
the parties involved in accordance with the procedures detailed in §7.6.2.

7.6.2. Appeal to the Faculty
Appeal may be made to the Faculty Panel on Student Review regarding decisions 
made by the Academic Standing Committee, academic dean, dean of student life, 
or the Ph.D. Studies Committee. Written notice of appeal shall be filed with the 
secretary of the faculty within ten (10) calendar days of the announcement of the 
original decision.

7.6.2.1. Basis of Appeal to the Faculty
The Faculty Panel on Student Review does not re-open determinations of fact, but 
reviews whether decisions under appeal are based upon those facts and upon 
applicable institutional policies, and hears explanations of special circumstances 
that might be taken into account with respect to penalties imposed.

7.6.2.2. Documentation for the Appeal
The secretary of the faculty shall set a date for the appealing party to file any 
papers or other documents setting forth the basis for the appeal, the relief sought, 
and other information believed to be relevant to the case. Once filed, the secretary 
shall supply these papers to the responding party. The responding party will 
have an equal time for filing a reply with the panel. The parties shall have five (5) 
calendar days for such submissions, although the time may be enlarged upon 
application to the secretary of the faculty for good cause shown. Further reply 
exchanges shall be permitted only upon consent of the panel. All transmissions 
shall be made through the secretary of the faculty.

7.6.2.3. Responding Party to the Appeal
The responding party shall be the person or body with whose decision the 
appealing party first took issue. If the matter was subsequently reviewed by one 
of the committees identified in §7.6.1., that committee ordinarily is not considered 
a co-respondent unless its decision added conditions or requirements that the 
appeal also brings into question.
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7.6.2.4. Procedure for the Appeal
The appeal documents shall be presented to the Faculty Panel on Student Review, 
which may set a hearing on the case or decide the matter on the written record 
alone. Where a hearing is held, the appellant may appear in person or appoint 
another member of the Seminary community to appear on his or her behalf.

7.6.2.5. Decision of the Appeal
The written decision of the Faculty Panel on Student Review shall be promptly 
communicated to the parties, over the signature of the secretary of the faculty.

7.6.3. Appeal to the President
Subject to the authority of the Board of Trustees, final appeal in all cases covered 
by these regulations shall be to the president of the Seminary. Written notice of 
such an appeal should be delivered to the president, with a copy to the secretary 
of the faculty, within ten (10) calendar days of the decision rendered by the 
Faculty Panel on Student Review. An appeal to the president shall be regarded as 
an opportunity to explain extenuating circumstances, but not as an occasion for 
rehearing questions of fact or for reassessing guilt or innocence.

7.6.4. Settlement before Presentation 
Before a matter is presented to the Faculty Panel on Student Review or to the 
president by the secretary of the faculty, the parties may agree to settlement and 
so notify the secretary of the faculty. The terms of settlement shall be delivered to 
the secretary of the faculty, and the appeal will be withdrawn.

7.7. Withdrawing from the Seminary 

7.7.1. Procedure for Withdrawing from the Seminary
Whenever a student wishes to withdraw from the Seminary, he or she must 
communicate this intention in writing to the dean of student life. In addition, a 
Ph.D. candidate who wishes to withdraw should communicate this intention in 
writing to the dean of student life and associate dean for academic administration. 

7.7.2. Recording “W” (Withdrawn) on Transcript
If withdrawal is affected in the above manner, any courses for which the student 
is enrolled will be retained on the record and will be marked “W.” If a student 
withdraws without following the above procedure, his or her then-current 
coursework shall be graded on the basis of the requirements fulfilled by the end-
of-term-time, taking into account requirements not fulfilled.

7.7.3. Re-Enrollment after Withdrawal
If a student withdraws from the Seminary and subsequently desires to re-enroll, 
that student must submit a new application for admission and be considered with 
other applicants for the next entering class.
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7.8. Leaves of Absence

7.8.1. Procedures for Requesting a Leave of Absence
When a master’s-level student desires a leave of absence, such a leave may be 
granted by the dean of student life. A Ph.D. candidate requesting a leave should 
notify the associate dean for academic administration in writing, with supporting 
documentation, for action by the Ph.D. Studies Committee. If approved by the 
committee, the leave application is then processed through the dean of student 
life. Leaves are not granted for longer than one year except in unusual circum-
stances, where a one-year extension may be allowed. (See §7.2.1.4.).

7.8.2. Recommended Leave of Absence
Where a determination is made by the dean of student life that pastoral, medical, 
or other external pressures have an undue and prejudicial influence over a 
student’s academic performance, a recommendation may be made in writing that 
the student take a voluntary leave of absence. Should the student decline this 
recommendation, the issues precipitating that recommendation cannot be taken 
into account in any future requests for beyond-term-time extensions or similar 
remedial activity. 

7.8.3. Involuntary Leave of Absence 
Any member of the Seminary community who becomes directly aware of a 
situation where a student is exhibiting behavior that appears to have a significant 
negative impact on the student’s—or on others’—health, safety, or rights as a 
member of the Seminary community may report such behavior to the dean of 
student life. Upon receiving such a report, the dean shall then contact the student 
to discuss the reported behavior. If, after talking with the student and considering 
other information, the dean believes that the behavior represents a significant risk 
of substantial harm to the health or safety of the student or others, or unreason-
ably interferes with the rights of the student or others to enjoy and benefit from 
the residential and academic environment in which they live, work, and study, the 
dean, in appropriate circumstances to be determined at the sole discretion of the 
dean, may place the student on an involuntary leave of absence and/or take other 
appropriate action. Should the student disagree with any decision made by the 
dean under this section, the student, while serving any leave imposed hereunder, 
may appeal the decision to the Faculty Panel on Student Review for master’s-level 
students or the appropriate committee for doctoral students, which shall follow 
the procedures outlined in §7.6.1. above.

7.8.4. Recording “W” (Withdrawn) on Transcript
If a leave of absence takes effect during term-time, the courses for which the 
student has been enrolled will be marked “W.”

7.8.5. Entitlements During Leave of Absence
A person to whom a leave of absence is granted is not regarded as a student 
while he or she is on leave and is not entitled to Seminary services (e.g., email and 
computer network account).



7.8.6. Return from Leave of Absence
When a student absent on either an approved or involuntary leave desires to 
return to the Seminary, that student must give prior written indication of intention 
to the dean of student life. Any prescribed conditions for the return from a leave of 
absence must be fulfilled to the satisfaction of the dean of student life. Any student 
on a leave of absence who has not submitted a written indication of intention to 
return prior to the expiration of that leave, or who has failed to satisfy the dean of 
student life that the prescribed conditions have been met, will be subject to formal 
dismissal from the Seminary, at the discretion of the dean.

7.9. Emergency Actions
The president of the Seminary, or the president’s deputy, may take emergency 
action to either suspend or dismiss a student from the Seminary or impose a lesser 
sanction, when in his or her judgment the welfare of the Seminary, or the safety of 
persons or property, may be in jeopardy.
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8. Financing and Financial Aid

8.1. Financial Aid

8.1.1. Financial Aid from the Seminary
The purpose of the Seminary’s financial aid program is to assist students in 
the educational preparation for ministry. The Seminary does this by providing 
fellowships, need-based grants, work opportunities, and loans to eligible full-time 
students through the following programs:

(1)  Merit-based Awards: Presbyterian Leadership Award; Seminary Fellowship; 
Presidential Scholarship Award; Doctoral Fellowship; Merit Tuition 
Scholarship; Green Fellowship; Trustee Fellowship

(2)  Need-based Aid: Princeton Theological Seminary Grant; Thomas W. 
Gillespie Grant; Ph.D. Studies Grant; Princeton Presbyterian Loan Program

8.1.2. Title IV Federal Financial Aid
An eligible PTS degree candidate may also apply for assistance through the 
following Title IV Federal financial aid programs:

Federal Direct/Stafford Loan

Federal Perkins Loan

Federal Work-study

8.1.3. Emergency Loans
A student may apply for a loan up to $500, to be paid from existing financial aid, if 
money is needed for an emergency such as a medical/dental emergency or travel 
due to illness or death in the family. No loans will be approved to pay Seminary 
charges or payment of a third party.

8.1.4. Further Information
All of the financial aid programs and forms listed above are detailed on Princeton 
Theological Seminary’s website and in the Seminary’s Financial Aid Handbook. 
Copies of this and other helpful publications can be downloaded from the 
Financial Aid pages on the Seminary’s website or requested from the Office of 
Admissions and Financial Aid. Contact the office at 1.800.622.6767, ext. 7805, or by 
email at fin-aid@ptsem.edu for more information.

8.1.5. Financial Aid and Satisfactory Academic Progress
In order to remain eligible to receive Seminary and/or federal financial aid, the 
student must maintain satisfactory academic progress. The federal government 
supplies certain guidelines for both measuring and monitoring satisfactory 
academic progress. Please pay close attention to the following:

(1)  The period for which the Seminary checks a student’s academic progress is 
the end of each semester, see §7.2.1.1.
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(2)  The number of credits required per semester and per year required to 
graduate within the maximum allowable timeframe for your program.

(3)  The minimum GPA required at the end of each academic year and for 
graduation within your program.

(4)  The bases for academic oversight within a program of study: master’s-level 
students, see §7.2.1.5.; Ph.D. students, see §7.2.7.1.

(5)  The effect of incomplete courses and withdrawals upon satisfactory 
academic progress, see §6.7.7. for incomplete courses, and §6.8.4. for 
withdrawals.

8.1.6. Financial Aid and Housing Requirement
A single master’s degree candidate who receives a grant, scholarship, or fellowship 
from the Seminary is required to live in Seminary accommodations, if available, 
unless excused. Consult the director of admissions and financial aid for further 
information on eligibility for an exclusion from this policy. 

8.2. Policy on Housing and Financial Aid for Transfer Students
In the interest of equitably dividing a limited amount of financial aid resources 
among all eligible M.Div. candidates, the following procedures have been devised 
for the financial assistance and housing programs.

(1)  Students who transfer into the M.Div. program with middler status, i.e. 
20 to 26 credits, are eligible for four semesters of financial aid and four 
semesters of Seminary housing.

(2)  Students who transfer into the M.Div. program with advanced standing of 
13 to 19 credits are eligible for five semesters of Seminary housing and are 
eligible for four semesters of financial aid and for a fifth semester upon a 
pro-rated basis, as indicated in number 4 below. 

(3)  A student who enters the M.Div. program with advanced standing of fewer 
than 13 credits is eligible for Seminary housing as stipulated in number 
1 above. Such a student will be eligible for financial assistance for five 
semesters and for the sixth semester upon a pro-rated basis. The basis shall 
be determined by subtracting the number of credits received for advanced 
standing from 13, the normal credit load for a semester. For example, if 
the student is granted 7 credits of advanced standing, the final semester’s 
tuition figure on the expenses side of the financial aid form will be listed 
as 6/13ths of what would be full tuition for a semester. A student who is 
granted 10 credits advanced standing and falls within the parameters of 
paragraph 3 above, would thus be eligible for 3/13ths or twenty-three 
percent of his or her fifth semester’s financial need statement. 
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(4)  While an academic load of 12 credits is considered full time for purposes 
of assessing tuition charges, remaining in Seminary housing, and receiving 
financial aid, a student who takes such a reduced schedule in any semester 
for whatever reason (including but not limited to health, family circum-
stances, failure of courses) must understand that it is possible thereby to 
exhaust his or her eligibility for financial aid and Seminary housing prior 
to the completion of all the requirements for the M.Div. degree. This is 
the student’s responsibility, and the Seminary assumes no obligation to 
provide further financial aid or Seminary housing to a student who has 
received the full amounts for which he or she is eligible according to the 
above stipulations.

8.3. Financial Policies Concerning Student Accounts
The charges to student accounts each semester typically include tuition, fees 
(including, but not limited to, the comprehensive, basic, and health insurance fees), 
room/rent, and board. Certain other charges, such as library fines, are normally 
collected by offices other than the Bursar’s Office; however, the Seminary reserves 
the right to add these types of charges directly to student accounts if they become 
delinquent.

8.3.1. Unpaid Student Accounts with Third Parties
The Seminary-negotiated special arrangements with entities such as Firestone 
Library, Aramark, Akademos, and the Hildebrandt Learning Center depend upon 
responsible attention to bills incurred by Seminary students. Therefore, in order to 
assure the continued cooperation of such entities, the Seminary will settle unpaid 
student accounts with such entities within sixty days and will apply such charges 
to the student’s Seminary account. 

8.3.2. Tuition Installment Plan (TIP)
Students who wish to pay their tuition and other charges on an installment basis 
throughout the year may take advantage of this plan made available through 
HigherOne TuitionPay. HigherOne provides an easy-to-follow website explaining 
what it does and how to apply. The HigherOne Monthly Payment Plan is the 
only installment plan option available to Seminary students. Before entering 
the HigherOne website, refer to the Financial Aid Handbook, Section 4: Student 
Expense Budgets, to see sample budgets for single students living in a dorm, single 
students living in a Seminary apartment, and single students with dependents, as 
well as an example for married students. The applicable budget will provide the 
financial data necessary to complete the HigherOne application. With this plan, 
students may pay tuition, room, board, fees, or Seminary rent in nine monthly 
installments, starting July 15, for a modest fee of $60 for each enrollment period 
(academic year). The tuition installment plan is offered for the fall and spring 
terms only. 
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8.3.3. Tuition Charges Due Date
For those persons not enrolled in the HigherOne TuitionPay Plan, charges for 
tuition and fees are due and payable on or before the first class-day of each 
semester with the exception of the January term. Payment for all January term 
charges is due and payable on or before Friday, October 30.

8.3.4. Travel Course Charges Due Date
Airfare and other costs estimated for a travel course will be billed to student 
accounts immediately following registration.

Payment for travel course expenses for the January term is due and payable on or 
before Friday, October 30. Failure to make payment will result in a withdrawal from 
the course. 

Payment for travel course expenses during the spring semester is due and payable 
on or before the first class-day of the semester (January 26, 2016). If a credit 
balance is shown on a student’s account as a result of a spring term loan(s) and/
or scholarship assistance the monies will automatically be transferred toward 
travel course expenses by the Bursar’s Office. Failure to bring spring term student 
and travel course account balances up-to-date by January 26, 2016 will result in a 
withdrawal from the course.

8.3.5. Housing Charges Due Date
Rental for any Seminary housing is payable per semester together with tuition and 
fees.

8.3.6. Lease Extension and Housing Charges Due Date 
The lease extension and housing charges are billed to student accounts during the 
month of June and are payable no later than June 30. 

8.3.7. Graduation Charges Due Date
The graduation fee is billed and payable during the spring semester together with 
tuition and fees. 

8.4. Forms of Payment
All payments must be in U.S. dollars. The Seminary accepts cash, checks, and 
money orders as well as VISA, MasterCard, Discover, and American Express credit 
cards. A credit card payment will not be accepted on a student account to the 
extent that it would create a credit balance in the account after considering all 
other forms of payment/student aid for the semester. Foreign checks or money 
orders must have a United States bank affiliation clearly printed on the check and/
or money order.
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8.4.1. Where to Pay
Payments made in the form of checks or money orders may be made by mail or 
in person to the cashier in the Bursar’s Office in the Administration Building. Cash 
payments may only be made to the cashier in the Bursar’s Office. Payments made 
by VISA, MasterCard, Discover, or American Express credit cards may be made 
online via the Seminary website, or in person at the Bursar’s Office. 

8.4.2. Returned Checks
A handling charge of $25 will be assessed for any check returned by a bank. 
Should any subsequent check be returned by a bank, an additional $25 fee will 
be imposed and subsequent payments will only be accepted in the form of cash, 
cashier’s check, or credit card. 

8.5. Outstanding Balances

8.5.1. Holds on Registration
Any student with an outstanding balance on his or her account will not be allowed 
to register until the account is paid. Additionally, if a student registers and then 
incurs other charges before the classes for which he or she has registered begin, 
these charges must be paid in full by no later than three weeks prior to the start 
of the applicable semester or summer session. Failure to pay the balance in full by 
this deadline will result in the removal of a student’s registration by the registrar 
and may result in a student not being able to take a particular course in that 
semester/session. Examples of “other charges” that might be incurred following 
registration include, but are not limited to: housing charges due to a change of 
housing status; parking tickets; student counseling fees; additional insurance 
charges, e.g. resulting from the birth of a child or the addition of a spouse; and 
summer housing, which may not yet have been charged to the student’s account 
at the time of fall registration.

8.5.2. Holds on Degrees and Transcripts
No diploma will be released or transcripts delivered unless the student has met all 
his or her financial obligations to the Seminary. 

8.5.3 Commencement Exercises
A student who has not met all his or her financial obligations to the Seminary is 
not eligible to process at Commencement.

8.5.4. Dismissal
Further remedial consequences for failure to meet financial obligations include a 
potential dismissal from the Seminary; see §7.3.1.4.

8.5.5. Interest on Outstanding Balances
Any charge not paid within 30 days of the first class day will accrue finance charges 
at the rate of 1.5% per month, totaling 18% per year. The Seminary does not 
charge finance charges on finance charges.
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8.6. Paying Out Credit Balances
Title IV funds that cause an overpayment condition on a student account are paid 
out in accordance with federal regulations. Credit balances caused by a scholarship 
or outside funding are paid out twice during each of the fall and spring semesters, 
the Wednesday after add/drop and the first week in December in the fall and the 
Wednesday after add/drop and the first week of April in the spring.

8.7. Refund of Fees
No portion of any fee is refundable.

8.7.1. Refunds and Approved Withdrawals
Adjustments will be calculated for student charges for tuition, room and board, or 
other Seminary housing under the following conditions: 

(1)  A full-time student who withdraws from the Seminary while a semester is 
in progress, having secured the approval of the dean of students and vice 
president for student relations and having notified the registrar; 

(2)  A full-time student who reduces his or her academic load sufficiently to 
become a part-time student (i.e. less than 12 credits);

(3)  A part-time student who reduces his or her academic load after the first day 
of class.

8.7.2. Tuition during the Fall and Spring Semesters
Tuition charges will be adjusted as detailed below only after the approval of the 
dean of students and vice president for student relations and required notification 
of the registrar:

(1)  During the first ten days of class for the fall and spring semesters, the drop/
add period, a charge of 20% of the original tuition billed for all discontin-
ued classes will be assessed.

(2)  During the next ten days of class, there will be a charge of 50% of the 
original tuition billed for all discontinued classes. 

(3)  Thereafter, there will be no reduction in the original tuition billed for all dis-
continued classes.

8.7.3. Tuition during the January (optional) Term
During the first two days of the January (optional) term, with the approval of 
the instructor and the registrar, students will be able to drop a course and add a 
course of equal credits. Under no circumstances will students be allowed to obtain 
a refund of any tuition pertaining to a January term course registration. 
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8.7.4. Tuition during Summer Language Program
Tuition charges will be adjusted as detailed below only after the approval of the 
dean of students and vice president for student relations and required notification 
of the registrar:

(1)  During the first five days of class of the summer language program, 
a charge of 20% of the original tuition billed for the program will be 
assessed.

(2)  During the next five days of class, a charge of 50% of the original tuition 
billed for the program will be assessed.

(3) Thereafter, there will be no reduction in any tuition billed for the program.

