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[bookmark: _Toc450127197][bookmark: _Toc469486040]Introduction
PVBI administration gives hearty gratitude to ABHE and to the Commission on Accreditation (CoA) for the blessing that the accreditation process has been to the institution.  The administration further expresses warm thanks to the Evaluation Team for their professional and very personable visit to Penn View. 

When the Evaluation Team arrived for a meal together with the Administration, the evening of October 11, 2016, the institution presented a special folder to each Team member, containing 1) an Updates document describing progress made since the submission of the Self-Study on May 16, 2016, 2) Catalog, 3) Application Packet, 4) ViewBook, 5) Campus Map, 6) Building Map, and 7) a Schedule with detailed appointments that each Team Member had requested.  In addition, the following documents were provided in the Team Room at the institution either in hardcopy or on seven identical USB drives, one presented to each Team member for use during the visit.
 
	Document
	Hardcopy
	Digital

	SS Compliance document
USDE Regulatory Requirements
	
	CoA Portal, USB

	SS Assessment Plan (AP)
AP Appendix C Faculty/Staff Perception Survey
AP Appendix D Student Survey
AP Appendix E Student Course Evaluation
AP Appendix F Wesleyan Wellness Profile
     and other assessment instruments and reports
	
	CoA Portal, USB

	SS Planning Document
	
	CoA Portal, USB

	SS Exhibits 
A Recognition in the Commonwealth of Pennsylvania includes
	Articles of Incorporation, 
	Letter from PDE Rod Niner, 
	Certificate from State Board of Private Licensed Schools
	Email from Albert Happ clarifying extent of license
B Organization Chart
C Academic Acceptance by Other Institutions
D Academic Program Requirements
E Board of Directors Handbook 
	(includes Constitution and Bylaws)
F Christian Service Handbook
G Student Services Handbook
H Resident Assistants Handbook
I Enrollment Management Plan
J Faculty and Staff Contract
K Faculty and Staff Handbook (also an updated version)
L Financial Audit (2014-2015)
M Financial Policy (also an updated version)
N Library Handbook
O Student Handbook
P Technology Plan
Q Student Network, Internet, and Email Acceptable Use Policy
R Administrative and Educational Support (AES) Units
S Statement of Academic Rigor (also an updated version)
	








Two hardcopies of the Administrative Handbook which contains all Exhibits E through I, K, M, N, O, Q were placed in the Team Room.
	CoA Portal, USB

	SS Catalog Plus
Catalog
Application Packet
PVBI Viewbook
Information Card for prospective students
	
Hardcopy in folder as above
Hardcopy in folder as above
Hardcopy in folder as above
	CoA Portal, USB

	ABHE Statistical Abstract
	
	CoA Portal, USB

	Updates presented to the ABHE Evaluation Team, October 12, 2016
	Hardcopy in folder as above
	USB

	Board of Directors Minutes
	Hardcopy
	

	ABHE CoA Action Letter of February 2016
ABHE CoA Action Letter of June 2016
	
	USB

	Administrative Committee Meeting Minutes
	
	USB (108 files)

	Coordinator for Institutional Effectiveness documents
	
	USB (37 files)

	Expanded Faculty Roster
	
	USB (10 files)

	Faculty Meeting Minutes
	
	USB (126 files)



[bookmark: _Toc450127201][bookmark: _Toc469486041]Standard 1 – Mission, Goals, and Objectives
The Team made no recommendation regarding Standard 1.

In response to the Team suggestion (Standard 1, EE1) that the Board schedule periodic reviews of the Mission Statement, the Assessment Plans (2012, 2016) scheduled these periodic reviews.  The Board of Directors and the Faculty completed this action in 2015.

[bookmark: _Toc469486042]Standard 2 – Student Learning, Institutional Effectiveness, and Planning
[bookmark: _Toc450127210][bookmark: _Toc469486043]Standard 2A – Assessment of Student Learning and Planning
Recommendation:
1) The team recommends that the Institution utilize multiple means of measurement(s) to validate expected learning outcomes

EE3. A written plan of ongoing outcomes assessment that articulates multiple means to validate expected learning outcomes and that is subjected to a periodic review process.

The Assessment Plan (2016) continues to guide the evaluation of student learning, which in turn reflects on instructional effectiveness.

On May 31, 2016, the Faculty reviewed data from the Graduates’ Survey administered this spring and concluded that questions regarding worldview appear to be positively consistent with the Institutional Goals.  Although this is a small sampling, the data indicate that graduates hold the worldview which PVBI strives to integrate; and the Faculty were satisfied with these responses.

On June 1, 2016, the Faculty evaluated papers from Introduction to Philosophy class with the purpose of evaluating composition skills and the degree to which students’ worldviews are Christian.  The Faculty agreed that skills learned in English Composition I and II are not being transferred to students’ writing in other classes. They further resolved that faculty members be more alert to compositional matters in grading and move toward more specificity in grading. Instructors are to include line items for compositional assessment within the grade structure.  A training session in the use of grading rubrics is planned for a future faculty meeting.  Faculty concluded that, generally speaking, all of the papers indicated a Biblical worldview

Student Course Evaluations are collected each semester for each class, and faculty members respond to the Academic Dean in writing how they plan to adjust their instruction as a result of that feedback.  Faculty members may also give explanations for their strategies if they decide not to make an adjustment.  In October 2016, the data and the responses from the previous academic year were made available to the appropriate Team Members.