8.7.5. Refunds without an Approved Withdrawal
If a student withdraws without the approval of the dean of students and vice 
president for student relations, he or she is responsible for full tuition for a 
semester or a term. If a student who withdraws from the Seminary is a Title IV aid 
recipient, all provisions for refunds under federal aid regulations will apply.

8.8. Housing Refunds

8.8.1. Housing Refunds during the Academic Year
If a student withdraws from the Seminary and consequently moves from his or her 
Seminary accommodations, room and board will be adjusted on an as-used basis 
from the beginning of the fall semester until November 15 and from the beginning 
of the spring semester until March 15. No refunds will be made for departures and/
or notices thereof after these dates. In the case of an apartment, the proration is 
computed on a weekly basis and because some months have four weeks and some 
months have five weeks, the proration is scheduled accordingly. The proration 
schedule is available for viewing in both the Housing Office and the Bursar’s Office.

8.8.2. Housing Refunds during the Summer Session
Provided a student withdraws from a summer course within the first two weeks of 
the term, and provided proper notices have been given to the dean of students 
and vice president for student relations and the registrar, a summer language 
student living in one of the campus residence halls will have his or her room and 
board charges prorated based on the period of occupancy.
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9. Campus Facilities

9.1. A Synopsis of Campus Buildings
Used primarily for non-residential purposes except where otherwise noted, the 
following campus facilities are unlocked daily Monday through Friday sometime 
between the hours of 5:00 a.m.–7:00 a.m. and secured sometime between the 
hours of 5:30 p.m.–6:00 p.m.

9.1.1. Adams House
The Adams House contains offices of the Hispanic Theological Initiative, meeting 
spaces, and guest rooms.

9.1.2. Administration Building
The Administration Building houses various administrative offices, including the 
President’s Office, Academic Affairs, Advancement, the Business Office, and the 
Bursar’s Office.

9.1.3. Carriage House
Faculty and staff offices are located in the Carriage House.

9.1.3. Charlotte Newcombe Center
The “CN” Center includes a daycare facility.

9.1.4. Erdman Center
The Erdman Center houses Continuing Education offices and is also a lodging 
and meeting facility, with fifty-four rooms and several meeting venues featuring 
leading-edge technology. These facilities are available for use/hire on a first-come, 
first-served basis through the Seminary’s conference coordinator. 

9.1.5. Hodge Hall
Primarily serving as a residence hall, Hodge Hall also contains offices for faculty 
and staff providing faculty support, as well as copy and supply services.

9.1.6. Lenox House
The Lenox House contains faculty offices and seminar rooms for classroom use.

9.1.7. Princeton Theological Seminary Library
The Princeton Theological Seminary Library currently houses over 1,200,000 
books, periodicals, microforms, manuscripts and other items including electronic 
databases, ebooks and ejournals. Research tables, leisure seating, and carrels 
provide individual study space in the facility, with an atrium, community assembly 
room, seminar rooms, and small meeting rooms available for classes, small groups, 
collaborative work, and public events. Other conveniences include a café; copy, 
print, and scan services; a multimedia lab; service desks providing library and 
technology support; and Christian education assistance for church curriculum 
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needs through the Reigner Reading Room Collection. Additional information, 
including library hours, is available on the library website: ptsem.edu/library.

Additional library resources are available through the Princeton University Library, 
which is open to Seminary students and their spouses and faculty who present 
a valid Seminary identification card and obtain a Princeton University Library 
photo ID.

9.1.8. Mackay Campus Center
The Mackay Campus Center, which accommodates dining facilities, an auditorium, 
the mailroom, lounges and several offices for faculty members and student orga-
nizations, is open daily from 6:00 a.m. until approximately midnight. The dining 
facilities are more fully described elsewhere. Reservations for particular spaces are 
made through the online master calendar.

9.1.9. Miller Chapel
Miller Chapel is open daily from 5:00 a.m. until midnight. Members of the Seminary 
community are encouraged to use the chapel for personal reflection and prayer. 
Regular services of worship are held Monday through Friday at 11:30 a.m. during 
the fall and spring semesters. The sacrament of the Lord’s Supper is celebrated 
each Friday. Other special services and events are scheduled throughout the year. 
Groups that wish to reserve the chapel are asked to complete a reservation request 
form through the online master calendar. The chapel is available for weddings 
when the bride or groom, or a parent of either, is a student, graduate, trustee, or 
employee of the Seminary. A more complete statement on the use of Miller Chapel 
and the Seminary’s musical instruments may be found in Appendix G.

9.1.10. Parking Structure
The parking structure, located between Templeton Hall and the Corporation Yard, 
provides long-term parking for students in Alexander, Brown, and Hodge halls, 
daily parking for commuters and residents of the CRW campus and short-term 
parking for employees. Entrance to the facility is gained only through card access.

9.1.11. Scheide Hall
Scheide Hall houses the offices of the minister of the chapel, the director of music, 
the director of student counseling, and other Chapel Office staff. There are two 
music practice rooms in the basement of Scheide Hall that may be reserved by 
students. The Gambrell Room, located on the second floor, serves as the choral 
practice room. It may also be used for acoustic recitals, small worship services, 
seminars, and receptions. Requests to reserve the Gambrell Room are made 
through the online master calendar. 
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9.1.12. Stuart Hall
Stuart Hall, the principal classroom building, is open from 6:00 a.m. until 6:00 p.m., 
Monday through Friday, and at other times by arrangement through the Office 
of Housing and Auxiliary Services. A commuter lounge that includes lockers is 
located in the lower level of the building. Commuter students can secure the use 
of a locker through the Office of Housing and Auxiliary Services. The computer 
laboratory in the basement, accessible through the basement side door, ordinarily 
is available at all hours via card access. 

9.1.13. Templeton Hall
Along with offices for several academic and administrative areas, Templeton Hall 
contains three specialized classrooms and a large educational technology facility. 
The building is open Monday through Friday from 7:00 a.m. until 6:00 p.m.

9.1.14. Tennent Hall
Tennent Hall is devoted largely to the education and formation offices and 
classrooms. The upper floors contain student apartments. The building is open 
Monday through Friday from 6:30 a.m. until 5:30 p.m. Entrance to the facility is 
gained only through card access.

9.1.15. Whiteley Gymnasium
Tennent Hall is devoted largely to the education and formation offices and 
classrooms. The upper floors contain student apartments. The building is open 
Monday through Friday from 6:30 a.m. until 5:30 p.m. Entrance to the facility is 
gained only through card access. 

9.2. A Synopsis of Campus Residential Facilities

9.2.1. Residence Halls

9.2.1.1. Alexander Hall: residence hall accommodating 78 students.

9.2.1.2. Brown Hall: residence hall accommodating 79 students.

9.2.1.3. Hodge Hall: residence hall accommodating 60 students (see also §9.1.5.).

9.2.2. Apartments

9.2.2.1. Charlotte Rachel Wilson “CRW” Campus Apartments

9.2.2.2. Roberts Hall

9.2.2.3. Tennent Hall (see also §9.1.14.)

9.2.2.4. Witherspoon Apartments

e 59 f



9.2.3. Access to Residential Buildings
All exterior doors of the residential buildings are locked at all times and have card 
access. Students who reside in a specific building have 24/7 access, while non-
resident students have access from 8:00 a.m. to10:00 p.m.

9.2.4. Residence Hall, Apartment, and Pet Rules and Regulations
For rules and regulations regarding residence halls, apartments, and pets, please 
refer to the policy statement available from the Office of Housing and Auxiliary 
Services.

9.2.5. Student Lockouts
From time to time Seminary housing occupants may be locked out of their 
residence. When this occurs security is available to grant access only to the listed 
resident of that apartment/room or to other residents of that unit (see Appendix 
I: Campus Security Policy, section I.2.2.; ID cards can be obtained from the Office 
of Housing and Auxiliary Services). Students will be granted free access for two 
lockouts each academic year, after which a fee will be charged for each additional 
request. The initial charge will be $5 and it will increase in $5 increments for each 
additional request up to a maximum of $25. After three chargeable lockouts the 
matter will be referred to the dean of student life and vice president for student 
relations for further action. Charges will be added to a student’s account with the 
Bursar’s Office. Lockouts relating to mechanical failures will not be considered in 
assessing charges. 

9.3. Smoking
The Seminary has formulated a policy for a smoke-free campus, which prohibits 
smoking in all Seminary buildings and vehicles. Individuals who wish to smoke 
must be at least twenty-five feet away from any building entrance. To reduce the 
risk of fire, all cigarette butts must be disposed of in appropriate receptacles.

Questions and concerns about the policy should be directed to the senior vice 
president and chief operating officer.

9.4. Food in Classrooms
The creation of a positive teaching and learning environment for members of the 
Seminary community is of the utmost importance to the institution. In observance 
of classroom etiquette, out of respect for members of the facilities services staff, 
and out of concern for individuals with food allergies, the Seminary prohibits food 
in all of its classrooms and spaces used for the purpose of instruction. Beverages 
with lids, however, are permitted.

9.5. Notices and Pictures
Notices may be posted only on bulletin boards provided for that purpose or in 
table displays in the dining hall. All such notices must bear the name and contact 
information of the person who is posting them. While responsibility for the content 
and presentation of a posting resides with the person whose name appears on it, 
a copy of each posting must be presented to the Office of Student Life. Please do 
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not post signs on doors or walls or nail them to trees. Notices may be displayed in 
the dining hall using the table displays only—no more than one week before the 
event. Any postings made in violation of this policy will be subject to removal.

9.6. Tents
No tent shall be used on campus without the advance, written approval of the 
director of facilities and construction and the director of housing and auxiliary 
services. Requests must be made via the online master calendar and must include 
the name of the event. This provision is for the protection of the Seminary 
community, as there are a number of locations on campus (especially the 
quadrangle) where underground utilities pose a significant safety threat should 
stakes be driven into the ground. Any tent leased from a company must be profes-
sionally installed according to a schedule approved in advance by the Seminary, 
and the leasing company must provide evidence of satisfactory insurance to the 
Seminary’s Business Office, at least one week prior to installation.

9.7. Commercially Provided Amusement Equipment
No commercially provided amusement equipment shall be used on campus 
without the advance, written approval of the director of facilities and construc-
tion and the director of housing and auxiliary services. Requests must be made 
via the online master calendar and must include the name of the event. Any such 
equipment leased from a company must be professionally installed according to 
a schedule approved in advance by the Seminary. At least one week prior to the 
event, the leasing company must provide evidence of satisfactory insurance to the 
Seminary’s Business Office. Event participants (or their parents/guardians) may be 
required to sign a release form to participate in the activity. 

9.8. Community Use of Seminary Resources
Use of the academic facilities by the public is not permitted except in the 
transaction of the Seminary’s business or by permission of the registrar. These 
academic facilities include, but are not limited to: faculty offices, research facilities, 
computer labs, conference rooms, and classrooms (except where classrooms are 
used for public lectures or conferences, as described below).

Princeton Seminary seeks to respond to community needs and the needs of 
its religious constituencies by sharing its resources and facilities when possible 
and appropriate. However, it must protect the Seminary’s central educational 
mission and must conserve its resources, both physical and financial. Accordingly, 
Seminary functions have priority over community events in scheduling the use of 
facilities.

The following guidelines describe the circumstances under which the general 
public may use the Seminary’s non-academic facilities.
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9.8.1. Implementation
The following policies for the implementation of these guiding principles are 
administered by the senior vice president and chief operating officer. It is the 
responsibility of that office to see that the policies are properly applied, and, when 
necessary, to seek interpretation from other appropriate Seminary officials. It is 
recognized that these guidelines cannot cover every contingency. Questions about 
the use of facilities or about these guidelines should be raised at the Office of 
Housing and Auxiliary Services.

9.8.2. Types of Facility Use

9.8.2.1. By Explicit Invitation
Many activities in the Seminary are unambiguously open to members of the 
general public. These are often announced in Seminary publications or in the local 
press. Examples are: public lectures, open houses, conducted tours of campus 
buildings, and seasonal musical events.

9.8.2.2. By Implicit Invitation
The Seminary makes its grounds, walkways, and roads generally available to the 
public, while reserving the right to regulate or prohibit their use. Such regulations 
may be called for, for instance, when unrestricted public use of these facilities 
could impede the Seminary’s educational mission, be dangerous to the public, 
become a nuisance to the community, or place the Seminary in a position of 
substantial liability. The Seminary may, therefore, place limits on the use of 
selected areas.

9.8.2.3. By Renting Seminary Facilities 
Outside organizations wishing to rent Seminary facilities should apply through the 
conference coordinator in the Erdman Center. Seminary departments, offices, orga-
nizations, and groups request facilities via the online master calendar. Requests 
for use of Seminary facilities will be considered for the following types of activities, 
subject to limitations stated elsewhere in these guidelines:

(1)  Activities of religious, educational, or informational nature sponsored by 
churches, professional societies, and other nonprofit organizations.

(2)  Programs with artistic, cultural, or entertainment content that may appeal 
to the Seminary community.

(3)  Charitable events on a limited basis, where the objectives of such events 
are consistent with the Seminary’s theological and religious purposes.

(4)  Student-initiated events approved by the dean of student life and vice 
president for student relations.

The following types of activities ordinarily will not have access to Seminary facilities:

(1)  Activities sponsored by off-campus organizations for political purposes or 
for fundraising for political goals or for influencing public policy.

(2) Other third-party fundraising activities.
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(3)  Activities conducted primarily for the purpose of making a profit for the 
sponsoring organization that are not of general interest to the Seminary.

(4)  Activities that could be construed by the public to be educational courses 
or other activities sponsored by the Seminary when, in fact, they are not so 
sponsored.

The following additional considerations will be taken into account in handling 
requests for the use of Seminary facilities:

(1)  The activity should not interfere with the schedule of normal activities of 
the Seminary.

(2)  The sponsoring organization must show that it is fiscally sound and has the 
resources and insurance necessary to underwrite all risks associated with 
the event, and that it has demonstrated administrative capacity to organize 
and manage the event in a manner consistent with Seminary traditions, 
standards, and requirements.

(3)  The content of the activity should be reasonably compatible with the 
primary activities and the mission of the Seminary as a theological 
institution and should be carried out with the decorum necessary to that 
distinctive environment.

(4)  Activities that might present problems for the local community, such as 
traffic congestion or noise, will be approved only after prior consultation 
and coordination with the local community.

(5)  During the course of the academic year, when access to facilities must be 
limited because of their extensive use for Seminary purposes, preference 
will be given to outside groups sponsored by campus organizations or 
departments and activities that are of interest to the Seminary community. 
The renting of Seminary facilities will ordinarily be on a first-come, first-
served basis for eligible organizations, except that campus-based groups 
or Seminary-sponsored programs shall have priority. For each activity, the 
director of conferences and hospitality or director of housing and auxiliary 
services will establish charges in advance for the use of Seminary facilities.

(6)  For activities involving minors, additional insurance, background checks for 
adult leaders, training and other requirements will apply.

9.8.2.4. By Invitation
Unless a member of the public uses Seminary facilities through one of the avenues 
mentioned above, he or she must be the guest of a specific member of the 
Seminary community who assumes responsibility for the guest’s activities and 
safety while the guest is on the Seminary campus. This guest privilege shall not 
be construed to authorize members of the Seminary community to make non-
academic facilities available to guests except for short visits, nor shall it be used 
to relieve non-Seminary persons or groups of the responsibility for paying for 
the use of Seminary facilities for which charges are being made. Any individual 
or group, including campus-based organizations, contemplating the use of 
Seminary facilities should note the guidelines for political, religious, and charitable 
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activities (below) and the policy regarding persons who are not members of the 
Seminary (above).

9.9. Solicitation by Off-campus Individuals or Organizations
No individual or organization may distribute literature, advertise, or otherwise 
solicit customers, seek donations, or make sales on campus without the express 
written authorization of the senior vice president and chief operating officer.

9.9.1. Commercial Sales
The senior vice president and chief operating officer may grant permission for 
solicitation and sales by off-campus business concerns only when specifically 
requested to do so by a recognized Seminary student, Seminary employee, or 
employee organization. Such permission, when granted, will be subject to such 
limitations as the senior vice president and chief operating officer may prescribe.

9.9.2. Political, Religious, or Charitable Solicitation
As a general rule, the Seminary looks with disfavor upon the personal distribution 
of literature on the campus, or the personal solicitation of support, by non-Semi-
nary individuals or organizations who are acting either on their own behalf or on 
behalf of political, religious, or charitable causes. The preferred route in these cases 
is as follows.

9.9.2.1. Notice Boards
The Seminary provides several locations on the campus where notices may be 
posted by persons and organizations not associated with the Seminary. Any such 
posting, however, must bear the name and contact information of the person who 
is posting it. Any postings displayed in violation of this policy will be subject to 
removal. Persons and organizations not associated with the Seminary are invited 
to communicate with the campus community through this medium, which will 
remain open unless abused.

9.9.2.2. Requests from Charitable Organizations
Requests for Seminary cooperation in solicitations of particular importance (e.g., 
United Way, Red Cross Blood Drive) should be directed to the senior vice president 
and chief operating officer.

9.9.2.3. Requests from Religious Sources
Religious organizations, publishers, and others who wish to distribute literature or 
make solicitations to the Seminary community, or to particular segments thereof, 
may present their requests to the senior vice president and chief operating officer.
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9.9.2.4. Political Uses
Princeton Seminary’s facilities and resources may not be used for partisan political 
purposes. To ensure they are not, the following guidelines must be strictly 
adhered to:

(1)  The Seminary name, seal, and logo may not be used on stationery or other 
materials intended for political purposes. 

(2)  No Seminary office or facility may be used as an official mailing address for 
political correspondence. The name or logo of the Seminary may not be 
used in such correspondence either in the address or in the body of the 
material, and titles designating the normal association of the individual 
with the Seminary should not be used in such correspondence.

(3)  Seminary facilities may not be used for political purposes or campaigning.

(4)  Seminary employees may not perform or be asked to perform tasks relating 
to partisan political activities during their work hours.

9.10. Parking
The purpose of Seminary parking regulations is to define areas that provide 
efficient, convenient parking for all members of the Seminary community and 
to keep fire and other emergency lanes open. Due to Princeton fire regulations, 
parking on campus roadways after midnight is prohibited. These parking 
regulations are in effect during the entire year, including holidays and vacation 
periods.

In accordance with Princeton and West Windsor ordinances and Seminary policy, 
all vehicles must have a valid registration, inspection, insurance, current valid 
Seminary parking permit, and are operational to park on Seminary property. 
Should a vehicle become non-operational it must be removed from Seminary 
property immediately. If necessary, arrangements for short-term storage of the 
vehicle can be made for up to 30 days (until the vehicle can be made operational 
again), by contacting Security. If Security is not notified, any vehicle considered 
non-operational will be treated as abandoned and will be towed at the owner’s 
expense.

Students who will be leaving campus for more than 7 days must notify Security to 
ensure their vehicle is located in the appropriate designated parking area.

9.10.1. Vehicle Identification
All members of the Seminary community are required to obtain parking permits 
for all vehicles they intend to park on Seminary property. Permits may be obtained 
(upon presentation of Seminary identification card and proof of vehicle registra-
tion) from the Office of Housing and Auxiliary Services, Room 203, Templeton Hall, 
during regular business hours.