The Coordinator of Institutional Effectiveness has continued to research various Employer Surveys including the Noel-Levitz Employer Satisfaction Survey and the cooperative effort with God’s Bible School and four other colleges that was already successful with the Graduates Survey and the New Student Survey.  Supervisors of internships and student teaching are already completing evaluation forms of the students’ performance; these will be integrated into the assessment process. 

The Assessment process continues to mature.

[bookmark: _Toc469486044]Standard 2B – Assessment of Institutional Effectiveness and Planning
Recommendation:
1) Because the plan currently lacks full implementation, the team recommends that the Institution fully implement and analyze assessment data for the use of the results by appropriate constituencies for the purpose of improvement.

EE2. Meaningful analysis of assessment data and use of results by appropriate constituencies for the purpose of improvement.
EE3. Substantial documentation issuing from its assessment processes that the institution is effective in fulfilling its mission and achieving its goals and objectives.

PVBI is expanding the use of Nichols and Nichols (2005) 5-column charts for all Administrative and Educational Support Units (AES).  As the Team Report mentioned, implementation of the Assessment Plan spreads out through three phases.  Appendix A displays the full listing of AES units color-coded according to level of completion.

	Phase 1
Introduction
	2015-2016
	Completed
This included 1) selecting the most important AES units to prepare 5-column assessment charts, 2) instructional sessions, and 3) beginning stages of preparing 5-column charts.

	Phase 2
Initial Implementation
	2016-2017
	In process and on schedule
This includes 1) further instructional sessions, 2) data sharing, 3) completion of 5-column charts for AES units targeted for completion by May 2017.
Steering Committee decided that certain AES units were sufficiently covered by a superior unit and would not need separate charts of their own.  Out of 26 units that will need charts, 21 were targeted for completion by May 2017.  As of October 2017, 16 of the 21 were completed. All six major Administrative Areas are well represented by the targeted AES units.

	Phase 3
Full Implementation
	2017-2020
	In process
This will include 1) instructional sessions, 2) preparing 5‑column charts for the remainder of the AES units, and 3) ongoing instruction and guidance for the annual completion of 5-column charts in all AES units.



Assessment in nearly all the AES units is functioning with each unit capable to use the data.  The Coordinator of Institutional Effectiveness has conducted a review of line items and the data from three of the major surveys to make the personnel from various AES units aware of the contents of the surveys and to facilitate their using the results in decision making.  Full Implementation is on schedule and will place all AES units in the assessment cycle.

As mentioned under Standard 2A, faculty members respond to the Student Course Evaluation (SCE) results in writing to the Academic Dean how they plan to adjust their instruction as a result of the SCE data.

[bookmark: _Toc450127255][bookmark: _Toc469486045]Standard 3 – Institutional Integrity
The Team made no recommendation regarding Standard 3.

In response to the Team suggestion (Standard 3, EE2), the Institute Faculty and Staff Handbook has now been separated from the Academy Faculty and Staff Handbook.

The Statement of Academic Rigor, the Intellectual Property policy, and the Faculty Professional Development Plan (mentioned under Standards 9A, 11A and recently approved) have also been added to the Institute Faculty Handbook.

[bookmark: _Toc450127270][bookmark: _Toc469486046]Standard 4 – Authority and Governance
Recommendations:
1) The team recommends that the Institution clarify its legal standing with the Commonwealth of Pennsylvania as it relates to being authorized as an autonomous, nonprofit organization.

EE1. Enabling documents that establish the institution as a legal entity in its state or province; protect its mission/purpose, tenets of faith, and control; and provide a basis for governance and administration.

2) The team recommends that the Institution demonstrate that evaluative data from Board assessments is being analyzed by, and used to improve the effectiveness of, the Board.

EE10. Evidence for the ongoing assessment of the effectiveness of the board and its members.

Recommendation 1 (Standard 4, EE1): Penn View Bible Institute, Inc. is legally chartered as a nonprofit corporation in the Commonwealth of Pennsylvania, under the parent corporation of God’s Missionary Church, Inc. (GMC).  GMC has empowered the PVBI Board of Directors to operate autonomously. After discussion with the Team, the President consulted with PVBI tax advisor regarding the 501(c)(3) status of PVBI.  The tax advisor stated that PVBI is properly operating under the 501(c)(3) status of the parent corporation, God’s Missionary Church, Inc. and he advised us to continue.  The President consulted with Dr. Shane Wood, Associate Director of the Commission on Accreditation, who did research to determine whether it would be acceptable according to the accreditors for PVBI to operate under and use the 501(c)(3) status of God’s Missionary Church, Inc.  Dr. Wood responded by saying there were no regulations prohibiting us from operating in this manner.  The President further discussed this matter with the PVBI Board of Directors in a meeting held October 28, 2016.  In that meeting, the Board of Directors unanimously approved PVBI to continue operating under the 501(c)(3) status of GMC.

The Team suggested that PVBI complete the process of securing authorization from the Commonwealth of Pennsylvania to grant degrees (Standard 4, EE2), which also aligns with the concern on Standard 4 in the CoA Action letter (February 2016). 

As mentioned in the Self-Study (2016), Pennsylvania requires a $500,000 endowment provision before a school may begin the pursuit of degree-granting status.  On September 30, 2013, the President, the Academic Dean, and consultant Sherrill Babb met with Pennsylvania Department of Education (PDE) Division Chief Patricia Landis to discuss ways to achieve the required $500,000 endowment in order to begin pursuit of degree-granting status.  