9.10.2. Parking Permit Stickers
A parking permit sticker identifies a vehicle as one belonging to a student or to an 
employee. A vehicle should be parked only in the areas designated for its permit as 
follows:

Alexander, Brown, and Hodge halls residents — Parking Deck (lower and 
middle levels only)

22 Dickinson Street residents — Parking Deck

Roberts and Tennent halls, and 36 Hibben residents — Tennent Campus 
parking lot

Payne Hall residents — Payne hall parking lot, Parking Deck

CRW campus residents — CRW, Parking Deck and Library lot

Commuters — Parking Deck and Library lot

Visiting Scholars/Lecturers — Parking Deck and Library lot

Employees — designated employee parking areas

Student parking permits must be renewed by August 31 of each year.

9.10.3. Display of Permit Sticker
A parking permit is honored as long as the owner of the vehicle is a current 
member of the Seminary community and the permit period has not expired. The 
permit must be visible and permanently affixed (not taped) to the lower right 
corner of the side window in back of the driver. 

9.10.4. Removal or Loss of Permit Sticker
Parking permits must be removed at the time of sale or other disposal of a vehicle. 
Any person who loses his or her sticker should immediately get a replacement 
permit, for which a fee of $25 will be charged.

9.10.5. Revoking Permits
Parking permits may be revoked if more than five (5) violation notices are given to 
an individual during an academic year. After ten (10) cumulative violations, parking 
privileges will be revoked permanently.

9.10.6. Parking Area Assignments
Separate instructions regarding parking assignments and related issues are 
distributed at the beginning of the fall semester each year. Please comply with 
all regulations and any and all signage on the campus regarding parking. Visitors 
should park in the designated visitor spaces.

9.10.7. Restricted Parking Areas
(1)  No parking is permitted on the roadways bordering the quadrangle, with 

the exception of a) the designated spaces in front of the Administration 
Building and Hodge Hall; b) student vehicles loading/unloading (see 
below); and c) designated Admissions Office guest spaces.
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(2)  The area to the north of the chapel and behind 29 Alexander Street is to be 
used only by those officially assigned a space there.

(3) The area behind Payne Hall is reserved for the tenants of Payne Hall and 22 
Dickinson Street.

(4)  The parking spaces behind Hodge Hall are restricted to delivery, service, 
facilities, and emergency vehicles only.

(5) There are several areas on campus that are designated by signage as “no 
parking when snow covered.” Please do not park in these areas any time 
a snow event is predicted; doing so inhibits proper snow removal efforts. 
Violators will be ticketed and/or towed at owner’s expense.

(6) The Staff lot (located next to Mackay Campus Center and Templeton Hall) 
is reserved for employees during business hours. This lot is available to 
students and visitors 5:00 p.m.–midnight, Monday through Friday, and 8:00 
a.m.–midnight, Saturday and Sunday. No overnight is permitted.

(7) Visitor spaces are not available at any time for members of the Seminary 
community, and reserved spaces are to be used only by those assigned to 
them. 

9.10.8. Parking and Traffic Regulations
Student vehicles are to be kept in designated student parking areas. They are 
allowed on the quadrangle only for loading and unloading, up to a thirty-minute 
maximum, and flashers are required when doing so. A note must be left on the 
vehicle indicating it is being loaded or unloaded, or the vehicle will be ticketed. 
If additional time is needed for loading or unloading, contact Security Dispatch 
by calling 609.497.7777, and up to an additional hour will be provided without 
penalty. Vehicles must be parked within parking space dividers. Seminary lots are 
to be used for parking only and may not be used for storage of vehicles or trailers. 

Storage of trailers, boats, RV’s, and any oversize registered vehicles may be made 
by contacting the Office of Housing and Auxiliary Services. A photo and registra-
tion is required. Storage of these vehicles will be kept in the storage area located 
next to the CRW facilities storage building. 

9.10.8.1. Regulatory Signs
Regulatory signs are to be observed at all times, especially on one-way roads 
located around the quadrangle and on the Tennent/Roberts campus. 

9.10.8.2. Speed Limits
The speed limit on all campus roadways and in parking lots is 15 miles per hour, 
unless otherwise posted.

9.10.9. Violations
Within 10 days of receiving a Seminary Motor Vehicle Violation Notice, the vehicle 
owner must pay the fine to the Bursar’s Office. A person to whom a permit is issued 
will be held responsible for violations, regardless of the actual driver of the vehicle.



9.10.10. Schedule of Parking Violation Fines and Penalties
Fines are based on amount of violations during each academic year:

  First offense  Warning 
  Second offense  $25 
  Third offense  $50 
  Fourth offense  Tire boot, with $50 charge to remove

Upon a fifth or subsequent violations, the vehicle will be towed at the owner’s 
expense. Presently, the Seminary uses Lakeside Towing, 3750 South Broad Street, 
Trenton, New Jersey. The towing fee is $150 and $35 per day storage (subject to 
change).

If a student accumulates 10 offenses during the course of their degree program at 
the Seminary, all vehicle privileges will be revoked. 

Fines associated with student violations are charged to their account as soon as 
possible after the event, thereby requiring payment prior to subsequent semester 
enrollment or graduation. Violations by employees and visitors will be billed 
by the Bursar’s Office. Vehicles not identified by Seminary parking stickers that 
are involved in more than one parking violation will be booted or towed at the 
owner’s expense.

9.10.11. Visitor Parking

Main Campus
Daily visitors to PTS must park in the designated visitor parking spaces located in 
the various parking lots on campus as designated on the campus map. All visitor 
spaces are designated by signs.

Parking passes for visitors who are guests of students or departments may 
be obtained through the Office of Housing and Auxiliary Services. A vehicle 
description and plate number is required.

Guests staying at the Erdman Center can obtain a visitor pass through Continuing 
Education. All visitors from groups that are attending a conference or meeting 
on campus must obtain a visitor pass through the group leader or sponsoring 
Seminary department or office.

CRW Campus
Visitor parking is located on Farber Road, Loetscher Place, and Emmons Drive. 
Visitors may park on the streets without permits until 12:00 a.m. Overnight visitors 
are required to have a temporary parking permit, which is available at the Housing 
and Auxiliary Services Office. All visitor spaces are designated by signs.
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10. Academic Services

10.1. Persons with Disabilities
The Seminary welcomes those with disabilities and strives to provide an 
environment in which all students have equal access to educational opportunities 
and to the campus community. It accords appropriate and reasonable academic 
accommodations to those with a documented, permanent disability that results in 
a substantial and material impairment of a major life function. 

10.1.1. Required Documentation of a Disability
Required documentation of a disability and of need for an accommodation 
includes:

(1) A diagnosis of a current impairment, ordinarily within one year.

(2) The basis for the diagnosis.

(3) Indication how a major life activity is affected by the impairment.

(4) Suggested modifications or accommodations.

(5)  Indication how the disability relates to a requested modification 

 or accommodation.

(6) The qualifications of the person preparing the documentation.

(7) A signed release form.

10.1.2. Disability Testing Costs
Any costs incurred for testing and diagnosis of a disability are the responsibility 
of the student. The Seminary reserves the right to conduct its own independent 
evaluation at its own expense.

10.1.3. Contacts for Persons with Disabilities
A student who seeks some academic modification or accommodation for his or her 
documented disability should contact the associate dean of student life, who, in 
consultation with the student, shall determine a reasonable accommodation that is 
supported by the documentation and effective for the student, and that does not 
compromise the essential requirements of the program.

10.2. Student Records and Their Access

10.2.1. The Family Educational Rights and Privacy Act (FERPA)

10.2.1.1. Student Rights under FERPA
FERPA affords students certain rights with respect to their educational records. 
These rights are summarized below.
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10.2.1.2. Inspection and Review of Student Educational Records
The student has a right to inspect and review the student’s educational records 
within forty-five days of the day the Seminary receives a request for access. 
A student should submit to the registrar a written request that identifies the 
record(s) the student wishes to inspect. The registrar will make arrangements for 
access and notify the student of the time and place where the records may be 
inspected. If the records are not maintained by the registrar, the registrar shall 
advise the student of the correct official to whom the request should be addressed.

10.2.1.3. Amendment of Educational Records
The student has a right to request the amendment of the student’s educational 
records that the student believes are inaccurate, misleading, or otherwise in 
violation of the student’s privacy rights under FERPA. A student who wishes to ask 
the Seminary to amend a record should write the Seminary official responsible for 
the record, clearly identify the part of the record the student wants changed, and 
specify why it should be changed. If the record is not amended as requested, the 
student will be notified of his or her right to a hearing before the Records Review 
Panel regarding the request for an amendment. A written request, which includes 
the specific files in contention, should be submitted through the registrar. The 
panel will elicit and review such information as it may deem necessary, including 
hearing the student if the student so wishes, and render a decision with twenty 
(20) days of the written request for a formal review.

10.2.1.4. Confidentiality of Personally Identifiable Information
A student generally has the right to provide written consent before the Seminary 
discloses personally identifiable information from the student’s educational 
records, except to the extent that FERPA authorizes disclosure without consent.

One exception that permits the Seminary to disclose educational records without 
a student’s prior written consent is disclosure to school officials with legitimate 
educational interests. A Seminary official is defined as a person employed by 
the Seminary in an administrative, supervisory, academic or research, or support 
staff position (including campus security staff); a person or company with whom 
the Seminary has contracted (such as an attorney, auditor, or collection agent); a 
person serving on the Board of Trustees; or a student assisting another Seminary 
official in performing his or her tasks. A school official has a legitimate educational 
interest if the official needs to review an educational record in order to fulfill his 
or her professional responsibilities. Another exception permits the Seminary to 
disclose educational records without consent to officials of another school in 
which a student seeks or intends to enroll.

10.2.1.5. Complaints
Students have the right to file a complaint with the U.S. Department of Education 
concerning alleged failures by the Seminary to comply with the requirements of 
FERPA. The name and address of the office that administers FERPA is:

Family Policy Compliance Office, U.S. Department of Education
400 Maryland Avenue, SW, Washington DC 20202-5901



10.2.1.6. Notification of Disclosure of Directory Information
At its discretion, the Seminary may provide “directory information” in accordance 
with the provisions of FERPA. Directory information is defined as that information 
that would not generally be considered harmful or an invasion of privacy 
if disclosed. Designated directory information at the Seminary includes the 
following: student’s name, local address (including SBN and residence), hometown, 
and permanent home address, email address, photograph, telephone number, 
date and place of birth, degree program and enrollment status (part time, full 
time, dates of attendance), institutions of higher education previously attended, 
including dates attended and degrees awarded; and prizes, honors, special recog-
nitions, and degree(s) awarded by the Seminary. Students may block the public 
disclosure of “directory information” (all or in part) by completing a FERPA block 
form, available online or from the registrar. Although the initial request may be 
filed at any time, requests for FERPA blocks for the current academic year must 
be received no later than the first day of October of that year. Requests will be 
honored by the Seminary until revoked, in writing, by the student.

Please consider very carefully the consequences of a decision to block the 
disclosure of directory information. Placing a block on disclosure of all or part of 
the directory information will prohibit the Seminary from releasing the blocked 
directory information; and thus any future requests for such information from non-
institutional persons or organizations will be refused.

The Seminary will honor student requests to block disclosure of student directory 
information but cannot assume responsibility for contacting students for 
subsequent permission to release directory information. Regardless of the effect 
upon the student, the Seminary assumes no liability as a result of honoring student 
instructions to block disclosure of directory information.

10.2.2. Medical Records
For new students, immunization records are routinely received and maintained by 
Princeton HealthCare Systems, and are covered by the procedures of that facility. 
Records for students who began their programs from 2007 to 2013 are maintained 
by Passport Health.

10.2.3. Transcripts
The only academic record maintained by the Seminary is the official transcript of 
courses. This document, which may contain name; month, day, and place of birth; 
Seminary courses taken and grades received; Seminary degrees attained; and the 
attestation of the recording officer, is issued only upon the online written request 
of the student or graduate and upon payment of the published transcript fee. 
Transcript information is not shared, formally or informally, with church judicato-
ries, potential employers, or any other individuals or agencies outside the Seminary 
except as the student or graduate directs. The Seminary will not retransmit 
transcripts from other institutions that may be in its possession.
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10.2.3.1. Accuracy of Transcript
Since the transcript is an important academic record, it is suggested that at least 
once before graduation the student check the accuracy of the document. This is 
especially important if late grades have been posted or if changes of grade have 
been authorized by the faculty. Transcript records are maintained by the registrar. 

10.2.3.2. Changing a Transcript
The right to have the transcript corrected does not imply a right to challenge a 
grade that has been correctly recorded. Procedures for challenging a grade are 
described in §6.7.9.

10.2.4. Other Personal Information
The Seminary maintains the following personal files for each student:

10.2.4.1. General File
Transcripts from other institutions of higher education are kept on file. Letters of 
reference are removed from the file and destroyed before transmittal from the 
Admissions Office to the registrar. It is maintained in the applicable Admissions 
Office until admission action is taken and then is transmitted to the registrar, 
where it remains until a student graduates or terminates attendance. It is then 
reduced by the elimination of materials of incidental importance and transferred to 
the Alumni/ae Relations Office, where it is available for inspection and correction 
as before.

10.2.4.2. Student Progress File
The student progress file contains electronic copies of memoranda and other 
documentation regarding the student’s progress and conduct. It is maintained by 
the dean of student life. 

10.2.4.3. Field Education File
The field education file contains a record of field education placement, including 
reports prepared by the student and the supervisor for each experience, and 
also a record of the completed Clergy Sexual Ethics training. It is maintained by 
the director of field education and is destroyed seven years after graduation or 
termination. Since field education is conducted for academic credit, a record of its 
completion is carried on the Seminary transcript. 

10.2.4.4. Visa Documents File for Foreign Nationals
A visa documents file contains United States Citizenship and Immigration 
Services and Department of State documents, together with related material. It is 
maintained by the director of multicultural relations and is retained as required 
by law.
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10.2.4.5. Financial Aid File
The financial aid file contains, where need-based financial assistance has been 
sought, the Financial Aid Application, the results of the federal student aid 
application, other institutional and federal aid applications, and documentation 
supplied by students. It also contains records of aid conferred by the Seminary and 
federal aid offered. It is maintained by the director of admissions and financial aid 
for the period of time prescribed by law.

10.2.4.6. Student Accounts File
The student accounts file contains the details of all types of transactions, both 
charges and credits, to the student’s Seminary account and is part of the Seminary 
software, not a physical file. The information is accessible to the students via the 
Student Portal as part of http://our.ptsem.edu.

10.2.4.7. Student Perkins Loan File
The Perkins Loan files contain the original application, fact sheet, promissory note, 
and copies of all the disbursements, as well as all related correspondence. The files 
are kept in the Bursar’s Office according to federal regulations.

10.2.5. Transmission of Documents
Except as noted or as mandated by law, it is the policy of the Seminary not to 
transmit directly to any outside bodies documents or copies of documents from a 
student’s personal files. It is possible for the student to obtain a copy of material in 
a file that he or she has personally prepared for the purpose of additional distribu-
tion, but the Seminary will not generally serve as the agent for such transmission. 
The Seminary will, however, forward field education reports and transcripts to a 
student’s ordination oversight committee providing that the student has filed the 
necessary documentation and a signed release with the Office of Student Relations 
and Senior Placement. 

10.2.6. References

10.2.6.1. References for Admission
Personal references are solicited by applicants for admission on forms provided 
by the Seminary. On the reference form, each applicant for admission is asked to 
indicate whether or not the letter is to be open to his or her own review in the 
event of admission. See 10.2.4.1.

10.2.6.2. References for Placement
In the case of references solicited for placement purposes, Ph.D. candidates are 
asked to indicate on the reference form whether or not the letter requested is to 
be open to his or her inspection. If such access is not waived, letters of reference 
for placement purposes placed in the file after January 1, 1975, may be examined 
by the candidate. The cooperation of the candidate in the compilation of a dossier 
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for placement will be understood as consent that such dossier materials may be 
transmitted to other schools or agencies, upon request of the student. References 
provided for admission may not be reused for placement purposes without the 
permission of the writer.

10.2.7. Location of Files
The locations of files, and the titles of administrators currently responsible for 
them, are as follows:

General Directory Information: Registrar, 308 Templeton Hall

Transcripts: Registrar, 308 Templeton Hall

Files Prior to Admission: Director of Admissions and Financial 
Aid, 208 Templeton Hall

General File upon Graduation or 
Termination of Studies: 

Director of Alumni/ae Relations,  
106 Administration Building

Student Progress File: Dean of Student Life,  
204 Templeton Hall

Field Education File: Director of Admissions and Financial 
Aid, 208 Templeton Hall

Financial Aid File: Director of Admissions and Financial 
Aid, 208 Templeton Hall

Visa Documents File: Office of Multicultural Relations, 201 
Templeton Hall

Student Account and Loan File: Bursar, 16 Administration Building

Ph.D. Placement File: Associate Dean for Academic 
Administration,126 Administration 
Building

Master’s-level Placement Files: Associate Dean of Student Life and 
Director of Senior Placement, 204 
Templeton Hall

10.6. Tutorial Assistance
Because of the very different academic backgrounds that students bring to 
Seminary work, the Seminary offers a limited amount of group tutorial assistance 
in conjunction with the first-year required courses. This is in addition to whatever 
assistance may be provided through regular preceptorials. The tutors, normally 
graduate students known to and requested by the instructors, are appointed by 
the dean of academic affairs. A tutor is typically assigned for each of the introduc-
tory courses (OT2101, NT2101, and TH2100).



10.6.2. Private Tutorial Assistance
Students are, of course, at liberty to arrange for private tutorial assistance at their 
own expense, but should be aware that both faculty and instructional assistants 
are prohibited from offering such services in conjunction with their own courses.

10.7. Relevant Publications

10.7.1. Campus Directory
A campus directory is available online to members of the Seminary community 
through the Seminary portal. The directory contains a photograph and identifying 
information on all faculty, staff, and students. Designed for internal use, it is not 
available to agencies outside the Seminary community. Incoming faculty, staff, and 
students are urged to make and meet appointments for photographs immediately 
upon arrival. Students should thereafter report changes in directory data to the 
registrar. Faculty and staff are to report changes in directory data to the director of 
human resources. 

10.7.2. Catalogue
The annual Princeton Theological Seminary Catalogue, issued by the registrar, is an 
announcement of the program for the year, corrected to the date of publication. 
Along with the courses scheduled to be offered, it contains admission procedures, 
a description of program requirements, a statement of Seminary charges, and 
other information of interest to current and prospective students.
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11. Information Technology Services

11.1. Information Technology Guidelines
Seminary Information Technology Resources and Internet Access Guidelines for 
Use may be obtained through the Department of Information Technology (IT) or 
on the Seminary’s website. Questions concerning the policy may be sent via email 
to it.guidelines@ptsem.edu. For the complete Seminary IT Policy/Guidelines, visit, 
its.ptsem.edu and click on “Policies and Documents.”

11.1.1. Computer Use Policy
The Seminary makes computing and network resources available to its students for 
their use while they are members of the Seminary community.

It is important to note that the computer equipment, computer files, computer 
network, electronic mail system, and software furnished to students are the 
Seminary’s property. Those who are connected to the network and/or who 
otherwise avail themselves of the Seminary’s network or computer resources are 
therefore expected to use the technology in a responsible, considerate, and ethical 
manner. Likewise, students may not use the Seminary’s computer network and 
equipment for personal financial gain.

All data, documents, and other information created or stored on the Seminary’s 
computers or in the Seminary network, including all incoming and outgoing 
electronic mail, are the property of the Seminary. Students cannot and should not 
have any expectation of privacy with regard to any data, documents, electronic 
mail messages, or other computer files or documents created or stored on 
computers within or connected to the Seminary’s network, nor should students 
have any expectation of privacy with respect to any such items on which they have 
worked while connected to the Seminary’s network.

All Internet data that is composed, transmitted, or received via the Seminary’s 
computer communications systems is considered part of the official records 
of the Seminary and, as such, is subject to disclosure at any time to Seminary 
supervisors and officers, to law enforcement officials, and/or to other third parties. 
Consequently, you should always ensure that the information contained in Internet 
electronic mail messages and other transmissions is accurate, appropriate, ethical, 
and lawful.

The Seminary strives to maintain a community free of harassment and is sensitive 
to the diversity of its members. Therefore, the Seminary prohibits the use of its 
computer network, including its electronic mail system, and the access it provides 
to the Internet, in ways that are disruptive, offensive to others, or harmful to 
morale. Such misuse includes, but is not limited to, the display or transmission of 
sexually explicit images, messages, and cartoons, ethnic slurs, racial comments, 
off-color jokes, or anything that may be construed as harassment or showing 
disrespect for others.
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Data that is composed, transmitted, accessed, or received via the Internet must 
not contain content that could be considered discriminatory, offensive, obscene, 
threatening, harassing, intimidating, or disruptive to any employee or other 
person. Examples of unacceptable content may include, but are not limited to, 
sexual comments or images, racial slurs, gender-specific comments, or any other 
comments or images that could reasonably offend someone on the basis of race, 
age, sex, religious or political beliefs, national origin, disability, sexual orientation, 
or any other characteristic protected by law. For the full Seminary IT Policy/
Guidelines visit, its.ptsem.edu and click on “Policies and Guidelines.”

11.1.2. Email Use Policy
The Seminary maintains an email system for the conduct of business within and 
outside the Seminary. The Seminary emails students at their “ptsem” address as an 
official and sometimes the sole method of communication on a variety of issues. As 
such, students are expected to check their “ptsem” email on a regular basis. Failure 
to do so is at the student’s own risk and in such circumstances a student may 
not use as a defense the fact that he or she has not read the email at issue. The 
email system hardware is the property of the Seminary. Additionally, all messages 
composed, sent, or received on the email system are and remain the property 
of the Seminary. Said messages are not the private property of any student. The 
email system is not to be used to create any offensive or disruptive messages. 
Among those that are considered offensive are any messages that contain sexual 
implications, racial slurs, gender-specific comments, or any other comment that 
offensively addresses someone’s age, sexual orientation, religious or political 
beliefs, national origin, or disability.

The Seminary reserves the absolute right to review, audit, intercept, access, and 
disclose all messages created, received, or sent over the email system for any 
purpose, with or without notice. The contents of email obtained by the Seminary 
may be disclosed within the Seminary without the permission of the student. 
Policies of this nature are common among institutions that provide email service 
to their constituents, and seek to make the institution’s expectations for use of 
the system explicit. The Seminary intends to use its rights under this policy only in 
limited circumstances and only when it determines, in its sole discretion, that it has 
good cause to do so. 

The confidentiality of any email message should not be assumed, and the use of 
passwords for security does not guarantee confidentiality. Even when a message 
is erased, it is still possible to retrieve and read that message. Notwithstanding the 
Seminary’s right to retrieve and read any email message, such messages should be 
treated as confidential by all students and may be accessed only by the intended 
recipient. Students are not authorized to retrieve or read any email message that is 
not sent to them.

Any student who violates this policy or uses the email system for improper 
purposes shall be subject to discipline, up to and including immediate dismissal 
from the Seminary.
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11.2. Educational Technology

11.2.1. Computer Resource Centers (CRCs)
The Seminary operates three Computer Resource Centers (CRC) that are available 
for student use. Each CRC has high-speed connections to the Seminary network 
and permits printing to laser printers. 

11.2.1.1. Stuart Hall CRC
The Stuart Hall CRC is located on the lower level in room B15 and is open 
twenty-four hours a day, seven days a week. The coordinator’s office for all three 
CRCs is housed here, and staff ordinarily are available during regular business 
hours. 

11.2.1.2. New Library Computer Workstations
The new library has Mac and Windows workstations dispersed throughout the 
building on the west side of the building on the lower level, second and third 
floors. Assistance can be found at one of the Service Desks in the library. Four 
stand-up stations are in the Concourse and one on the second floor in the South 
Gallery for quick research and Internet use. In addition, wall-mounted iPads are 
located near the elevator and west stairwell.

11.2.1.3. 501 Farber CRC
The 501 Farber Road lounge (W14) is located on the west end of the building on 
the first floor at the Charlotte Rachel Wilson Campus, and is open twenty-four 
hours a day.

11.2.1.4. CRC Staffing
The CRCs are staffed with student assistants, who are available to help with file 
conversions, word processing problems, and Internet and email issues. Hours when 
staff are available, which differ by location, are posted at the facilities.

11.2.1.5. Family Use of CRCs
The CRCs are provided primarily for use by students in conducting research, 
writing papers, and in general carrying out their studies. At the Charlotte 
Newcombe Center only, high-school age children of Seminary students may use 
the facility for school work with a guest ID until 11:00 p.m. No individual email 
account is provided under this arrangement. Such children must have on file 
a signed form from a parent, acknowledging that the parent is responsible for 
the children’s behavior in the CRC. The form, available from Security, should be 
returned to the coordinator in the Stuart Hall office. Seminary students have 
priority in the use of equipment, and children will be asked to relinquish their spot 
if the equipment is needed by a student. If a child younger than high-school age is 
present in the CRC, he or she must be accompanied by a student parent and is not 
to use the computers. Network privileges of the parent may be revoked if there are 
abuses of this policy.
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11.2.2. Educational Media
The soundproof narration booth may be reserved as available for high-quality 
audio recordings. More information can be found at the Educational Media 
website by visiting its.ptsem.edu.

11.2.2.1. Education Media Activities
Educational Media supports a growing variety of services within the Seminary 
community, including audiovisual assistance; media learning opportunities; audio 
and video recording, streaming, and duplication services; audio and videocon-
ferencing; personal consultation on the selection and use of technologies for 
curricular needs; and production of original media resources.

11.2.2.2. Media Library
Over the years, Educational Media has produced many original resources, and 
regularly records lectures and other campus events. This media library of more 
than 8,000 audio and video titles is available for checkout from the library, or 
individual titles may be downloaded at a nominal fee. Titles of all resources are 
included in the library’s online catalog as well as the Educational Media website.

11.2.2.3. Educational Media over the Campus Cable System
The main Seminary campus is served by a campus cable system, making local 
access channels and campus bulletin boards available for Seminary programming. 
A variety of curriculum resources, announcements, and original programming are 
scheduled for broadcast on this system at designated hours.

11.2.2.4. Policies Governing Educational Media Services
Policies governing Educational Media services are available on the website and at 
the Templeton Hall office. Particular attention is called to the following:

(1) In order to guarantee availability and support, requests for services 
or equipment must be made at least five working days prior to the 
date needed. Only attested emergencies will be accommodated on an 
accelerated schedule.

(2)  Media services and equipment may be requested by campus organizations 
for their program needs and will be invoiced to the organizations through 
authorized ledger codes. (Requests must be submitted by the group 
moderator or a designated individual ONLY.)

(3)  Services and equipment may also be requested by individual students, for 
faculty-endorsed class projects.

(4)  Under some conditions, arrangements can often be made for recording 
classroom lectures if a student is ill or has been injured.

(5)  All equipment is provided with the understanding that loss or damage is 
the responsibility of the borrower, whether it be an individual or a campus 
organization.

(6) Portable equipment can only be provided when an appropriate room with 
dedicated equipment is not available.

e 79 f



11.2.3. Printing
The Seminary annually provides each student with a substantial allowance for free 
printing on network printers. Additional printing beyond this provision is allowed 
only on a prepaid fee basis. There are no additional charges for the use of the lab 
facilities. As with all campus computer labs, users are responsible for supplying 
their own materials (CD-R, DVD-R, and laser approved specialty paper for profes-
sional quality projects; labels, photos, handouts). 

11.2.4. Student Network Accounts
The student’s network account includes email privileges and Internet access at no 
charge. A network login ID, provided at the time of matriculation, is required for 
connecting to the network from all locations, including the CRCs, and is for the 
exclusive use of the student.

11.2.5. Policy Modification
The Seminary reserves the right to modify its usage policies, at any time and in its 
sole discretion, as it deems necessary. For more information and resources visit, its.
ptsem.edu/.
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12. Campus Services

12.1. Student Health Program

12.1.1. General
There are three components to the Student Health Program provided by the 
Seminary: (1) the Student Health Benefits Plan (SHBP); (2) health-related services 
partially funded by the comprehensive fee (e.g., counseling services on campus 
and at Trinity, medical evacuation and repatriation coverage for students traveling 
abroad); and (3) health and wellness-related services. Additional information is 
available in the SHBP brochure, at the Office of Admissions and Financial Aid, and 
on the Seminary’s website under Health Resources.

12.1.1.1. Emergency Contact
The Office of Student Life is the center for emergency contact for all students. 
In the event of a personal emergency, the Office of Student Life will assist 
students by informing the appropriate Seminary personnel. PTS may use the 
emergency contact information listed on the entering student survey form to 
notify designated persons in certain emergency situations where this is deemed 
necessary. Students are responsible for any coursework that has been missed and 
must contact their professors to make appropriate arrangements upon return to 
the Seminary. 

12.1.1.2. Contact Numbers Including Psychological Crises
Students with serious illness or injury should call 911 and will be transported 
immediately to the University Medical Center of Princeton at Plainsboro, the local 
hospital. In less severe cases, Campus Security may be contacted for transporta-
tion assistance at 609.497.7777. After hours, in psychological crises only, call 
609.273.9727 (on campus) and 609.273.9726 (CRW) to reach a security officer, who 
will contact an administrator from the psychological crisis response team.

12.1.1.3. Immunization
Before initial registration at Princeton Seminary, every entering student must 
submit an immunization history completed by a family or school physician to the 
Seminary’s contractor, Princeton HealthCare Systems. A standard report form for 
this purpose is made available from the Office of Admissions and Financial Aid 
of the Seminary, and on the Seminary’s website. The deadline for submission is 
August 1 for most students. Students receiving immunizations to satisfy State of 
New Jersey mandated requirements prior to beginning classes at the Seminary 
must pay for the services at the time they are received, no matter who the 
provider is.
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12.1.2. Student Health Benefits Plan 

12.1.2.1. Health Insurance Requirements
Every full-time student is required to have major medical insurance coverage while 
enrolled at Princeton Theological Seminary. In order to assist students in meeting 
this requirement, the Seminary provides a Student Health Benefits Plan (SHBP). 

12.1.2.2. Waiving SHBP Coverage
All students are required to enroll in the SHBP unless allowed to waive the 
coverage. Verification of an employer-sponsored plan, government-sponsored 
plan, or church-sponsored health plan that provides coverage that is comparable 
to the SHBP (ex. plan maximum, deductible/copay amounts, in-network providers 
in the Princeton area, prescription drug coverage, mental health benefits, etc.) 
must be supplied to the Office of Admissions before a waiver can be approved. 

12.1.2.3. Dependents and the SHBP
Student spouses and children are eligible for the SHBP. 

12.1.2.4. Part-time Students and the SHBP
Part-time students may enroll on a voluntary basis during specified enrollment 
periods. 

12.1.2.5. Foreign Nationals and the SHBP
International degree candidates are required to enroll in the SHBP and are not 
allowed to waive SHBP coverage, regardless of the existence of any other health 
insurance coverage. 

12.1.2.6. Duration of Coverage
Completed enrollment forms must be submitted by August 15 for coverage 
beginning on September 1 of that year. All coverage under the SHBP ceases on 
August 31, following the student’s graduation or when a student ceases to be 
enrolled. This is a student health insurance plan and therefore not subject to con-
tinuation of benefits under COBRA.

12.1.2.7. Cost 
The cost for single students to enroll in the Student Health Benefits Plan for twelve 
months of coverage is posted on Princeton Theological Seminary’s website. The 
bursar can also be consulted for the fee schedule. Dependents may be included 
for an additional fee. The Seminary’s Student Health Benefits Plan provides 
superior coverage for students and their dependents for most of the major medical 
costs incurred as a result of accident or illness. The SHBP is administered by 
HealthSmart, Inc.

12.1.2.8. Further Information
The SHBP brochure, enrollment, and waiver forms are available on the Seminary’s 
website and also at the Office of Admissions and Financial Aid.
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12.1.3. Counseling Services

12.1.3.1. Campus Counseling Services
Counseling services are available on a limited basis through the Office of Student 
Counseling in Scheide Hall for students, spouses, and couples from the director 
of student counseling, and a contract therapist. The first two sessions are free of 
charge, which facilitates crisis management and referrals. If a student or spouse 
continues with counseling on campus, the fee is $10 per session for up to eight 
subsequent sessions and is billed to student accounts. It is not a given that more 
than ten sessions will be available on campus. When counseling does go beyond 
ten sessions, the fee increases and caps at $25. Students will not be charged for 
missed sessions in emergencies or if an appointment is cancelled with at least 
24 hours’ notice. No one will be denied services for lack of ability to pay. To 
schedule a session, or if you are in a crisis, go to Scheide Hall. For information 
about all counseling and spiritual direction options, support groups, mental health 
screenings, and guidelines for responding to a psychological crisis, see the Student 
Counseling website at ptsem.edu/studentcounseling or review the Student Health 
Program brochure. If you have questions, please call 609.497.7891. After hours, in 
psychological crises only, call 609.273.9727 (on campus) or 609.273.9726 (CRW) 
to reach a security officer, who will contact an administrator from the psychologi-
cal crisis response team. Confidentiality in counseling is overridden when life or 
property are at risk.

12.1.3.2. Wellness Life Coaching Services
Princeton Seminary is pleased to make Wellness Life Coaching available and 
affordable for students and spouses as an alternative or a complement to 
traditional counseling and/or spiritual direction. Wellness coaching provides 
guidance and support for individuals who want to make positive lifestyle changes 
such as eating in a healthier way, sticking to an exercise schedule, managing time 
effectively, or dealing with chronic health challenges. The approach includes 
mindful awareness and attention to the body’s wisdom. Referrals are through the 
Office of Student Counseling. Student accounts will be charged $10 for the first ten 
sessions and $15 thereafter, although Wellness Coaching usually caps at about 12 
sessions.

12.1.3.3. Groups for Support, Faith Formation, Relationship Enrichment, 
and Psychotherapy

Groups are offered on- and off-campus to provide additional avenues for the 
psychological and spiritual formation of students and spouses. Spiritual Direction 
and Art of Discernment groups meet twice per month, are led by local, trained 
spiritual directors, and are organized through the Student Counseling Office, in 
Scheide Hall, 609.497.7890 or 609.497.7891. Support and psychotherapy groups 
are offered periodically, including Stress Management, Mindfulness Meditation, 
Sexual Compulsivity, Dialectical Behavior Therapy, Perfectionism, Overcoming 
Procrastination and Dealing with ADD, and Spirituality and Creativity. The 
copayment for on-campus groups is usually $5/session for those in the SHBP and 
$7 for others. The copayment for off-campus groups run by SHBP providers is 
usually $15. Financial aid is available. 



12.1.3.4. Individual Spiritual Direction
Many students and spouses benefit from spiritual direction while at Princeton 
Seminary, often in addition to personal counseling. While there is an overlap 
between counseling and spiritual direction, monthly spiritual direction sessions 
focus on how to listen for God in one’s life and may include moments of silent 
reflection, prayer, and being present with God. Themes often addressed in spiritual 
direction are discernment and call, taking in God’s grace, connecting head and 
heart, and spiritual practices. Students enrolled in the Student Health Benefits Plan 
have a benefit that makes the copayment for spiritual direction $10–15 per session. 
For others the copayment ranges from $20–45. Two directors do not charge a fee. 
Information about spiritual direction is available in the Student Counseling, Chapel; 
Student Life, and Field Education offices. 

12.1.3.5. Trinity Counseling Service (TCS)
Trinity Counseling Service, at 22 Stockton Street, 609.924.0060, provides 
counseling and medication management for individuals, couples, and families. 
TCS has a diverse staff including psychiatrists and child psychologists. While in 
seminary, students who have paid the comprehensive fee have access to ten 
individual or marital sessions at TCS requiring a $10 copay. If additional sessions 
are necessary, TCS bills the student’s insurance company and the student’s 
copayment usually becomes $25. Psychiatric services require a $25 copay with 
the balance covered by one’s insurance. Students should be sure their personal 
health insurance plan provides access to counseling in Princeton and has a 
low deductible and affordable copayments for out-of-network services. TCS is 
in-network for students using the Student Health Benefits Plan (SHBP). Spouses 
and children are not eligible for Seminary-subsidized counseling, but TCS works 
with most insurance companies and has a sliding scale that helps make counseling 
affordable for many people. A referral by the director of student counseling can be 
helpful in making arrangements to be seen by Trinity staff, but it is not required. 
TCS also provides career counseling, which involves tests and interviews with a 
vocational counselor and psychologist. Ministry candidates and their ordination 
committees can use these services to assist with the discernment process. While 
the Seminary subsidy and the SHBP insurance do not cover vocational testing, 
many judicatories pay a significant portion of the cost for their inquirers and 
candidates. 

12.1.3.6. Specialty Counseling In-Network Providers
A select group of thirty-five therapists is available for students and spouses 
enrolled in the PTS Student Health Benefits Plan (SHBP). These mental health pro-
fessionals are ethnically diverse and have different specializations. Several provide 
medication consultation and management. SHBP counselors are accessed only by 
referral through the Office of Student Counseling. A new referral is needed each 
September if counseling continues into the next academic year. The copayment is 
$25 per session. There is no limit to the number of sessions for individual, marriage, 
or pre-marriage counseling. The SHBP benefit for spiritual direction is separate and 
does not draw down the twenty-four counseling visits.
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12.1.3.7. Responsibility for Costs
Responsibility for the cost of counseling, except as noted above, is assumed by 
the student. As an educational institution, the Seminary does not assume financial 
responsibility for counseling beyond that indicated. It does, however, encourage 
students to seek necessary help and stands ready to assist in financial planning, 
together with the possibility of loans, through its financial aid officer.

12.2. Housing

12.2.1. Residential Facilities
The Seminary maintains several residential facilities for students who are 
pursuing their work on a full-time basis Three residence halls on the main campus 
accommodate single students, who take their meals in the Mackay Campus Center. 
More than two hundred fifty apartments of varying size, each with a kitchen, are 
available for single students, married students, and married students with families. 

12.2.1.1. Housing Resident Assistants
Housing resident assistants (HRAs) are students who act as liaisons between 
residents and the Housing and Facilities offices. They facilitate communication 
and help enforce rules and regulations. HRAs are located in Alexander, Brown, and 
Hodge Halls, Witherspoon, Roberts/Tennent, and at CRW.

12.2.2. Application for Seminary Housing
Persons who desire Seminary housing for an academic year, including those 
who already reside in such housing, must make a new application each year. 
Applications will be processed only for persons who are enrolled full time as 
degree candidates or who have been admitted as such.