The Academic Dean maintains communication with the Pennsylvania Department of Education, and the Board continues to work on raising the required endowment.  As the ABHE Annual Report indicates, Penn View has an endowment fund balance of $144,187 plus $93,581 in the two categories of the Annual Report as of May 31, 2016.  Since the report in the 2016 Self-Study, additional progress has been accomplished.

In the summer of 2015, Penn View was given a farm in the state of Virginia, valued at $330,000, which the Board of Directors has placed in the endowment, but this figure is not included in the Endowment Fund balance as shown above.  August 2016, PVBI was deeded the Ono Campground property valued at $267,000 which the Finance / Audit Committee has recommended and the Board approved to be included in the Endowment Fund.  Within the Board, one of the directors has challenged the others to raise $70,000 towards the endowment by offering a $70,000 matching donation ($20,000 has been received since May 31, 2016), which will result in a total of $140,000 for the endowment. This will further strengthen the Endowment Proposal planned for submission to the Pennsylvania Department of Education in the near future so that the institution can begin pursuit of degree-granting status.  From all indications, there is another $50,000 still to come from a trust, which may be similarly designated.

Recommendation 2 (Standard 4, EE10): In the Strategic Planning Meeting scheduled for January 9, 2017, this recommendation on use of evaluative data will be addressed.  The Board has had two meetings this fall, but those meetings were focused on other matters.

The Team strongly suggested (Standard 4, EE7) that the Board complete the Conflict of Interest forms.  On October 28, 2016, the forms were signed and submitted to the Secretary of the Board; this was recorded in the minutes.

[bookmark: _Toc450127274][bookmark: _Toc469486047]Standard 5 – Administration
The Team made no recommendation regarding Standard 5.

As illustrated on the Organizational Chart in the Self-Study, the functions of the school are performed through five administrators: Academic Dean, Director of Finance, Director of Operations, Dean of Students, and Public Relations Director.  The Team Report (p.5) missed noting Dean of Students Stephen Davis and Acting Director of Finance Roxanne Shiery (appointed October 7, 2016).  Since the time the Self-Study was submitted, Wesley McDonald began his service as Public Relations Director (August 2016).  November 30, 2016, Roxanne Shiery was appointed Director of Finance.








[bookmark: _Toc450127278][bookmark: _Toc469486048]Standard 6 – Institutional Resources
[bookmark: _Toc469486049]Standard 6A – Human Resources
Recommendation:
1) The team recommends that the Human Resources office review all personnel files to ensure that current and appropriate job descriptions exist for all institutional staff.

EE6. Established and accessible descriptions of organizational structures, job responsibilities, and employee policies.


September 3, 2016, Michael Wilson was hired to serve as Human Resources Manager, a new position. At the time of the Team Visit, the personnel files were just being moved from the Business Office and consequently were in a state of transition. Since opening the HR office, procedures have been updated and records have been reorganized to meet with typical HR practice.  For example, all I-9 Employment Eligibility Verification forms were collected into one folder so that in the event of an audit by inspection by “authorized U.S. Government officials from the Department of Homeland Security, Department of Labor, or Department of Justice” (see https://www.uscis.gov/i-9), the process would be simpler.

All existing job descriptions are now filed in the Human Resources office.  HR has reviewed the files, has developed a template for the job descriptions, and is creating job descriptions for the two positions currently lacking them, with a completion date of January 30, 2017.  

[bookmark: _Toc469486050]Standard 6B – Financial Resources
Recommendation:
1) The team recommends that the 2015-16 audit be submitted for review to the Commission.

EE1. Evidence of financial stability documented by independent, opinioned audits, prepared by a licensed accounting professional, approved by the board, and made available to the public. (CoE 6)

The Business Office completed the necessary reports in June 2016.  The Auditors came, did field work, and were to return the audit by October 15, which was not accomplished.  The deadline was moved to October 31, and the third projected completion date was November 15, so that the Audit would be included with Annual Report, which also was not accomplished.  The institution requested and received an extension to November 30.  The auditor delivered the audit on November 30, 2016, and the Director of Finance uploaded the audit and input the figures into the Annual Report the same day.

The Team made no recommendation regarding Standard 6C, 6D.

[bookmark: _Toc450127285][bookmark: _Toc469486051]Standard 7 – Enrollment Management
The Team made no recommendation regarding Standard 7A, 7B, 7C, 7D.

The CoA Action letter (February 2016) Standard 7 stipulated that the institution “develop and implement an enrollment management plan that addresses issues of recruitment, admissions, student financial services, and retention.”

The Enrollment Management Plan (2012) was revised, completed, and included with the Self-Study (2016, Exhibit I).  The plan is being implemented. We achieved the goals set for number of prospect contacts to be collected since May 2016.  Out of 28 new applications, 24 actually enrolled.  This is up from 16 new enrollees in Fall 2015 and represents a considerable increase.  Fall 2016 enrollment was up to 81, up 16% from the Fall 2015 enrollment of 70.  In addition, we are celebrating an overall retention rate of 79% from Spring 2016 to Fall 2016.  The Freshman-to-Sophomore retention rate (Fall 2015 to Fall 2016) was 74%.