12.2.2.1. Deadline for Housing Applications
All returning students, including those currently in Seminary housing, interns, 
students who wish to move from off campus to on campus, and those returning 
from leaves of absence, must submit housing applications by April 1 to be 
considered for housing during the next academic year. Dates may be subject to 
change.

12.2.2.2. Post-deadline Housing Applications
Housing ordinarily can be guaranteed to eligible incoming full-time degree 
candidates who have submitted housing applications, including the admissions 
deposit, by April 1. If housing is still available, it will be assigned on a first-come, 
first-served basis to persons admitted after April 1 or whose applications and 
housing deposits are received after that date. Any special requests will be 
prioritized based on the date of admission. 

12.2.2.3. Spring Semester Housing Application Deadline
The housing application deadline for students entering in the spring semester is 
December 31. If housing is available, assignments will be made on a first-come, 
first-served basis to persons whose housing applications and admissions deposits 
have been received.

e 85 f



12.2.3. Primary Housing Eligibility
Primary eligibility for residence hall and apartment accommodations is extended 
to full-time M.Div., M.A., and M.A. M.A.(T.S.), transfer students, dual-degree 
students, and Ph.D. candidates. Assignments are based on the date of confirma-
tion. International students and military chaplains are ordinarily placed in the 
primary category.

12.2.4. Secondary Housing Eligibility
Secondary eligibility may be extended to full-time Th.M. candidates, and M.Div./
M.S.W. (4th year) after those with primary eligibility have been accommodated. 

12.2.5. Apartment and Residence Hall Lottery
Information regarding single student apartment lottery and residence hall room 
draw for the following fall term is circulated midway through the spring term each 
year. A list of available residence hall rooms is posted prior to the drawing date 
in late April. The drawing is conducted on a priority basis, with Ph.D. students 
drawing first, followed by returning interns, then rising M.Div. and M.A. seniors and 
rising dual-degree students in years three and four, then rising M.Div. middlers 
and dual-degree students in year two. A student wishing to have his or her room 
assignment changed during the year should contact the director of housing and 
auxiliary services. The cut-off date to change rooms for the spring term is March 1. 
Prompt action will be taken within space limitations at that time.

12.2.6. Limits on Seminary Housing
In the interest of fairness in the allocation of resources, there are limits on the time 
students in various programs may occupy Seminary housing. In all cases eligibility 
expires with graduation. With the exception of Ph.D. candidates, it ordinarily is not 
possible to obtain Seminary housing for successive programs. The maximum limits 
of occupancy for students in the several degree programs are: M.Div. candidates: 
six semesters; M.A. M.A.(T.S.) and M.A. transfer candidates: four semesters; 
dual-degree candidates: eight semesters; Th.M. candidates two semesters; 
chaplains: two semesters; Ph.D. candidates: first ten semesters in the program.

12.2.6.1 Seminary Housing Agreements
Students residing in Seminary housing must sign a housing agreement each year. 
Housing agreements for residence halls are for the academic year (fall and spring 
semesters) and do not include the summer. Housing agreements for apartments 
are for the full year (July 1 through June 30), and include the summer. The 
agreement terminates based on the limits as stated above.

12.2.7. Preclusions to Seminary Housing
Students who go on internships or leaves of absence are not eligible to remain in 
Seminary housing and, upon returning, are considered the same as other returning 
students and are governed by the same procedures. Should an M.Div. or Th.M. 
student continue into the Ph.D. program, he or she is considered for Seminary 
housing in the same manner as a student entering from elsewhere.

e 86 f



12.2.8. Security Deposit
Each student occupying Seminary housing is required to make a security/damage 
deposit, usually in advance but occasionally upon arrival. The amount of this 
deposit is $150 for a dormitory resident and one month’s rent for a Seminary 
apartment resident. These deposits, which also cover repairs for incidental 
damage, are not treated as rental payments and are retained until after the student 
has vacated Seminary housing. Moving from one Seminary accommodation to 
another may require a change in this deposit. Within forty-five (45) days after the 
student vacates Seminary housing, damages will be assessed and a refund of the 
unused deposit will be issued. The cost of repairs, based on a per hour charge 
that includes labor and materials, is determined by the director of facilities and 
construction. A landlord security deposit account is established for each student 
(lessee) and is held in an interest-bearing account, as required by New Jersey law.

12.2.9. Guest Facilities
Limited guest facilities are available at a nominal charge. Reservations for these 
accommodations should be made during regular office hours. Visits to the 
Seminary campus by groups must be arranged in advance with the director of 
housing and auxiliary services, whether the Seminary is in session or not. Guests 
under college age shall not be housed overnight in Seminary facilities. The group 
leader will be given instructions regarding meals, rooms, parking, and facilities 
available on campus. If meals are involved, arrangements must be made at least 
one week in advance. It is important that these steps be followed so that visitors 
not be embarrassed by lack of arrangements or by conflicting schedules.

12.3. Identification Cards
A photo identification card is issued to each entering student at the time of reg-
istration and is valid for the duration of his or her program. This ID card is for the 
exclusive use of the person whose name and photograph appear upon it and is 
nontransferable. It is used for several purposes: as a board card for persons on the 
Seminary board plan, as a declining balance card, as an access card for residential 
buildings, mailroom, Stuart basement (for CRC) and the gym, for borrowing books 
from the Seminary libraries, and as a credential for obtaining borrowing privileges 
at the Princeton University library facilities. The loss of an ID card must be reported 
immediately to the Office of Housing and Auxiliary Services. The cost of a first 
replacement is $20. This fee is raised in $5 increments each time a card must be 
replaced. Spouse photo identification cards are issued at time of check-in. Spouses 
and dependent children (ages13–18) are recommended to have photo ID.

12.4. Dining Service
The dining hall in the Mackay Campus Center is open for three meals each day 
during the academic year and is available to members of the Seminary community, 
special groups, and invited visitors. It is also frequently used by persons from the 
community at large. The schedule is normally as follows, although it does change 
between semesters and the summer when classes are not in session. 
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12.4.1. Hours

12.4.1.1. Monday through Friday
Breakfast: 7:30 a.m. to 9:00 a.m. 

 Retail Only: 9:00 a.m. to 11:30 a.m.

Lunch: 11:30 a.m. to 1:30 p.m.

Lite Lunch: 1:30p.m. to 2:30 p.m.

 Retail Only: 2:30 p.m. to 5:00 p.m.

Dinner: 5:00 p.m. to 7:00 p.m.

 Retail Only: 7:00 p.m. to 8:00 p.m.

12.4.1.2. Saturday/Sunday
Continental Breakfast: 8:00 a.m. to 9:00 a.m.

 Retail Only: 9:00 a.m. to 11:00 a.m.

Brunch: 11:00 a.m. to 1:00 p.m.

Lite Lunch 1:00 p.m. to 2:00 p.m.

 Retail Only: 2:00 p.m. to 5:00 p.m.

Dinner: 5:00 p.m. to 7:00 p.m. 

12.4.2. Meal Plans
All students living in the residence halls must be on either the fifteen-meal or the 
twenty-one-meal plan. There are no exceptions to this policy. Selections for the 
board plan are made on the housing application each year and may be changed 
only between semesters, no later than the close of the last business day before 
the beginning of the new term. Students selecting the twenty-one-meal plan will 
receive three meals each day; the fifteen-meal plan permits a student to eat any 
fifteen meals each week. The Seminary ID card serves also as the board card for 
those students on the board plan. Students on the board plan who are unable to 
attend a particular meal may request a boxed meal by contacting the director of 
dining services in advance. In addition, the use of a meal plan equivalency during 
the stated retail-only and lite lunch periods is permitted. Students may use up to 
one meal plan equivalency during each period, with a maximum of three meal 
and/or equivalency swipes each day, which does not count against the weekly 
meal plan allowance. A meal plan equivalency is one fountain drink/coffee, one 
fruit/cookie, one muffin/chips/bagel, one premade sandwich or salad, and one 
soup/yogurt. Bottled beverages and candy cannot be substituted. The procedure 
for persons on the board plan is to present the ID card to the cashier at the time 
of checkout. In the absence of an ID card, the cashier will either request cash 
payment or suggest that the card be retrieved. Lost cards should be reported 
immediately to the director of housing and auxiliary services, who will issue a new 
card upon payment of the usual replacement fee.
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12.4.3. Declining Balance
Declining balance and other meal cards are available to other members of the 
Seminary community and sometimes to visitors. Payment can also be made in cash 
or credit card at the register. Balances on declining balance cards expire June 30 
after the student graduates. There are no refunds on balances after the expiration 
date. 

12.4.4. Special Dietary Needs
Students who have special dietary needs should speak to the director of dining 
services to see if their needs can be accommodated.

12.5. Mail Service

12.5.1. Mailroom Location and Hours
The mailroom is located on the lower level of the Mackay Campus Center. The 
mailroom is open Monday through Friday, 8:30 a.m. to 4:30 p.m. and closed 12:30 
p.m. to 1: 30 p.m. During the summer (June to August), hours may change and will 
be posted. Although the mailroom closes at 4:30 p.m. each day, access to student, 
faculty, and department mailboxes is available. After 6:00 p.m. the exterior door of 
the mailroom will be locked; however, access can be obtained using the student’s 
Seminary ID card.

12.5.2. Processing Mail
Students who do not reside in the residence halls have the option of using their 
home addresses or their Seminary mailboxes for incoming mail from the U.S. Postal 
Service, but all Seminary-generated mail will be delivered to the Seminary mailbox.

12.5.3. SBNs and Keys
All students are assigned a Seminary mailbox and should have mail addressed to 
the Seminary box number (SBN). Keys are obtained at the Office of Housing and 
Auxiliary Services upon presentation of appropriate identification and must be 
returned upon graduation, taking a leave of absence, or otherwise terminating the 
program. The fee for a replacement key is $15.

12.5.4. Regular Checking of SBNs
Students should check their Seminary mailboxes regularly. They should remember 
to bring their keys, since members of the mailroom staff are not authorized to 
retrieve mail from student boxes. The staff does not accept calls inquiring about 
the contents of a mailbox.
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12.5.5. Addressing Mail

12.5.5.1. For USPS
Incoming mail from the U.S. Postal Service, destined for a Seminary mailbox, 
should be addressed as follows:

Student’s Name

SBN xxx, Princeton Theological Seminary

Box 5204

Princeton, NJ 08543-5204

12.5.5.2. For Non-postal Carriers
Parcels from non-postal carriers also may be delivered to the mailroom and should 
be addressed as follows:

Student’s Name

c/o Princeton Theological Seminary

64 Mercer Street

Princeton, NJ 08540

12.5.6. Summer Addresses
All students must file a “summer address” with the registrar. In addition, those 
who receive mail from the U.S. Postal Service at an address other than their SBN, 
and who plan to be away for the summer, should file an address change directly 
with the post office. Forms for this purpose are available from the mailroom. All 
first-class and address-correction mail addressed to the student’s SBN will be 
forwarded promptly, but the mailroom will dispose of other classes of non-deliv-
erable mail. Campus mail will be placed in the student’s mailbox, where it can be 
picked up on the student’s return.

12.5.7. Students Not Returning in the Fall
It is important that students not returning in the fall both file a change of address 
order with the post office and inform the mailroom and the registrar of a new 
address. First-class and address-correction mail will be forwarded to this address 
until August 31 after graduation. Students who leave at any other time will have 
mail forwarded for three months after their official leave date. After these deadline 
dates, all mail will be returned to sender.

12.6. Duplicating Service
Students may request to use duplicating equipment for large projects. Please 
contact the mailroom for more details and costs.
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12.6.1. Provisions for Duplication 
Reports and papers prepared in fulfillment of academic requirements may be 
duplicated on Seminary equipment, subject to the following provisions:

(1) The user should prepare a duplicating request form for all printing work 
and present it, together with the work to be processed, to a member of the 
duplicating staff.

(2)  All equipment other than the xerographic copier will be operated by a 
member of the staff.

(3)  The coordinator of duplication should be consulted about work exceeding 
twenty-five pages.

(4)  Where extensive printing or collating is required, work must be at the 
duplicating office at least one week before the desired completion date.

(5)  Work for faculty and administration ordinarily has priority, and staff services 
for others is subject to these priority commitments.

(6) The charge for copies is six cents per page.

12.7. Lockers
Small lockers for commuters and other students who live off-campus are located in 
the basement of Stuart Hall. Assignments are made through the Office of Housing 
and Auxiliary Services, 203 Templeton Hall. 

12.8. Use of the Whiteley Gymnasium

12.8.1. Hours
The Fitness Center is open from 6:00 a.m. to 11:30 p.m. Monday through Saturday, 
Sunday 12:00 p.m. to 10:30 p.m. The Fitness Center is closed for cleaning Monday 
through Friday from 10:15 a.m. to 11:00 a.m. 

12.8.2. Squash and Handball Court
The squash and handball courts are not currently available for use.

12.8.3. Racquetball Court
The racquetball court is open during Fitness Center hours, but closed for cleaning 
from 10:00 to 11:00 a.m., Monday through Friday. Please be sure to sign up in 
advance. The athletic director has a sign-up board outside the court. You will need 
to provide your own racquets and balls. Be sure to turn off the lights after use.

Appropriate footwear (non-marking sneakers) must be used.
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12.8.4. Basketball Court
The basketball court is open during Fitness Center hours, but closed for cleaning 
from 10:15 a.m. to 12:00 p.m., Monday through Friday. All individuals must wear 
the appropriate non-marking sneakers on the basketball court.

Equipment: A volleyball net and stanchions are available for use. Soccer nets are 
also available. Equipment must be returned to the back hallway. Basketballs and 
volleyballs are available when a gym attendant is on duty. Rollerblading and street 
hockey are not permitted. Tape of any kind is not permitted on the court or walls.

Etiquette: When playing a game or just recreational use, please use proper 
etiquette and fair play. Please do not use foul language.

12.8.5. The Red Room
The Red Room doors are open during normal gym hours. The schedule is posted 
on the door. The room may be reserved through the Office of Housing and 
Auxiliary Services for gym-related activities only.

12.8.6. Holidays
All gym and fitness facilities are closed on New Year’s Day, Martin Luther King Jr. 
Day, Easter Sunday, Memorial Day, Independence Day, Labor Day, Thanksgiving 
Day, and Christmas break.

12.8.7. Fitness Center Rules
For safety reasons the following Fitness Center rules must be observed at all 
times:

(1) Children age 12 and under are not permitted to be in or use the Fitness 
Center at any time.

(2) Children age 13 to 17 must be accompanied by an adult and have proper 
Seminary ID.

(3) All beverages must be kept in a sealed container.

(4) Proper footwear is required.

(5) Use the equipment properly and at your own risk.

(6) Wipe down all exercise equipment after use.

(7) A maximum of twenty minutes per exercise machine is permitted when 
people are waiting

(8) Music or televisions should not be played loudly or before 8:00 a.m. or after 
10:00 p.m.



Safety and Security

Access to the Fitness Center requires a Seminary ID card. The Fitness Center is only 
to be used by the Seminary community. 

For your safety, the exterior doors are kept locked at all times. Please do not prop 
the doors open. For liability reasons, guests are not permitted at any time. Anyone 
without proper identification will be asked to leave the facility.

Lights 

Please turn off the lights if you are the last person to leave.

12.8.8. Gym Access
Access to the gym requires a Seminary ID card. Members of the Seminary 
community including students, faculty, administration, staff, visiting scholars, CTI 
members, their spouse and children and/or legal dependents, and guests at the 
Continuing Education Office are all eligible for ID cards. Seminary ID cards must be 
carried at all times, and presented to the gym attendant if requested.

12.8.9. Eligibility for Gym Access
Immediate family members of employees and students who are eligible to use the 
gym must obtain a photo ID card from the Office of Housing and Auxiliary Services. 

12.8.10. Access for Children
Children of members of the Seminary community ages thirteen to seventeen 
may use the gymnasium facilities other than the Fitness Center without being 
accompanied by an adult, providing that a parental consent form for minors is 
completed by the parent as part of the process of obtaining an ID card. Children 
age twelve and under must be accompanied by an adult at all times and cannot 
have an ID card.

12.8.11. Guests
Members of the Seminary age eighteen and over may bring two (2) guests per 
visit, with a maximum of 4 visits during a calendar year. The guest must be 
accompanied by the member at all times. The guest must sign-in each time with 
the Seminary member. Children age seventeen and under may not bring guests at 
any time.

12.8.12. Group Use

12.8.12.1. Seminary Group Use
Seminary groups should schedule their use of the gym through the intramural director.
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12.8.12.2. Outside Group Use
Outside groups may use the gym when approved and authorized by the director 
of the Office of Housing and Auxiliary Services. Proper insurance coverage must be 
provided. Scheduling is done through the Office of Housing and Auxiliary Services, 
609.497.7730. Outside groups are only allowed to use the facilities they have been 
scheduled to use during their allotted time.

12.8.12.3. Scheduling Group Use
The intramural director schedules all Seminary groups who wish to use the 
basketball court Monday through Friday, 8:00 a.m. to 10:30 p.m. Outside groups 
may use the facility with permission from the Office of Housing and Auxiliary 
Services on Saturdays, from 9:00 a.m. to 3:00 p.m. Scheduling subject to change. 

12.8.13. Footwear
All groups/individuals must have the appropriate footwear. Only proper 
white-soled sneakers can be worn to use any of the basketball facilities. 

12.8.14. Bringing Equipment
Individuals should plan to bring their own equipment (basketballs, volleyballs, 
etc.). A volleyball net and stanchions are provided. 

12.8.15. Lockers
The top row of the gymnasium lockers may be reserved through the Office of 
Housing and Auxiliary Services. The bottom row of lockers is for daily use only and 
cannot be reserved. Lockers are not for long-term storage nor are they considered 
personal lockers. Lockers that are not reserved will have locks cut off and personal 
items in the locker discarded.
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13. Student Organizations and Activities

13.1. Student Government
The purpose of the Student Government is to represent the student body to the 
faculty and administration and to facilitate student involvement in campus life. It 
operates under a constitution approved by the student body, which consists of 
all regularly admitted and currently enrolled students. The Student Government 
supports the Seminary’s mission to prepare women and men in service to 
Jesus Christ in ministries of congregation, classroom, and the public arena. It is 
committed to exercising responsible leadership in the formation of a community 
of seminarians dedicated to a ministry of preparation and their scholarship.

13.1.1. Membership and Organization
The Student Government has five elected officers: moderator, vice moderator, 
clerk, treasurer, and student-faculty liaison:

These constitute the Executive Council. Among other duties, the moderator 
convenes the Student Government throughout the academic year. In addition to 
the elected officials described above, one representative and one alternate from 
each approved Seminary organization, recognized by the Student Government 
shall be appointed by the organization to represent itself to the Student 
Government. A full text of the Student Government constitution and the groups 
that make up the Student Government may be obtained from the clerk of Student 
Government or the Office of Student Life.

13.2. Student Activities

13.2.1. Fitness Program
The Office of Student Life coordinates a program of sports and recreation to meet 
the needs of students. The daily athlete and the “once in a while” player will both 
find opportunities for using the Seminary facilities, which include a gymnasium 
on the Tennent campus and an athletic field. Classes such as zumba, jiu-jitsu, 
kickboxing, and yoga are offered throughout the academic year. Intramural 
competition is coordinated through the Office of Housing and Auxiliary Services 
and includes flag football, basketball, and ultimate frisbee. Other sports, such as 
soccer, volleyball, kickball, and softball, are also organized. 