During the Team Visit, the Team did not see the connection between the Enrollment Manger and the PR Office, which is described in the Enrollment Management Plan.  The new Public Relations Director, Wesley McDonald, began working early August 2016.  The PR office is integrally involved in recruitment.  Beginning Fall 2016, we also hired a part-time Student Recruiter, Jamison Plank.  The Team suggested appointing phone callers, but they did not realize that the PR Director, the PR Secretary, and the Student Recruiter are already engaged in this practice.  The Enrollment Management Plan does involve PR contract students in further recruiting and this is already in practice.

[bookmark: _Toc450127292][bookmark: _Toc469486052]Standard 8 – Student Services
Recommendations:
1) The team recommends that the Institution establish policies addressing a) accommodations for students with documented needs (ADA), b) procedures pertaining to the protection of student privacy (FERPA), including restricting access to the mailroom in the administrative/classroom building.

EE3. Services that address diverse student needs, abilities, and cultures.

2) The team recommends that the Institution review the qualifications (both credential and experience) of Student Life personnel. These elements should be compared with current and yet-to-be developed job descriptions manifesting uniformity, currency, and position criteria.
3) The team recommends that the Institution review the current reporting structure within Student Life to ensure that no Conflict of Interest situation exists that might inhibit the services provided to students

EE4. Appropriately qualified personnel who supervise and provide student services and programs.

Recommendation 1 (Standard 8, EE1): Policies concerning ADA and FERPA were approved by the Administrative Committee on December 6, 2016.  These will be considered by the Board of Directors in their next regular meeting and the ADA policies that pertain to the Faculty, Staff, and Students will then go into the appropriate handbooks. The FERPA policies will be inserted in the Student Handbook. Both of these policies will be added to PVBI.edu website.  These policies in their current form are in Appendices B and C.

In regard to the mailroom, Operations has instructed the Maintenance Department to install a new door with automatic closer and lock with keyless entry.  This will prevent unauthorized access.  This project is to be completed on or before January 15, 2017. 

Recommendation 2 (Standard 8, EE4): New job descriptions were approved to state the qualifications (education and/or experience) for the positions of Dean of Students, Dean of Women, and Dean of Men.  The job descriptions were approved by the Administrative Committee December 13, 2016 and are included in Appendix D.

Recommendation 3 (Standard 8, EE4):  A new policy was approved to address conflicts of interest between the Dean of Students and Social Deans:  1) All Social Dean evaluations will be done by the President.  2) Any salary increase recommendations will be proposed by the President.  3) In an event of conflict of interest involving Dean of Men and Dean of Women, the matter will be handled directly by the President.  The Dean of Students will voluntarily recuse himself.  4) All policy for Social Deans will be drafted and approved by the President.  5) Vacation and Personal Days Requests will be submitted to the President.  6) Any requested exceptions to policy regarding the Social Deans will be addressed by the President.  7) The Dean of Students will work with the Social Deans on all other matters on a regular basis.  The policy was approved by the Administrative Committee December 13, 2016.

[bookmark: _Toc450127296][bookmark: _Toc469486053]Standard 9 – Faculty
[bookmark: _Toc469486054]Standard 9A

Recommendation:
1) The team recommends that the policies and procedures in place for the recruitment, appointment, teaching load, promotion and termination of the faculty, as well as the safeguards of intellectual property rights based on principles of fairness and regard for the rights of individuals, be published.

EE6. A faculty handbook that delineates appropriate policies and procedures, including published criteria for the recruitment, appointment, teaching load, promotion, grievance processes, termination of faculty, and the safeguarding of intellectual property rights based on principles of fairness and regard for the rights of individuals.

The Faculty Professional Development Plan mentioned in the Self-Study (2016) was prepared and approved by the Faculty and Library Subcommittee on October 7, 2016, then approved by the Faculty on October 10, 2016 and by the Administrative Committee November 15, 2016.  The Plan is in Appendix E.

The policy on Intellectual Property Rights was approved by the Faculty November 14, 2016 and by the Administrative Committee November 15, 2016.  The policy is in Appendix F.

The policy on Faculty Hiring, basically expressing what was already in practice, was approved by the President November 22, 2016, for inclusion in the Faculty Handbook.

As the Board of Directors Handbook specifies, the President is responsible for “hiring, retaining, or dismissing employees.”  As a matter of practice, the President always confers with the relevant administrator in actual hiring, which in the case of hiring a faculty member is the Academic Dean.  In addition, the Academic Dean usually confers with a division director or other faculty members in the process.
 
The person to be hired as faculty must have an ability to inspire young people with a vision for ministry, have successful practical experience, and have a master’s degree in his or her teaching field.  A person who is not fully qualified academically but has professional and experiential qualifications and is actively pursuing a master’s degree, may be considered for hiring.  Such a person will be placed under the oversight of a mentor until the academic credentials in the teaching field are acquired.  Further details are available from the Academic Dean.

All these policies have now been inserted into the Faculty Handbook 


The Team made no recommendation regarding Standard 9B.

[bookmark: _Toc450127324][bookmark: _Toc469486055]Standard 10 – Library and Other Learning Resources
The Team made no recommendation regarding Standard 10.

[bookmark: _Toc450127348][bookmark: _Toc469486056]Standard 11 – Academic Programs
[bookmark: _Toc469486057]Standard 11A

Recommendation:
1) The team recommends that the Institution complete and implement its academic rigor policy.