13.2.2. Theater Ticket Discount Program
Arranged through the Office of Student Life, this program provides discount 
coupons (up to 50% off) for Broadway and off-Broadway shows. There is generally 
a choice of five or six shows at any given time, and the choices change monthly. In 
many cases, tickets can be ordered by telephone with a credit card. Coupons are 
available in the Office of Student Life.
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Appendix A: Substance Abuse Prevention Policy
The dimensions of the substance abuse problem are enormous. In accordance with 
the Drug-Free Schools and Communities Act Amendments of 1989, the Seminary is 
committed to promoting an environment that supports the wellness and positive 
self-development of its members and allows everyone in the community to study 
and work unhampered by the problems and risks associated with the abuse 
of alcohol and the illegal use of drugs (e.g., loss of muscle control, headaches, 
increased likelihood of accidents, impaired judgment, personality disorders, 
addiction, and death). The Seminary expects all members of the community to 
demonstrate conduct and ethics consistent with preparation and formation for 
professional ministry.

A.1. Prohibition on Unlawful Activities
Members of the Seminary community are strictly prohibited from the manufacture, 
distribution, possession, sale, or use of illegal drugs on the campus or as part of 
any Seminary activity. All student social functions, organized and private, must 
be in compliance with federal and New Jersey state law, local ordinances, and 
Seminary policies. It is the responsibility of the host (or host organizations) to 
ensure compliance with those laws and rules.

New Jersey state law and local ordinances prohibit driving under the influence of 
alcohol and controlled dangerous substances; driving with an open container of 
alcohol in the car; the sale of such substances within 1,000 feet of elementary or 
secondary school property (including school buses); and employing a minor in a 
scheme to distribute controlled dangerous substances.

A.2. Alcohol

A.2.1. Sale of Alcohol
New Jersey statutes and local ordinances explicitly forbid the sale of alcoholic 
beverages unless the seller holds a state liquor license. The Seminary does not hold 
such a license for social functions on campus. No alcoholic beverages may be sold 
anywhere on campus. No admission (no matter how named) may be charged or 
accepted for cocktail parties or other drinking parties.

A.2.2.Drinking Age
The Seminary considers the use of alcoholic beverages in moderate amounts to 
be a matter of responsible personal choice. In accordance with New Jersey law, 
no person under 21 years of age shall possess, purchase, or consume alcoholic 
beverages on campus, nor shall any person at the Seminary offer, give, or sell 
alcoholic beverages to anyone under 21 years of age or who is intoxicated. It is also 
a violation of the law for a person under the legal drinking age to possess alcohol 
or to misrepresent his or her age, through the use of a fraudulent identification 
card or otherwise, in order to be served alcoholic beverages illegally.
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A.2.3. Use of Alcohol on Campus
Students are expected to maintain maturity and moderation in the private use of 
alcohol In the Seminary residence halls and apartments. 

Except as permitted pursuant to the following paragraph, no alcohol is permitted 
in hallways, meeting rooms, residential building lounges, and other common/
public areas within Seminary buildings or outside on Seminary property. 

The Seminary’s director of conferences and hospitality may provide for the service 
of wine in any of the Seminary’s facilities for events in the life of the community or 
outside groups. A request for this service must be made in advance of any event. 
An insured third-party bartender must pour the wine (the Seminary’s food service 
provider meets this requirement). Non-alcoholic beverages must be offered at any 
event at which wine is served.

A.2.4. Kegs of Beer
Kegs of beer are prohibited under all circumstances.

A.3. Other Drugs
New Jersey state law classifies heroin, cocaine, amphetamines, LSD, marijuana, 
and hashish, among other substances, as “controlled dangerous substances.” The 
possession, use, sale, or manufacture of such substances is subject to mandatory 
legal penalties in addition to Seminary disciplinary action.

A.4. Penalties
Any substance found in violation of this policy is subject to immediate confisca-
tion. Violations of the above policies will result in disciplinary action up to and 
including dismissal. A mandatory four-session assessment with an approved 
counselor and/or participation in and successful completion of an approved 
drug or alcohol abuse rehabilitation program may be required. For the range of 
Seminary disciplinary sanctions, see §7.3. 

More information about current federal laws, state laws and local ordinances 
concerning alcohol and controlled dangerous substances are available at the 
Security Office. Federal Drug Trafficking Penalties are found at justice.gov/dea/
druginfo/ftp3.shtml.

A.5. Reporting and Counseling
Persons who believe they have a substance abuse problem, who are concerned 
about someone who may have such a problem, or who wish to report a violation 
of this policy may speak with any of the following administrators:

Minister of the Chapel

Dean of Student Life and Vice President for Student Relations

Director of Student Counseling

Director of Human Resources

Associate Dean of Student Life and Director of Senior Placement
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A.6. Counseling Services
Confidential counseling services are available on campus by calling 609.497.7844 
or through Trinity Counseling Service at 609.924.0060 and located at 22 Stockton 
Street. Visit ptsem.edu/counseling for information on support groups, twelve-step 
programs, and treatment facilities, as well as confidential assessments for alcohol, 
mental health, self-care, and wellness.

A.7. Emergency Contact
Call 911 immediately if an individual may have overdosed on alcohol or drugs 
and may be at risk. A student in a psychological crisis should come directly to the 
Student Counseling Office in Scheide Hall during office hours. After hours, seek 
help from Seminary security staff through phone numbers reserved for psychologi-
cal crises: main campus 609.273.9727, and CRW 609.273.9726. A security officer will 
come to the person in crisis as quickly as possible, contact the director of student 
counseling or one of the administrators on the Psychological Crisis Response 
Team, and may help arrange transportation. Individuals can also go directly to 
the emergency room of the University Medical Center of Princeton at Plainsboro, 
or call Princeton House, the hospital’s psychiatric branch, at 609.497.3355. Crisis 
hotlines are 609.896.2120 or 609.585.2244 (If there is no answer, or the contact 
counselor is on another call, please call again). Princeton Police can be reached at 
609.921.2100. The number for West Windsor Township Police is 609.799.1222. In 
certain emergencies, the Seminary may try to reach the emergency contact person 
a student listed on his or her admission application.
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Appendix B: Sexual Harassment Policy

Visit titleix.ptsem.edu

Appendix C: Non-Discrimination, (Title VI), 
Policy and Procedures

Visit titlevi.ptsem.edu



Appendix D: Complaints Involving Title 
IX, Title VI, and The Rehabilitation Act

Princeton Theological Seminary does not discriminate on the basis of race, color, 
ancestry, age, gender, marital status, civil union status, military status, national 
origin, religious affiliation (except as religion may be a bona fide qualification), 
disability, sexual or affectional orientation, atypical hereditary cellular or blood 
trait of an individual, or any other characteristic protected by law in its admission 
policies, education programs, activities, or employment policies. 

The Seminary complies with the requirements of numerous federal laws in the 
administration of its mission and programs. These laws include Title VI of the 
Civil Rights Act of 1964, Title IX of the Education Amendments of 1972, and the 
Rehabilitation Act of 1973. These federal laws require the Seminary to designate 
an employee to coordinate its compliance with their requirements, and to be 
responsible for investigating complaints that might arise thereunder. Accordingly, 
any individual who believes he or she has been discriminated against by an 
individual or office acting for the Seminary, or who has witnessed discrimination 
against another, or who believes that the Seminary is not complying with the 
requirements of Title IX, Title VI, or the Rehabilitation Act, has the right to register 
a complaint and seek redress of his or her grievance. Except in cases of sexual 
harassment, the individual should take his or her complaint of discrimination or 
non-compliance with Title IX, Title VI, or the Rehabilitation Act to Victor Aloyo, 
director of multicultural relations (the “coordinator”) at the Multicultural Relations 
Office, 201 Templeton Hall or call 609.688.1941. Complaints of sexual harassment 
should be handled through the Seminary’s Title IX and Sexual Harassment Policy. 
See Appendix B. Complaints of racial discrimination or harassment should be 
handled through the Seminary’s Title VI Policy and Procedures. (See Appendix C).

The Seminary has adopted the following procedures to resolve specific allegations 
of discrimination or noncompliance with Title IX, Title VI, or the Rehabilitation 
Act. In addition, these procedures may be used by individuals to raise issues of 
alleged discrimination or noncompliance that they would like reviewed with the 
Seminary’s administrators. For a detailed overview, visit: titleix.ptsem.edu/. 

(1) Initial inquiries or complaints of discrimination should be directed to the 
coordinator, either in person or in writing. After receiving the initial inquiry, 
the coordinator will meet with the complainant to address the complain-
ant’s issues and explain the Seminary’s policies in an effort to resolve the 
complaint.

(2) If further clarification or resolution of the complaint is deemed necessary, 
specific questions of institutional policy or individual charges of discrimina-
tion must be filed in writing with the coordinator. The coordinator will then 
provide copies to appropriate parties and attempt to resolve the issue that 
has been raised by the complainant.

(3) Should steps one and two fail to resolve the complainant’s issue within a 
reasonable amount of time, the coordinator shall direct the complainant to 
use the relevant grievance procedure found elsewhere in this Handbook in 
order to resolve the complainant’s issue.
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Appendix E: Missing Student Notification Policy
Princeton Theological Seminary values the safety and well-being of every member 
of the campus community. In the event that a student has been missing for 24 
hours or more, the following procedures are to be followed:

1. Contact a member of the Crisis Team to report that a student is missing. 
Members of the team include: the senior vice president, the dean of 
student life and vice president for student relations, the associate dean of 
student life and director of student relations, the minister of the chapel, the 
security operations manager, and the directors of multicultural relations, 
field education, and student counseling.

2. If the initial report is not made to the director of campus security, the 
member of the Crisis Team receiving the report will immediately notify 
campus security.

3. After consultation, the Crisis Team will notify local law enforcement with 
jurisdiction over the area of campus from which the student has gone 
missing (Princeton Police for the main campus, West Windsor Police for the 
CRW campus).

4. The dean of student life and vice president for student relations or another 
designated member of the Crisis Team will make the necessary notification 
to an emergency contact person within 24 hours of receiving the report.
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Appendix F: Policy Regarding Romantic 
Relationships between Faculty and Students

F.1. Prologue

F.1.1. Responsible Faculty/Student Contact
Princeton Theological Seminary provides an environment for theological research 
and learning that includes frequent personal contact between faculty and 
students. Such contact, both inside and outside the classroom, is encouraged 
and highly valued, since the openness and cordiality of such meetings help make 
possible the intellectual, spiritual, and social growth that is among the goals of 
the Seminary. Faculty have the responsibility to relate to students in a manner 
consonant with the gospel, in ways that provide positive role models of Christian 
leadership, and in a manner that embodies the highest standards of professional 
ethics.

F.1.2. Fairness and Romantic Relationships
No Seminary regulation regarding faculty-student relationships should be 
understood as discouraging the development of the professional relationships and 
friendships that are an essential and desirable part of life together. Nevertheless, a 
romantic relationship between a faculty member and a student inescapably poses 
questions of fairness, proper use of power, and possible conflicts of interest, and 
it places the faculty member and the Seminary in a potentially hazardous legal 
situation.

F.2. Procedures

F.2.1. Notification and Professional Conduct
If the association between a member of the faculty and a student does develop 
into a romantic relationship, then the relationship becomes a matter of special 
concern not only for the two parties directly involved but also for the Seminary 
itself. Therefore:

(1) As a matter of professional ethics, the faculty member involved must 
immediately notify the dean of academic affairs and request to be removed 
from any and all official supervisory and evaluative responsibilities 
regarding the student in question, including grading, academic advising, 
serving on thesis committees, supervising the student as a teaching fellow 
or research assistant, and the like.

(2) Both the faculty member and the student should inform themselves 
about the Seminary policy regarding sexual harassment and must bear 
the responsibility for insuring that their relationship is in compliance with 
those policies, including the provision of written assurance of this to the 
Seminary, if requested.
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(3) The faculty member should recognize that romantic relationships, by their 
very nature and, often, by virtue of their visibility, bear a special burden 
to embody ethical commitments appropriate to the Christian faith. Sexual 
relations between a faculty member and a student not married or legally 
partnered to each other constitute unprofessional conduct.

F.2.2. Potential for Disciplinary Action
The Seminary will respect the privacy of its faculty and students and insures the 
freedom of persons in the Seminary community to form responsible and ethical 
relationships. If, however, a faculty member forms a romantic relationship in 
violation of any provision of this policy, the Seminary may institute disciplinary 
action, following the procedures outlined in Chapter Sixteen of the Faculty Manual.

F.2.3. Other Teaching Staff
This policy shall apply, mutatis mutandis, to all instructional personnel of the 
Seminary, including but not restricted to tutors, teaching assistants, preceptors, 
teaching fellows, graduate instructors, post-doctoral teaching fellows, field 
education supervisors, visiting professors, adjuncts, and administrative faculty.
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Appendix G: Snow and Severe Weather Policy
The Seminary’s policy regarding snow and severe weather emergencies is 
governed by two considerations: 

(1) The existence of a large residential population, together with a rather 
compact academic calendar, suggests that all reasonable efforts should be 
made to hold classes and examinations in spite of inclement weather; 

(2)  In the presence of significant snow accumulations, or the threat of such 
accumulation, normal campus services best can be maintained or restored 
when maintenance personnel do not have to contend with vehicles on 
campus roads or in areas in which employees park.

G.1. Classes and Examinations
(1)  In the face of snow or other weather-related emergencies, classes and 

examinations will be held as scheduled if this can be done with due regard 
to human safety and sound educational practice. If safety would appear 
to be unnecessarily compromised, or attendance would be so reduced as 
to make regular exercises unprofitable, classes or examinations may be 
canceled by the Seminary, or a delayed opening may be announced.

(2)  Where final examinations are canceled, they will be rescheduled by the 
registrar in consultation with the instructors concerned. Similarly, the 
registrar, in consultation with the instructors, will reschedule canceled 
seminars and other classes that meet for consecutive periods on a single 
day. Where only one class hour is affected by a cancellation, any resched-
uling will be done by the instructor in consultation with members of the 
class. 

(3)  Where a delayed opening for classes is announced, an abbreviated class 
schedule for the day will be distributed via email by the registrar. 

(4)  Canceled examinations and classes may be rescheduled for a Saturday, for 
a time early in the reading period, or for some other suitable occasion.

(5)  Where classes or examinations are held during weather emergencies, 
commuters are urged as safety permits to take public transportation or to 
adopt other measures that will reduce the influx of vehicles on the campus.

G.2. Administrative Offices
The senior vice president and chief operating officer may close the administrative 
offices of the Seminary, or announce (directly or through the director of facilities 
and construction) a delayed opening, either in the interest of safety or to enable 
maintenance personnel to clear snow accumulations. Under such circumstances, 
administrative services will be canceled, and persons in these departments are 
not to bring vehicles onto the campus without the approval of the senior vice 
president and chief operating officer.
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G.3. Announcement of Cancellations or Delayed Openings
Announcements of cancellations or delayed openings will be made via the PTS 
Alert System (see Appendix I.1.7. for additional information about the system). Any 
weather alert disseminated by the system will also be posted to the Seminary’s 
home page, ptsem.edu. Information regarding weather-related delays and closings 
may also be obtained by calling the Seminary’s main telephone number at 
609.921.8300. 
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Appendix H: Worship and Chapel Facilities

H.1. Prologue

H.1.1. Scheduling Procedures
Miller Chapel and Scheide Hall are available for use by groups whose purpose is 
consistent with the Seminary’s educational mission and ecclesiastical identity. 
Decisions regarding use of Miller Chapel and Scheide Hall are made by the minister 
of the chapel and the director of music in consultation with the president of the 
Seminary. Events sponsored by the institution have priority over those sponsored 
by outside groups, even though such groups may hold an earlier reservation. The 
following guidelines are designed to help in planning events and services.

H.1.1.1. Seminary Calendar
The Seminary publishes its academic calendar several years in advance. We 
encourage Seminary related individuals and groups to consult the Seminary 
calendar when initiating plans.

H.1.1.2. Regular Events
Certain regular events, such as the daily chapel services and opening convocation, 
hold a permanent place on the calendar and take priority over other requests.

H.1.1.3. Public Lectures
Public lectures that require the chapel are placed on the calendar as soon as 
arrangements for them have been made, generally during the preceding year.

H.1.1.4. Other Events
Other events are scheduled on a “space available” basis providing they are 
consistent with the mission and ecclesiastical identity of the Seminary.

H.1.1.5. Advanced Reservations
In the interest of fairness and flexibility, reservations normally are confirmed only 
for the current academic year, or late in the spring for the following academic year.

H.1.1.6. Special Cases
In spite of these precautions, sometimes under extraordinary circumstances, 
special services may take priority over prior reservations. However, every effort will 
be made to accommodate all requests. 

H.1.2. Contact for Reservations
For members of the Seminary community, requests to reserve Miller Chapel and 
the Gambrell Room of Scheide Hall are made through the online master calendar. 
We request that outside groups, contact the chapel office coordinator. The director 
of music will review and approve all requests for musical events. Other requests 
are reviewed and approved by the minister of the chapel in consultation with the 
director of music and the president of the Seminary as needed.
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H.1.3. If Facility Is Locked
If either Miller Chapel or Scheide Hall is locked upon arrival for a scheduled event, 
call Campus Security at 609.497.7777.

H.2. Rules of Use

H.2.1. All Users
Certain policies are applicable to all user groups. We are grateful for adherence to 
our policies regarding the use of Miller Chapel and Scheide Hall.

H.2.1.1. No Food or Beverages
Food and beverages are not permitted inside Miller Chapel.

H.2.1.2. No Moving Furniture
The communion table and chapel furniture/fixtures may not be moved, and 
decorations may not be added, without prior written permission of the minister 
of the chapel. The pulpit may not be moved under any circumstances except by 
authorized Seminary personnel. This is critical to maintain the integrity of the 
pulpit sound system. 

H.2.1.3. Use of Organ and Piano
The director of music approves the use of the organ and chapel piano.

H.2.1.4. Use of A/V Equipment and/or Outlets 
Chapel A/V equipment may not be used or moved, and no equipment may be 
plugged into chapel A/V outlets, except under the direction of the Educational 
Media Department. Pulpit microphones are permanently installed and are not to 
be removed.. The A/V console in the balcony is for use by authorized Seminary 
personnel only.

H.2.2. Private Groups
Requests frequently are received from private groups and individuals to use 
the Miller Chapel and Scheide Hall facilities. Such requests are governed by the 
following policies:

H.2.2.1. Hold Harmless Agreement/Certificate of Liability
Any private group or individual sponsoring an event in either facility must sign a 
Hold Harmless Agreement available in the Chapel Office. If an organization is not 
specifically invited on campus for the purpose of enhancing the educational or 
administrative activities of the Seminary, it must provide a Certificate of Insurance 
Liability. Reservations will not be confirmed until a Certificate is filed with the 
Chapel Office.
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H.2.2.2. No Charge for Admission
Admission charges, ticket sales, and offerings are normally not allowed. Exceptions 
can only be made with permission of the minister of the chapel and the director of 
music in consultation with the president of the Seminary.

H.2.2.3. Ushers and Service Bulletins
Under most circumstances, ushers and service bulletins are the responsibility of 
the group.