EE1. Evidence that academic programs exhibit the content and rigor characteristic of higher education, and a level of analytical research and communication skills needed for life-long learning commensurate with the level of education offered.

The Proposed Statement of Academic Rigor (Self-Study 2016, Exhibit S) was further revised by the Faculty on June 1, 2016 after reviewing comments from several academic consultants.  During the Team Visit, the Academic Dean conferred with the Evaluation Team Chairman and the ABHE Staff Representative to gain further understanding of ABHE expectations for the Statement.  With a few additional revisions, the Statement of Academic Rigor was approved by the Faculty November 14, 2016 and by the Administrative Committee November 15, 2016.  The approved Statement is in Appendix G.

The Team made no recommendation regarding Standard 11B, 11C, 11D.

[bookmark: _Toc450127367][bookmark: _Toc469486058]Conclusion

The Administration thanks the Commission on Accreditation, the ABHE Staff, and ABHE Evaluation Team for assistance in this pursuit of excellence for the glory of God.  This process has caused PVBI to mature and to expand its vision for continual improvement. 
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[bookmark: _Toc469486059]Appendix A – Administrative and Educational Support (AES) Units
We began the forming of 5-column assessment charts in February of 2016.  Assessment has been happening across the organization but this allowed us to take a step forward in formalizing the existing assessment.  We introduced a portion of the organization to this pattern of assessment and they began their 5-column charts.  Some were able to finish their charts with the data we have available.  We plan to introduce this type of assessment to the other portions of the organization in the next assessment cycle with the understanding that some parts of the organization will not need to complete 5-column charts for assessment.  One major reason for this is that those parts are likely covered with the broader Unit (e.g. #200 Public Relations 5-column chart will likely cover the five parts of that Unit (#’s 205, 210, 220, 230, & 240).  In other parts of the organization, assessment is being completed but has not been summarized on a 5-column because it is reported in other forms (e.g. Unit #550 Faculty).  The following charts give a map of what has been accomplished so far in this process of assessment.

Legend:  
Units are color-coded according to their assessment progress:
· Completed charts
· Partial charts
· Charts targeted for next cycle
· Units where a 5-column chart is determined as not necessaryAdministrative Area
Units


Administrative Area
Units


Penn View Bible Institute Public Relations Program Chart

Penn View Bible Institute Finance Program Chart
Administrative Area
Units



Penn View Bible Institute Operations Program Chart
Administrative Area
Units



Penn View Bible Institute Academics Program Chart
Administrative Area
Units




Penn View Bible Institute Student Life Program Chart


Administrative Area
Units
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[bookmark: _Toc469486060]Appendix B – Americans with Disabilities Act (ADA)
PURPOSE
To state the policy of Penn View Bible Institute (PVBI) to provide equal opportunity for all qualified persons without regard to disability in the recruitment of, admission to, participation in, treatment in or employment in the programs and activities operated and sponsored by the Institute in compliance with the Americans with Disabilities Act of 1990 (ADA) and other related federal and state law.
1. GENERAL INFORMATION
A. DEFINITIONS
Federal regulations provide the following definitions:
· An individual with a disability is any person who (1) has a physical or mental impairment which substantially limits one or more major life activity/activities, (2) has a record of such impairment(s), or (3) is regarded as having such impairment(s).
· With respect to post-secondary services, a qualified individual with a disability is a person who meets the academic and other eligibility standards requisite to admission or participation in the recipient’s education program or activity.
B. POLICY
It is the policy of Penn View Bible Institute to comply with the Americans with Disabilities Act (ADA) of 1990 as amended, Section 504 of the Rehabilitation Act of 1973, and other applicable federal and state laws and regulations that prohibit discrimination on the basis of disability. Section 504 and the ADA require that no qualified individual with an appropriately documented, disclosed disability shall, by reason of such disability, be excluded from participation in or be denied the benefits of the services, programs, or activities of the Institute, or be subjected to discrimination by the Institute. Consistent with the requirements of the ADA, opportunities afforded generally to PVBI students are equally afforded to students with disabilities. PVBI is committed to provide appropriate academic adjustments and auxiliary aids and services necessary to afford an individual with a disability an equal opportunity to participate in its programs. 

It is the policy of PVBI to respond to requests for accommodation(s) from qualified individuals and provide reasonable accommodations necessary to ensure equal access to employment, education opportunities, programs, services, and activities in the most integrated setting appropriate.

1. Employees and Applicants for Employment
PVBI will adhere to all applicable federal and state laws, regulations and guidelines with respect to providing reasonable accommodations as required, affording equal employment opportunity to qualified disabled individuals. Reasonable accommodations will be provided by the employing department in a timely and cost effective manner. Employment opportunities shall not be denied because of the need to make reasonable accommodations to an individual’s disability.

It is the responsibility of the individual employee or applicant to request accommodations from the Human Resources Manager. In all cases in which a reasonable accommodation is requested, the Institute representative receiving the request should comply with the ADA Employment Guidelines.

2. Students and Applicants for Student Status
The Institute shall not discriminate on the basis of disability in any academic program or activity associated with the Institute and will integrate students with disabilities into the Institute community to the fullest extent possible. Qualified applicants with disabilities will not be denied admission or subjected to discrimination in admission or recruitment to the Institute on the basis of their disability. In its recruitment efforts, the Institute shall not limit the number of persons with disabilities who may be admitted.