H.2.2.4. Celebration of Communion 
Celebration of the Lord’s Supper is to be authorized in advance by the minister 
of the chapel and the director of music, with the table being open to all baptized 
Christians. The group is responsible for communion ware and elements. If 
communion ware is needed, please place this request with the chapel office 
coordinator.

H.2.2.5. Seminary Sexton
A Seminary sexton will be present for all events that are scheduled in the Chapel 
and Gambrell Room of Scheide Hall. The sexton will be present for rehearsal, 
set-up, and breakdown as well as for the event itself. Although the sexton may 
render incidental assistance in making physical arrangements, the sexton does 
not provide custodial services.. Two Seminary sextons will be present at an event 
where permission has been given for tickets to be sold or offering taken.

H.2.2.6. Care of the Chapel
At the conclusion of the event, chairs and hymnals should be returned to their 
original locations, the room tidied, and items brought by the group removed. 
Custodial services are not usually available between events and scheduled uses.

H.2.2.7. Media Services
 The Educational Media Department does not typically provide services on 
evenings or weekends.

H.3. Special Policy for Weddings
As the schedule permits, Miller Chapel is available for weddings when the bride 
or groom, or a parent of either, is a student, graduate, trustee, or employee of the 
Seminary.

H.3.1. Reservations
Requests for reservations to use Miller Chapel for a wedding are made through 
the Chapel Office. Reservations may be sought up to one year in advance. If the 
requested date falls within the school term, the date may not be confirmed until 
the Seminary’s calendar is finalized. 
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H.3.2. Procedure
If permission is granted, a letter will be sent to confirm the date, time, explanation 
of fees, and the Chapel’s wedding policy. The couple to be wed are required to 
sign an agreement to comply with the Chapel’s wedding policy. A copy of the 
wedding policy may be obtained from the Chapel Office.

H.3.3. Forms, Fees, and Confirmation of Date
A date will be confirmed when the completed forms, together with a check or 
money order for the applicable fees, are received by the Chapel Office. 

H.4. Installed Instruments and Music Rooms

H.4.1. Joe R. Engle Pipe Organ
Use of the Joe R. Engle Pipe Organ in Miller Chapel is under the supervision of the 
director of music or, in their absence, the minister of the chapel. Priority for the use 
of the organ is as follows:

(1) Director of music.

(2) Persons designated as assistant organists for the stated chapel services of 
the Seminary.

(3) Regularly enrolled students of the Seminary and their spouses when 
approved by the director of music.

(4) Individuals from outside the Seminary community who are organ pupils of 
the director of music.

(5) Individuals who have been approved by the director of music to play for 
weddings and other special services.

H.4.2. Steinway Pianos
The Steinway pianos in the chapel and the Gambrell Room of Scheide Hall are 
available for use by those persons who have been approved by the director of 
music. They are not provided, however, for regular practice. Persons who wish 
to practice for a service of worship or recital, or who will be using one of these 
instruments for an approved event, may obtain a key from the Chapel Office. Keys 
should be returned the next business day. The pianos are not to be moved from 
their position in Miller Chapel or Scheide Hall by anyone other than the director of 
music. Requests to tune or move a piano may be made through the Chapel Office 
at least two weeks prior to the time this service is desired.

H.4.3. Piano Practice Rooms
Two piano practice rooms in the lower level of Scheide Hall are available for use 
by students and their spouses. They are available until 11:00 p.m. If Scheide Hall 
is locked (upon arrival to use one of the practice rooms), please call Seminary 
Security at 609.497.7777. Security will require a valid Seminary ID to grant access to 
the building. The use of the practice rooms is supervised by the director of music. 
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Appendix I: On-campus Misconduct and the Law

I.1. Members of the Seminary Community
On-campus misconduct by members of the Seminary community will normally 
result in internal disciplinary action, although in some instances the Seminary 
may deem it necessary to call upon external authorities and/or to file charges. In 
particular, misconduct by members of the Seminary community or others that 
inflicts or threatens to inflict personal injury or serious damage to property or 
causes a substantial loss of property, that severely impairs normal functions of the 
Seminary, or that cannot be adequately handled by the Seminary, may require 
the intervention of outside authorities. Although any member of the Seminary 
community may notify outside authorities concerning on-campus misconduct 
as he or she feels appropriate, a decision to notify authorities on behalf of the 
Seminary itself will be made by a senior officer of the Seminary or a specifically 
designated representative. Campus security personnel are also authorized to notify 
local law enforcement authorities when responding to reported sexual violence or 
other serious offenses.

The Seminary will not be bound by the decision of any other body in making a 
determination in its internal disciplinary proceedings. Depending on the severity of 
the offense, the Seminary reserves the right as a component of disciplinary action 
to sever the institutional relationship and declare that member “persona non 
grata” and ban him or her from campus for a limited or unlimited period of time.

I.2. Persons on Leave of Absence or Suspended or Withdrawn
On-campus misconduct by persons who are withdrawn, suspended, or on leave 
of absence from the Seminary will be evaluated before these persons may resume 
their status as regular members of the Seminary community.

I.3. Policy Regarding Persons Who Are Not Members of the 
Seminary Community

The Seminary reserves the right to declare a person who is not a member of the 
Seminary community a “persona non grata” and ban him or her from campus for 
a limited or unlimited period of time. Such a determination would ordinarily be 
made following an incidence of misconduct, but may be made for other reasons. 
Such a determination would be made in the sole discretion of the senior vice 
president and chief operating officer or his deputy after consulting with the 
president and any others he or she feels appropriate.

I.4. Video Surveillance
Video surveillance is used to protect both persons and property. Such technologies 
are to be used only to meet the Seminary’s critical goals for security in a manner 
that is ethical, legal, and sensitive to institutional values which include reasonable 
expectations for privacy, freedom of assembly, and freedom of expression. A copy 
of the Seminary’s Campus Video Surveillance Policy is available upon request by 
emailing security@ptsem.edu. 

 



Appendix J: Campus Security Policy

J.1. Campus Security
The safety and security of the Seminary community is of utmost importance. 
The Seminary has very little crime, but the potential for crime always exists. The 
Seminary is not immune to serious crime and seeks to promote safety on-campus, 
relying in part on the cooperation of its students and staff. 

J.1.1. Procedures to Promote Security
The Seminary uses various procedures to promote security and to heighten 
awareness of security concerns:

(1) Written notices addressing both general and specific security concerns are 
distributed, as needed, to members of the Seminary community.

(2) In October, the director of housing and auxiliary services distributes 
information to the entire Seminary community about ways to promote 
safety on-campus. 

(3)  The emergency response and recovery team regularly reviews campus 
safety and security matters and through the Seminary security operations 
team periodically offers educational presentations and seminars on 
emergency preparedness, safety, and crime prevention and awareness. 
Request a session for your group or organization by emailing, security@
ptsem.edu. 

(4)  Student deacons and HRAs are provided with supplementary training in 
basic procedures for encountering emergency situations.

(5)  A Seminary ID is used as a way to verify identity in particular situations.

(6)  A daily crime and fire log is maintained at Corporation Yard and is available 
for public review Monday–Friday during normal operating hours. The 
Annual Security and Fire Safety Report is distributed to the Seminary 
community.

J.1.2. Reasonable Measures for Self-Security
All members of the Seminary community should take reasonable measures 
to ensure their safety and the security of their possessions. Practical measures 
include:

(1)  Locking doors and windows, and securing unattended articles such as 
bicycles;

(2)  Noting the location of emergency exits and of fire safety and other 
emergency equipment and reporting items in need of repair;

(3)  Notifying campus security if someone is acting suspicious;

(4)  Abiding by regulations for the use of the gymnasium and other facilities;

(5) Avoiding solitary use of remote facilities;
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(6) Using Seminary ID card to access secured work and living spaces and 
closing doors that may have been propped open by others; 

(7) Avoiding leaving personal items unsecured or unattended in public areas. 

J.1.3.The Campus Security Service
Security is responsible for crime prevention and education, providing access to 
Seminary buildings and residences when properly requested, monitoring the 
safety needs of the Seminary community, and when requested serving as escorts 
for students and staff who find it necessary to travel across the campus late in the 
evening. Although uniformed and charged by the Seminary with enforcing its 
policies, security personnel are not commissioned police officers under New Jersey 
law; they are unarmed and do not have the power of arrest. Under some circum-
stances, therefore, it is necessary to involve local law enforcement personnel in 
dealing with campus incidents.

J.1.4. Security Dispatch
The telephone number for campus security dispatch is 609.497.7777, or extension 
7777 if calling from a campus phone. In addition, there are several emergency 
phones that provide a direct service to campus security dispatch, not to local 
police. Painted bright yellow with a blue light on top, these phones may be found 
at the following locations:

Adams House: in portico at front entrance

Mackay Campus Center: on left-hand wall of front porch

Library: (1) in main parking lot, where Armstrong Place ends; and (2) at 
opposite northeast corner of main lot by Carriage House

Tennent Hall: at rear of building, by ramp

Stuart Hall: side of the building, by ramp

Parking Structure: one on each of the three levels

Charlotte Newcombe Center: CRW Campus in front near entrance

CRW Campus: (1) to the right of the CN Center entrance; (2) in the pavilion 
between 501 Farber Road and 201 Loetscher Place; and (3) by the circle at 
the end of Farber Road

J.1.5. Emergency Procedures
Emergencies may be made more serious by a lack of early preparation. The 
emergency response and recovery team maintains an Emergency Response 
Guideline Manual, which is available online at security.ptsem.edu/. It is important 
in any situation to be aware of such things as one’s own location, exit routes, 
alarms, and important telephone numbers. In an emergency one should:

(1) Secure his/or her safety.

(2) Get to the nearest telephone or alarm.

(3) Call the police or Campus Security Dispatch (see I.1.6.), or activate 
the alarm.
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The emergency number for police, fire, rescue, or ambulance services is 911. Dial 
911 from within the Seminary telephone system, or call:

Princeton (Main and Tennent/Roberts campuses): 609. 921.2100

West Windsor (CRW/Witherspoon campus): 609.799.1222

Campus Security Dispatch: 609.497.7777

J.1.6. Reporting Procedures for Crimes and Other Emergencies
Emergency calls or reports of serious crimes (murder, rape, robbery, aggravated 
assault, domestic violence, dating violence, stalking, burglary, motor vehicle theft 
or other thefts) should first be made directly to the Princeton or West Windsor 
Police/Fire Departments. Members of the Seminary community are requested 
to also report emergencies and criminal activity to campus security. Rape and 
assault victims are encouraged to seek immediate medical attention. If a crime 
has been committed and rapid dissemination of information to the Seminary 
community is necessary, a notification will be prepared and distributed through 
the PTS Emergency Alert System. When a call is made to campus security dispatch, 
an officer will respond immediately to the situation and assess the need for 
additional personnel. Security or other employees receiving the report of an 
incident will advise victims of their option to file criminal charges with local law 
enforcement authorities as appropriate. The Seminary acknowledges that there 
may be instances when a pastoral or professional counselor becomes aware of a 
campus crime as a result of a confidential disclosure by a client. In these situations, 
the counselor must inform the client of appropriate procedures to report the 
crime. A confidential crime report may be submitted by the client through the 
director of counseling, the minister of the chapel, or the Campus Conduct Hotline: 
866.943.5787 or intouchwebsite.com/cch.

J.1.7. PTS Emergency Alert System
The Seminary maintains the PTS Emergency Alert System to help with communica-
tion during emergency situations, including those involving inclement weather. 
The system is capable of sending emails, texts, web messages, and automated 
voice calls in high volumes. In order to be alerted about an emergency other 
than through a Seminary email address, a community member must enter his 
or her contact information into the system. All Seminary community members 
are strongly encouraged to do this in order to maximize the possibility of 
being contacted during an emergency. Instructions as to how to enter contact 
information into the system are available at security.ptsem.edu/. Personal 
information entered into the system will only be used for communication 
regarding Seminary emergencies and will not be shared, sold, or used for any other 
purpose. Upon receiving an alert about an ongoing emergency situation, persons 
should: (1) seek shelter away from the emergency; (2) spread the word; and (3) 
refrain from calling campus security dispatch for updates. Updates will be provided 
via the PTS Emergency Alert System.
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J.1.8. Annual Crime Report
The Jeanne Clery Disclosure of Campus Security Policy and Campus Crime Statistics 
Act (20 USC § 1092(f)) requires the Seminary to disclose campus security and 
fire safety policy and campus crime statistics regularly to all current students 
and employees and, upon request, to prospective students and employees. The 
legislation seeks to encourage awareness and responsible action toward the 
goal of making the campus a safer place. The Seminary’s annual crime report is 
prepared by the security operations manager in conjunction with the associate 
director of financial aid, the dean of student life and vice president for student 
relations, and the director of housing and auxiliary services. Information is 
gathered from security incident reports and other documentation received from 
campus security, facilities, housing and auxiliary services, and student life and local 
police agencies. The Annual Security and Fire Safety Report is provided through 
an email message to all employees and students and is posted on the Seminary’s 
website at our.ptsem.edu/uploadedfiles/Security/Final-ASR-2014-9-30.pdf. Copies 
of the report are also provided to all prospective students, employees, and other 
interested personnel upon request. 

Federal law requires that institutions of higher education inform students 
regarding the availability of and access to sex offender registry data. New Jersey 
law authorizes the Division of State Police to make information about certain sex 
offenders (required to register under Megan’s Law) available online at http://www.
state.nj.us/njsp/info/reg_sexoffend.html.

J.2. Security and Prior Restraint

J.2.1. Security Measures for Campus Events
Security measures taken at on-campus events must be adequate to provide for the 
maintenance of order and to ensure the safety of those attending or participating. 
Within the Seminary, the senior vice president and chief operating officer, or his 
designee, is responsible for deciding whether security measures are necessary for 
a given event and for making appropriate arrangements. In consultation with the 
sponsors of the event and security operations team members, he or she will make 
appropriate security arrangements while also seeking to interfere as minimally 
as possible with the scheduled event and with the privacy and freedom of those 
attending.
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J.2.2. Access to Campus Facilities 
(1) All members of the Seminary community age 13 and older must have a 

Seminary ID card in order to use any campus facility. Children under the 
age of 13 must be accompanied by a valid Seminary ID cardholder when 
using Seminary facilities.

(2) When requesting access to any Seminary facility, security will verify authori-
zation by checking an individual’s Seminary ID card, and/or by confirming 
an event by checking the campus event schedule and security databases. 
Generally, permission will not be granted to areas not listed on an event 
schedule.

(3) Security cannot grant access to another person’s residence or office space 
without advanced written notice. In addition, these requests can only 
be granted under extreme circumstances and not mere convenience. 
Permission can be obtained by emailing security@ptsem.edu from a PTS 
email account. 

(4) Except as described below, members of the Seminary community will have 
access to campus facilities during normal hours of operation and under the 
policies relevant to each facility (see §12.8). Exceptions include: 

 (a) All Seminary organizations may restrict attendance at their meetings to 
members and their invited guests. 

 (b) Meetings of the faculty, the administrative staff, the board of trustees, 
and their committees are always closed. Invitations may be extended to 
nonmembers (only by the presiding officer of the body concerned). 

(5)  Access to Seminary facilities may also be restricted by the president or 
his or her designee in circumstances that affect health and well-being, 
that seriously threaten physical safety, that impair or seriously threaten to 
impair the ability of the Seminary to carry on its normal operations, or that 
threaten damage to Seminary property.

(6)  If the president or his or her designee determines that a physical search of 
those attending an event at a Seminary facility is necessary to the safety of 
the attendees or others, he/she may direct such a search as a condition for 
attendees’ entry to it. 

When a search has been authorized, those who do not wish to be searched should 
leave without being searched. Whenever possible, the fact that a search will be 
conducted will be publicized well in advance of an event. All such searches will be 
conducted by Seminary staff members unless others, similarly accountable to the 
Seminary or legally authorized, are requested by the president to act on behalf of 
the Seminary.
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J.2.3. Facilities Security and Fire Safety 
Facilities personnel maintain the buildings and grounds with a concern for 
safety and security. When broken windows, locks, or lights are reported to a 
security officer or discovered by officers on their daily rounds, they are reported 
immediately to facilities. These reports are responded to quickly, and the needed 
repairs or replacements are made to maintain a high level of safety and security 
for the campus. Periodic inspections are made of all campus lighting, trees 
and shrubbery, and emergency telephones, and recommendations are made 
for improved safety measures. All Seminary buildings are equipped with fire 
suppression systems that are inspected regularly. In the event of a fire alarm, all 
occupants are to immediately exit a building. Security or maintenance personnel 
will respond to determine the cause of the alarm, ensure that the building has 
been evacuated, and allow persons to return when safe.

All residence halls and apartments have automatic fire alarm systems, sprinklers, 
and smoke detectors, which are inspected regularly. Fire alarm drills are conducted 
twice a semester for all residence halls and apartment buildings on the Main 
Campus: Alexander, Brown, Hodge, Tennent, and Roberts halls, as well as Payne 
Hall. Fire safety inspections of all student housing facilities are performed regularly 
by members of the housing staff, facilities, and local fire code officials. In addition, 
fire safety information is distributed through the Office of Housing and Auxiliary 
Services. The Seminary’s housing policies prohibit the use of heat-producing 
electrical appliances, open flames of any kind, or flammable or combustible 
holiday decorations and liquids. All fire safety guidelines included in residence hall 
and apartment lease agreements are to be followed.
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Appendix K: Childbirth and Adoption 
Accommodation Policy

K.1 Purpose of the Policy
This Childbirth and Adoption Accommodation Policy offers students an “accom-
modation period” as an alternative to an official leave of absence and is intended 
to provide the support and curricular flexibility for students to finish their 
programs in a timely manner. The policy provides eligible full-time students 
enrolled in the Seminary’s degree programs and in good academic standing, a 
period of accommodation during which academic obligations are reduced or 
suspended. Administration of and revisions to this policy are the responsibility of 
the Office of Academic Affairs.

K.1.1. Eligibility for an Accommodation Period
(1) Eligibility for an accommodation period is not automatic but is determined 

by the associate dean for academic administration in the Office of 
Academic Affairs on the basis of a timely application. In the case of Ph.D. 
students, applications are reviewed and eligibility is determined by the 
associate dean for academic administration in consultation with a student’s 
residence or dissertation committee. In the case of masters’ students, 
applications are reviewed and eligibility is determined on a case-by-case 
basis by the associate dean for academic administration in consultation as 
needed with the appropriate Seminary offices and faculty committees.

(2) Female students who give birth during the regular full-time enrollment 
period for the degree program may apply for a one-semester accommo-
dation period from the date of birth of the child; an earlier date may be 
arranged if deemed medically necessary and approved by the associate 
dean for academic administration.

(3) Parents who assume primary caregiving responsibilities for a newborn or 
newly adopted pre-school child during the regular full-time enrollment 
period for the degree program may apply for an accommodation period 
within the child’s first year of life or placement. To meet the definition of 
primary caregiver, the student must either be a single parent or a parent whose 
spouse or partner is employed full-time. 

(4) In cases where both parents are in their regular full-time enrollment period 
for the degree program at Princeton Theological Seminary, only one of 
them is eligible for an accommodation period.
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K.1.2 Application for an Accommodation Period
(1) Students who anticipate requesting an accommodation period should 

meet with their academic advisor and the associate dean for academic 
administration as early as possible to plan for their accommodation.