Applicants for admission may voluntarily self-identify as a person with a disability in the admissions process and will be routinely provided information on services available to students with disabilities at the Institute. A decision not to self-identify will not result in adverse treatment of the applicant but may result in accommodations not being provided. 

In all cases in which a student or applicant for student status requests an accommodation based upon disability, advice and assistance may be sought for academic concerns from the Academic Dean’s Office (570-837-1855 ext. 1127 or AcademicDean@pvbi.edu), or, for all non-academic concerns from the Dean of Students Office (570-837-1855 ext. 1146 or DeanofStudents@pvbi.edu). Students and prospective students should be encouraged to contact Dean of Students Office to secure information regarding services and accommodations that are available.

3. Institute Public Services
The Institute shall not discriminate on the basis of disability in any sponsored activity, program or service but will make such activities, programs and services available to persons with disabilities to the fullest extent possible.

It is the responsibility of Institute personnel and administrators responsible for activities, programs and services to respond to requests for accommodations by persons with disabilities seeking access to such activities, programs and services. In determining an appropriate response, advice and assistance may be obtained from the Public Relations Office (570-837-1855 ext. 1132 or by email at PROffice@pvbi.edu).

General questions about such services should be directed through the Public Relations Office (570-837-1855 ext. 1132 or by email at PROffice@pvbi.edu)
C. CONFIDENTIALITY
Disability-related documentation is to be treated as confidential and is not to be released to anyone outside the area to which it was submitted or outside the direct chain of command unless determined to be provided on a need-to-know basis to other Institute personnel.
D. RETALIATION
The Institute shall not retaliate against any individual for filing a charge of discrimination, opposing any practice or act made unlawful by the ADA, for participating in any proceeding under the ADA, or for exercising rights or aiding or encouraging any other person in the exercise or enjoyment of his rights under the ADA. If subject to retaliation based on disability, the individual should report such action to the appropriate Administrator or to the HR Manager, who will commence an immediate investigation into the allegation. Students with concerns over retaliation related to academics should contact the Academic Dean’s Office; students with concerns over retaliation related to non-academics should contact the Dean of Students; employees with concern over retaliation of any kind should contact the HR Manager.

E. HARASSMENT
It is the policy of the Institute to provide a professional environment for members of the Institute community. Harassment on the basis of any of the following is unlawful: race, color, gender, age, religion, national origin, citizenship, disability, or veteran status. If subjected to disability harassment, the individual should report such action to the appropriate Institute official–immediate supervisor, department chairperson, and appropriate administrator, or HR Manager–who will commence an immediate investigation into the allegation. If an individual has knowledge of disability harassment to another person or by another person, that individual should report such action to the appropriate person(s).
F. ROLES AND RESPONSIBILITIES
1. President: Has final authority for all decisions regarding the implementation of this policy.
2. Human Resources Manager: Is responsible for implementing procedures to provide for compliance with regard to employees and applicants for employment.
3. Dean of Students: Coordinates non-academic disability-related support services and provides accommodations for enrolled qualified students with documented disabilities. Provides information on services for students with non-academic disabilities to potential students and their families and serves as a campus resource for matters concerning persons with non-academic disabilities. The Dean of Students Office serves as the main point of contact on issues related to non-academic ADA compliance for all students at the Institute.  If a student makes a non-academic disability-related complaint to an employee, that person must notify the Dean of Students Office immediately so that the Dean of Students Office can ensure appropriate resolution of the complaint and, where appropriate, be involved in facilitating such resolution.
4. Academic Dean: Coordinates academic-disability support services and accommodations for enrolled qualified students with documented disabilities. Provides information on services for students with academic disabilities to potential students and their families. The Academic Dean’s Office serves as the main point of contact on issues related to academic ADA compliance for all persons involved in providing class instruction at the Institute. If a student makes a disability-related complaint to a person involved in providing class instruction, that person must notify the Academic Dean’s Office immediately so that the Academic Dean’s Office can ensure appropriate resolution of the complaint and, where appropriate, be involved in facilitating such resolution.
5. Director of Operations and Director of Maintenance Department: Provides technical support on matters involving Institute facilities and premises and is responsible for monitoring accessibility of Institute facilities and premises by persons who are disabled. Monitors new construction and major repairs for compliance with codes and regulations.
G. CONTACT INFORMATION
The appropriate contact information depends on (1) the person with the disability and (2) the type of disability.
1. Students with an academic disability should contact the Academic Dean’s Office.
2. Students with any other disability should contact the Dean of Students Office.
3. Employees with any disability should contact the Human Resources Manager.
II. EMPLOYEES WITH DISABILITIES
This policy applies to all employees. Student employees should seek assistance with the student policy addressing accommodations for students with disabilities under the ADA.
A. POLICY
1. The Americans with Disabilities Act (ADA), the Pennsylvania Civil Rights Act, and PVBI policy prohibit discrimination in employment against qualified individuals with disabilities. It is the policy of PVBI to provide reasonable accommodations when necessary for persons qualified under the ADA. These accommodations must be made in a timely manner and on an individualized and flexible basis.
2. It is the responsibility of the individual employee to identify him/herself as an individual with a disability when seeking an accommodation. It is also the responsibility of individual employees to document their disability (from an appropriately licensed professional) and to demonstrate how the disability limits their ability to perform the essential functions of their job or limits participation in programs or services of the Institute. Medical documentation will be kept confidential.
3. Employees must maintain institutional standards of performance, attendance, and conduct as specified by the department.
4. When a specific accommodation is not possible, would require a fundamental alteration, or would result in undue financial and administrative burdens, exceptions to the policy may be granted by an appropriate official.  Requests for exceptions must be in writing.  Whenever an exception is granted, the Institute will try to identify another accommodation that will not pose such a hardship.
5. Fundamental Alteration:  A change to an Institute program or service may constitute a fundamental alteration if it alters the essential purpose of the program or service or any of its components.  In situations where a fundamental alteration can be documented, the Institute will try to identify another accommodation that does not require a fundamental alteration.
6. Undue Financial and Administrative Burdens:  Undue financial and administrative burdens are created when a proposed course of action causes significant difficulty or expense.  Because an institution must consider all resources available when reviewing claims of undue financial and administrative burdens, the decision to invoke undue financial and administrative burdens should be carefully weighed and sufficiently documented.  In situations where undue financial and administrative burdens can be documented, the Institute will try to identify another accommodation that does not pose an undue burden.
B. AREAS OF EMPLOYMENT ADDRESSED BY THIS POLICY
1. The performance of the essential functions of a position currently held by an employee or one being sought by a qualified employee or applicant.
2. The application and selection process in which employees and applicants participate.
3. Equal access to employee benefits and employment privileges such as training, facilities and Institute-sponsored events.
C. GENERAL PROVISIONS
All medical information or other information related to an individual’s request for accommodation is confidential and should be maintained in the office of Human Resources.
D. PROCEDURES FOR REQUESTING AN ACCOMMODATION TO PERFORM THE ESSENTIAL FUNCTIONS OF A POSITION
1. The Americans with Disabilities Act of 1990, as amended, requires reasonable accommodation as a means of overcoming unnecessary barriers that prevent or restrict employment opportunities for otherwise qualified individuals with disabilities.
2. A person may request an accommodation to perform the essential functions of a position. This may be for the person’s current position or a position for which the person is applying.
3. To begin the process of receiving an accommodation under the ADA, employees and applicants must submit a written request to the Human Resources Manager delineating the nature of the request, the reason it is required, desired outcomes of the request, including completion dates. 
4. During the initial meeting with the Director of Human Resources, two things will be accomplished:
a. The Human Resources Manager will determine what documentation from a licensed professional is needed to support the employee’s request for accommodation.
b. The responsibilities of the Institute and the employee will be clarified.
5. After reviewing the documentation and the facts of each request, the Human Resources Manager will determine if the employee is eligible for accommodations under the ADA.
6. The Human Resources Manager will review the essential functions of the job, the functional limitations of the disability, and the reasonableness of an accommodation. The Human Resources Manager will then facilitate a discussion with the supervisor/dean/chair and the employee to determine what accommodations may be reasonable.
7. The Human Resources Manager may seek advice from third-party experts when necessary. Only the Human Resources Manager will retain medical documentation, which will be kept in a separate confidential file and will share medical information on a need-to-know basis. Supervisors will be informed of the functional limitations and the accommodation.
8. It is the responsibility of the Human Resources Manager to determine the reasonable accommodation in a particular case after reviewing all the facts. The Human Resources Manager will outline the process for providing the accommodation, both verbally and in writing, to the employee and the department.
9. The employee is responsible for contacting the Human Resources Manager if reasonable accommodations are not implemented in an effective and timely manner or if the accommodations are not working. The Human Resources Manager will work with the employee and the department to resolve disagreements regarding recommended accommodations.
10. If an employee with a disability cannot be reasonably accommodated, continued employment will be considered on a case-by-case basis in accordance with state and federal laws.
E. PROCEDURES FOR REQUESTING AN ACCOMMODATION TO PARTICIPATE IN THE SELECTION PROCESS OR TO PARTICIPATE IN EMPLOYMENT-RELATED INSTITUTE PROGRAMS
1. A person with a disability, whether an employee or applicant, who needs an accommodation to participate in a selection process (such as a test or an interview) for an Institute position must contact the department that is administering the selection process to request an accommodation.
2. An employee who meets the definition of a person with a disability and who needs an accommodation to participate in an employment-related Institute program, event, or benefit must contact the department that is sponsoring or holding the program to request an accommodation.
3. The request for accommodation must come in a timely manner to allow the department to respond to the request.
4. The department that receives a request for an accommodation may contact the Human Resources Manager for assistance in determining if the individual is a person with a disability as defined by the ADA and, if so, for assistance in making a reasonable accommodation.
5. The department will document all requests for accommodations, responses to the requests, and forward any records to the Human Resources Manager.
F. GRIEVANCE POLICY FOR INSTITUTE EMPLOYEES
Grievances related to disabilities should proceed through the Employee Grievance Policy and Procedure written in the Faculty Handbook and the Staff Handbook.
III. STUDENTS WITH DISABILITIES
A. POLICY
1. No qualified student or applicant for student status shall, on the basis of disability, be excluded from participation in, be denied the benefits of, or be subjected to discrimination under any program or activity which the Institute sponsors or operates. Benefits and services to the individuals with disabilities must be in the most integrated setting appropriate to the person’s needs and be equally as effective or equivalent to those provided to other Institute students.
2. When a specific accommodation is not possible, would require a fundamental alteration, or would result in undue financial and administrative burdens, exceptions to the policy may be granted by an appropriate official.  Requests for exceptions must be in writing.  Whenever an exception is granted, the Institute will try to identify another accommodation that will not pose such a hardship.
3. Fundamental Alteration:  A change to an Institute program or service may constitute a fundamental alteration if it alters the essential purpose of the program or service or any of its components.  In situations where a fundamental alteration can be documented, the Institute will try to identify another accommodation that does not require a fundamental alteration.
4. Undue Financial and Administrative Burdens:  Undue financial and administrative burdens are created when a proposed course of action causes significant difficulty or expense.  Because an institution must consider all resources available when reviewing claims of undue financial and administrative burdens, the decision to invoke undue financial and administrative burdens should be carefully weighed and sufficiently documented.  In situations where undue financial and administrative burdens can be documented, the Institute will try to identify another accommodation that does not pose an undue burden.
B. GENERAL PROVISIONS
All medical information or other information related to an individual’s request for accommodation is confidential and should be maintained in the Dean of Students Office (for non-academic concerns) or Academic Dean’s Office (for academic concerns).
C. PROCEDURES FOR REQUESTING ACCOMMODATIONS
The Dean of Students Office functions to provide information, reasonable accommodations and other assistance to students and applicants at PVBI with non-academic disabilities, while the Academic Dean’s Office functions to provide information, reasonable accommodations and other assistance to students and applicants with academic disabilities. A student requesting accommodations must provide documentation from a case-appropriate licensed/certified professional to the Dean of Students Office for review and determination.