(2) A student requesting an accommodation period must submit an 
application to the associate dean for academic administration in the Office 
of Academic Affairs no less than three months before the expected due 
date or adoption placement date. Exceptions to the three-month rule may 
be arranged only with prior approval from the associate dean for academic 
administration.

K.1.3 Accommodations
(1) Eligible students may apply for a temporary suspension of major academic 

deadlines and responsibilities for a period of one semester, during which 
time the student will continue to engage in academic work at a reduced 
level and retain full-time status, which means that Princeton Theological 
Seminary’s institutional funding will continue, housing will remain in 
place, and health insurance benefits will remain intact. Students who are 
recipients of external fellowships, grants, loans, or other non-PTS funding 
should inform the external award agency and comply with any policies 
and conditions of the funding agency. For federal aid purposes, six credits 
or greater is required for full-time status for masters’ students; for Ph.D. 
students, determination of full-time status is determined by the Ph.D. 
Studies Committee.

(2) During the accommodation period, the modification of departmental or 
program expectations will be determined by the eligible Ph.D. student in 
consultation with his or her residence or dissertation committee and the 
associate dean for academic administration. For eligible masters’ degree 
students, provisions for the accommodation period will be made in con-
sultation with the associate dean for academic administration and the 
registrar. Accommodations may include, but are not limited to: extension 
of course, examination, and dissertation chapter deadlines; modification 
of the timing or format of comprehensive examinations; attendance of 
courses remotely by Skype or webinar; and, fulfillment of departmental 
requirements through independent study.



(3) Another possible accommodation includes extending the length of the 
degree program. Eligible Ph.D. students may petition the Ph.D. Studies 
Committee for an extension of program length (i.e., from nine to nine and 
a half years). Eligible masters’ students may apply to the associate dean 
for academic administration for one additional semester of enrollment in 
order to complete program requirements. These latter applications will 
be reviewed and acted upon on a case-by-case basis by the associate 
dean for academic administration. Should an extension of program length 
be granted, whether for Ph.D. or masters’ students, it is understood that 
financial assistance from the Seminary will not be continued or extended 
for the additional period.

K.1.4. Resumption of Full-Time Studies
A student returning from the accommodation period must notify in writing the 
associate dean for academic administration who certifies to the registrar and other 
appropriate offices that the student may resume full-time studies.
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Appendix L: Faculty Committees 
July 1, 2015–June 30, 2016

President of the Faculty:  Mr. Barnes
Secretary of the Faculty:  Mr. Wall
Dean of Academic Affairs:  Mr. Kay
Faculty Marshals:  Ms. Gross, Mr. Rorem, Mr. Olson

Department Chairpersons:
Biblical Studies: Mr. Parsenios
History and Ecumenics: Ms. McKee
Theology: Ms. Duff
Practical Theology: Mr. LaRue

1. Admissions Committee 
 Mr. Rorem, Chair
 Ms. D. Davis
 Mr. Dewrell 
 Ms. Lee
 Mr. Graham
 Mr. Aloyo, ex officio (with vote)
 Mr. McCollum (with voice)
 Mr. Spina, Secretary, ex officio 

(with vote)
 Mr. Wall (Fall) (with voice)
 Mr. White, ex officio (with vote)
 Ms. Williams (Spring) (with voice)
 Ms. Leone, Recording Secretary

1a. International Admissions 
Sub-Committee

 Ms. McKee, Chair
 Mr. Aloyo
 Mr. Son
 Mr. Spina
 Mr. Wall (Fall)
 Ms. Waters
 Ms. Williams (Spring)
 Ms. Huston, Recording Secretary

2. Barth Center Advisory Committee
 Mr. Guder, Chair
 Mr. Barnes
 Ms. Duff
 Mr. Froehlich
 Mr. McCormack
 Mr. Migliore

3.  Biblical Studies Search Committee
 Mr. Olson, Chair
 Mr. Allison
 Ms. Barreto
 Ms. Charry
 Ms. Lapsley
 Ms. Lee
 Mr. Kay

4. Congregational Studies Search 
Committee

 Mr. Osmer, Chair
 Ms. Bowens
 Ms. Gross
 Mr. Rorem
 Mr. Kay

5. Curriculum Assessment 
Committee 

 Mr. Olson (Fall), Chair
 Mr. Moorhead (Spring), Chair 
 Ms. Charry 
 Mr. Brothers
 Mr. Parsenios (Spring)
 Mr. Rorem (Fall) 
 Ms. Oliver, ex officio (with vote)
 Mr. White, ex officio (with vote)

6. D.Min. Task Force 
(*=Subcommittee)

 * Mr. Kay, Chair
 Mr. Black
 * Ms. Dean
 * Ms. Lapsley
 Mr. McCormack
 Ms. Pierce
 * Ms. Oliver, Staff

7. Faculty Advisory Committee 
on Diversity

 Ms. Pierce, Chair
 Mr. Aloyo (with voice)
 Ms. Lapsley
 Ms. Waters
 Mr. White
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8. Faculty Directors
 Barth Center, Mr. McCormack
 Black Church Studies, Ms. Pierce
 Theology and Gender Studies, 

Ms. Lapsley

9. Faculty Evaluation and 
Promotion Committee

 (Inactive 2015–2016)
 Ms. Dean
 Ms. Hunsinger
 Mr. Rorem
 Mr. Kay, ex officio (with voice)
 Mr. Allison (Alternate)

10. Faculty Panel on Student Review
 Mr. Black, Chair
 Ms. Hunsinger
 Alternates: Ms. Gross (Fall); 

Mr. Young (Spring) 
 Mr. Wall, ex officio (Secretary) (Fall)
 Ms. Williams, ex officio (Secretary) 

(Spring)

11. Faculty Planning Committee
 Ms. Lapsley, Chair 
 Mr. Barnes
 Ms. Charry
 Mr. Dykstra 
 Mr. Kay
 Ms. Pierce

12.  Faculty Support and 
Development Committee

 Mr. Johnson, Chair
 Mr. Deming
 Mr. Kay
 Ms. Lee
 Mr. Rainey 
 Ms. Angelucci, Recording Secretary

13. Fulbright Committee
 (inactive 2015–2016)
 Mr. Charlesworth, Chair and Liaison
 Mr. Appold
 Mr. McCormack
 Mr. Kay

14. Library and Technology Advisory 
Committee

 Mr. Dobbs-Allsopp, Chair
 Mr. Barreto
 Mr. Berg
 Mr. Charlesworth 
 Mr. French
 Mr. Murray
 Ms. Rounds
 Ms. Skrebutenas
 Mr. Vorp, ex officio (with vote) 

15. Masters’ Studies Committee 
 Mr. Brothers, Chair and Director
 Ms. Bowens
 Mr. Deming
 Mr. Taylor 
 Ms. Dunn ex officio (with voice)
 Mr. Wall (Fall) (with voice)
 Ms. Williams (Spring) (with voice)

16. Ph.D. Studies Committee 
 Mr. Mikoski, Chair and Director 

(Practical Theology); augmented 
at admissions by Ms. Brown

 Mr. Allison (Biblical Studies); 
augmented at admissions 
by Ms. Lapsley

 Mr. Appold (History & Ecumenics); 
augmented at admissions 
by Mr. Young 

 Mr. McCormack (Theology); 
augmented at admissions 
by Ms. Duff

 Ms. Dunn, ex officio (with voice)

 17. Religion and Society Committee
 Mr. Taylor, Chair
 Mr. Adogame (Spring) 
 Mr. Barreto
 Mr. Dobbs-Allsopp
 Mr. Johnson
 Ms. Pierce
 Mr. Young (Spring)

18. Theology Search Committee
 Mr. McCormack, Chair
 Ms. Brown
 Mr. Graham
 Mr. Johnson
 Ms. McKee
 Mr. Rainey
 Mr. Kay 

19. Worship and Preaching 
Search Committee

 Mr. LaRue, Chair
 Mr. Black
 Mr. Brothers
 Ms. McVey
 Mr. Kay

Note: “The President of the Seminary and the 
Dean of Academic Affairs are members (with 
vote) of all committees of the Faculty, unless 
otherwise specified in this manual” (Faculty 
Manual, 8.1.1). Therefore, when the President 
and Dean of Academic Affairs are listed above 
in the committee roster, this is only to indicate 
those committees that they will plan to attend 
regularly during the academic year..



Faculty on Leave 2015–2016

Mr. Adogame (Fall)

Mr. Bowlin (Year)

Ms. Gross (Spring) 

Mr. Hunsinger (Year)

Mr. Moorhead (Fall) 

Ms. McVey (Year)

Mr. Olson (Spring)

Mr. Young (Fall) 
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Directory of Services
Seminary offices are open from 8:30 a.m. to 4:30 p.m., Monday through Friday 
during most of the year. Offices close at 1:00 p.m. on Fridays from June through 
August. Administrative services frequently sought include:

Service Department Location Phone

Car Registration Housing and Auxiliary 
Services

203 Templeton 497.7730

Certifications and 
Verifications

Registrar 308 Templeton 497.7820

Classroom 
Assignments

Registrar 308 Templeton 497.7820

Chapel and Pastoral 
Care

Chapel Office 108 Scheide 497.7890

Child Care Dupree Center for 
Children

400 Emmons Drive 951.9866

Counseling for 
Students and Spouses

Office of Student 
Counseling

103 Scheide 497.7884

Course Extensions Academic Affairs 124 Administration 497.7818

Denominational 
Liaison

Student Life 204 Templeton 497.7882

Academic Disability 
Accommodation

Student Life 204 Templeton 497-7882

Duplicating Duplication Services Contact Mailroom 497.7713

Education Education and 
Formation

100 Tennent 497.7919

Employment Human Resources 13 Administration 497.7720

Examination 
Extensions

Academic Affairs 124 Administration 497.7818

Faculty Matters Academic Affairs 126 Administration 497.7815

Field Education 
Matters

Field Education 304 Templeton 497.7970

Financial Assistance Admissions and 
Financial Aid

 208 Templeton 497.7805

Grade Information Registrar 308 Templeton 497.7820

Graduation Matters Registrar 308 Templeton 497.7820

Health Insurance Admissions and 
Financial Aid

208 Templeton 497.7805

Housing Housing and Auxiliary 
Services

203 Templeton 497.7730

ID Cards Housing and Auxiliary 
Services

203 Templeton 497.7730
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Service Department Location Phone

Immigration and Visa 
Matters

 Multicultural Relations 201 Templeton  524.1962

Loan Deferment Registrar 308 Templeton 497.7820

Lockers, Stuart Housing and Auxiliary 
Services

203 Templeton 497.7730

Lost and Found Business Office 2 Administration 497.7705

Mail Services Mailroom Mackay Campus 
Center

497.7713

Notary Public  Bursar 16 Administration 497.7704

Parking Permits Housing and Auxiliary 
Services

203 Templeton 497.7730

Ph.D. Matters Ph.D. Studies/
Academic Affairs

126 Administration 497.7818

Registration Registrar 308 Templeton 497.7820

Room Usage Housing and Auxiliary 
Services

203 Templeton 497.7730

Senior Placement Student Relations 204 Templeton 497.7882

Student Accounts Bursar 16 Administration 497.7704

Student Concerns Student Life 204 Templeton 497.7880

Student Counseling Office of Student 
Counseling

103 Scheide Hall 497.7844

Student Recruitment Admissions 208 Templeton 497.7805

Summer Session Registrar  308 Templeton 497.7820

Traffic Violations Bursar 16 Administration 497.7704
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Directory of Faculty
Some members of the faculty post office hours when they intend to be available 
for visitors without an appointment. Most have found, however, that this practice 
does not serve students’ schedules well and instead, they prefer to meet with 
students by appointment. Arrangements generally are made after class, by email, 
or by calling the appropriate faculty secretary.

Professor Office Location Telephone Secretary Email

Adogame, Afe 
*(Fall)

103 Hodge Hall 430-2788 Reed 7724 afe.adogame@ptsem.edu

Allison, Dale C. 107 Hodge Hall 7967 Reed 7724 dale.allison@ptsem.edu

Appold, Kenneth 005 Tennent 
Hall 

3664 Attride 
7980

kenneth.appold@ptsem.edu

Barnes, Craig 132 
Administration 
Building

7800 7800 presidents.office@ptsdm.edu

Barreto, 
Raimundo C.

333 Lenox 
House

7763 Davis 7835 raimundo.barreto@ptsem.edu

Black, C. Clifton 101 Hodge Hall 7762 Reed 7724 clifton.black@ptsem.edu

Bowlin, John *(AY) 37 Carriage 
House

3665 McGough 
7949

john.bowlin@ptsem.edu

Bowens, Lisa 011 Tennent 
Hall

7856 Attride 
7980

lisa.bowens@ptsem.edu

Brothers, Michael 111 Templeton 
Hall

7979 DiViaio 
7963

michael.brothers@ptsem.edu

Brown, Sally A. 14 Mackay 
Campus Center

688.1633 DiViaio 
7963

sally.brown@ptsem.edu

Charlesworth, 
James H. 

313 Lenox 
House

7920 Davis 7835 james.charlesworth@ptsem.edu

Charry, Ellen 117 Hodge Hall 7952 Reed 7724 ellen.charry@ptsem.edu

Dean, Kenda C. 105 Tennent 
Hall

7913 7910 kenda.dean@ptsem.edu

Deming, James C. [Private office] 497.0789 Attride 
7980

james.deming@ptsem.edu

Dewrell, Heath 320 Lenox 
House

3661 Davis 7835 heath.dewrell@pstem.edu

Dobbs-Allsopp, 
F. W. 

324 Lenox 
House

7924 Davis 7835 chip.dobbs-allsopp@ptsem.edu

Duff, Nancy J. 114 Tennent 
Hall

7809 Attride 
7980

nancy.duff@ptsem.edu

Dykstra, Robert C. 108 Hodge Hall 252.2115 Reed 7724 robert.dykstra@ptsem.edu

Graham, Gordon L. 110 Hodge Hall 7849 Reed 7724 gordon.graham@ptsem.edu

Gross, Nancy 
Lammers 
*(Spring)

103 Templeton 
Hall

7963 DiViaio 
7963

nancy.gross@ptsem.edu



Professor Office Location Telephone Secretary Email

Hunsinger, 
Deborah vD. 

15 Mackay 
Campus Center

7884 Reed 7724 deborah.hunsinger@ptsem.edu

Hunsinger, George 
*(AY)

102 Hodge Hall 252.2114 Reed 7724 george.hunsinger@ptsem.edu

Johnson, Stacy 104 Hodge Hall 7922 Reed 7724 stacy.johnson@ptsem.edu

Kay, James F. 126 
Administration 
Building

7815 7815 james.kay@ptsem.edu

Lapsley, 
Jacqueline E. 

321 Lenox 
House

7855 Davis 7835 jacqueline.lapsley@ptsem.edu

LaRue, Cleophus J. 102 Templeton 
Hall

7874 DiViaio 
7963

cleo.larue@ptsem.edu

Lee, Bo Karen 103 Tennent 
Hall

7983 7910 bokaren.lee@ptsem.edu

McCormack, 
Bruce L. 

36 Carriage 
House

7987 McGough 
7949

bruce.mccormack@ptsem.edu

McKee, Elsie A. 013 Tennent 
Hall

7989 Reed 7724 elsie.mckee@ptsem.edu

McVey, Kathleen 
E. *(AY)

106 Hodge Hall 7996 Reed 7724 kathleen.mcvey@ptsem.edu

Mikoski, Gordon 104 Tennent 
Hall

7739 7910 gordon.mikoski@ptsem.edu

Moorhead, James 
H. *(Fall)

112 Hodge Hall 7984 Reed 7724 james.moorhead@ptsem.edu

Nyomi, Setri                                      
(Mackay 
Professor-Spring)

38 Carriage 
House

7976 McGough 
7949

setri.nyomi@ptsem.edu

Olson, Dennis T. 
*(Spring)

111 Hodge Hall 7769 Reed 7724 dennis.olson@ptsem.edu

Osmer, Richard R. 113 Mackay 
Campus Center

7769 7910 richard.osmer@ptsem.edu

Parsenios, George 
L. 

109 Hodge Hall 688.2669 Reed 7724 george.parsenios@ptsem.edu

Pierce, Yolanda 114 Hodge Hall 3667 Reed 7724 yolanda.pierce@ptsem.edu

Rainey, Brian 335 Lenox 
House

7738 Davis 7835 brian.rainey@ptsem.edu

Rorem, Paul E. 022 Tennent 
Hall

7998 Attride 
7980

paul.rorem@ptsem.edu

Taylor, Mark L. 115 Hodge Hall 7918 Reed 7724 mark.taylor@ptsem.edu

Waters, Sonia E. 113 Hodge Hall 524.1987 Reed 7724 sonia.waters@ptsem.edu

Young, Richard F. 
*(Fall)

116 Hodge Hall 7775 Reed 7724 richard.young@ptsem.edu

*On Sabbatical
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Administrative 
Faculty

Office Location Telephone Secretary Email

Davis, Deborah 304 Templeton 
Hall

497.7970 7970 deborah.davis@ptsem.edu

Tel, Martin 105 Scheide 
Hall

497.7890 7890 martin.tel@ptsem.edu

Post-Doctoral 
Teaching Fellow

Office Location Telephone Secretary Email

Harris, Yvette Joy 109 Templeton 
Hall

497.7992 DiViaio 
7963

yvette.harris@ptsem.edu
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Notes



POLICE/FIRE/RESCUE

Emergencies requiring police, fire fighters, or ambulance should be reported to 911 using 
the nearest available telephone.

In non-emergency situations, call the numbers below directly.
 PRINCETON (main campus residents) 609.921.2100
 WEST WINDSOR TOWNSHIP (CRW campus residents) 609.799.1222
 Campus Security/Dispatch 609.497.7777

CAMPUS SECURITY

After informing local authorities, matters of security emergencies should also be reported 
immediately to the Seminary’s security dispatch at 609.497.7777, or extension 7777 if calling 
from a campus phone. In addition, there are several emergency phones that provide a direct 
service to Campus Security Dispatch, not to local police. The phones are bright yellow with a 
blue light on top, they may be found at the following locations:
 Adams House: in portico at front entrance
 Mackay Campus Center: on left-hand wall of front porch

Library: (1) in main parking lot, where Armstrong Place ends; 
and (2) at opposite northeast corner of main lot by Carriage House

 Tennent Hall: at rear of building, by ramp
 Stuart Hall: side of the building, by ramp
 Parking Structure: one on each of the three levels
 Charlotte Newcombe Center: CRW Campus in front near entrance

CRW Campus: (1) to the right of the CN Center entrance; (2) in the pavilion 
between 501 Farber Road and 201 Loetscher Place; and (3) by the circle at the 
end of Farber Road

NOTE: If a security call box is used to report an emergency that requires a response from police, 
inform the dispatcher answering your call that it is an emergency.  Provide the location of the 
security box from which you are calling and tell the dispatcher to call 911 for you.

Should there be a plumbing, heating, or electrical emergency, please call the Facilities Office 
at 609.497.7778 between 8:00 a.m. and 4:30 p.m., weekdays, or email, facilitiesrequest@ptsem.
edu. After hours, on holidays, and on weekends call,

609.497.7777 (Main Campus and CRW Campus).

For after-hours psychological crises only: 
Main campus 609.273.9727 
CRW Campus 609.273.9726