1. The Americans with Disabilities Act of 1990, as amended, requires reasonable accommodation as a means of overcoming unnecessary barriers that prevent or restrict enrollment opportunities for otherwise qualified individuals with disabilities.
2. A person may request an accommodation during either the application process or at any point during their tenure as a student at PVBI.
3. To begin the process of receiving an accommodation under the ADA, students and applicants for student status must submit a written request to the Academic Dean’s Office (for academic-related concerns), or the Dean of Students Office (for non-academic-related concerns), delineating the nature of the request, the reason it is required, desired outcomes of the request, including completion dates. 
4. A meeting will then be arranged by the respective office (Academic Dean’s or Dean of Students Office). During the initial meeting with the respective administrators, two things will be accomplished:
a. The appropriate administrator will determine what documentation from a licensed professional is needed to support the student or applicant’s request for accommodation.
b. The responsibilities of the Institute and the student or applicant for student status will be clarified.
5. After reviewing the documentation and the facts of each request, the appropriate administrator will determine if the student/applicant is eligible for accommodations under the ADA.
6. The appropriate administrator will review the essential requirements of the program or expectation, the functional limitations of the disability, and the reasonableness of an accommodation. The appropriate administrator will then facilitate a discussion with the supervisor/dean/chair and the student/applicant to determine what accommodations may be reasonable.
7. The appropriate administrator may seek advice from third-party experts when necessary. Only the Academic Dean’s Office or the Dean of Students Office will retain medical documentation, which will be kept in a separate confidential file and will share medical information on a need-to-know basis. Supervisors/deans/directors will be informed of the functional limitations and the accommodation.
8. It is the responsibility of the appropriate administrator to determine the reasonable accommodation in a particular case after reviewing all the facts. The appropriate administrator will outline the process for providing the accommodation, both verbally and in writing, to the student/applicant and the department.
9. The student/applicant is responsible for contacting the appropriate administrator if reasonable accommodations are not implemented in an effective and timely manner or if the accommodations are not working. The appropriate administrator will work with the student/applicant and the department to resolve disagreements regarding recommended accommodations.
10. If a student/applicant with a disability cannot be reasonably accommodated, acceptance as a student, or continued enrollment will be considered on a case-by-case basis in accordance with state and federal laws.
D. GRIEVANCE PROCEDURE FOR STUDENTS WITH DISABILITIES
Grievances related to disabilities should proceed through the Student Grievance Policy and Procedure written in the Student Handbook. 
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The Family Educational Rights and Privacy Act (FERPA) affords eligible students certain rights with respect to education records.
1. The student’s right to inspect and review his/her education records within 45 days after the day Penn View Bible Institute (PVBI) receives the 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.
2. The right to request the amendment of education records that the student believes to be inaccurate, misleading or otherwise in violation of the student’s privacy rights under FERPA.
A student who wishes to ask PVBI to amend a record should write the registrar, clearly identify the part of the record the student wants changed and specify why it should be changed.
If PVBI decides not to amend the record as requested, the Institute will notify the student in writing of the decision and the student’s right to a hearing regarding the request for amendment.  Additional information regarding the hearing procedures will be provided to the student when notified of the right to a hearing.
3. The right to consent to disclosures of personally identifiable information.
PVBI discloses education records without a student’s prior written consent under the FERPA exception for disclosure to school officials with legitimate educational interests.  A school official is a person employed by Penn View Bible Institute in an administrative, supervisory, academic, research or support staff position; or a person serving on the Board of Directors.  A school official also may include a volunteer or contractor outside of PVBI who performs an institutional service of function for which the school would otherwise use its own employees and who is under the direct control of the school with respect to the use and maintenance of personally identifiable information from education records, such as an attorney, auditor or collection agent or a student volunteering to assist another school official in performing his or her tasks.  A school official has a legitimate educational interest if the official needs to review an education record in order to fulfill his or her professional responsibilities for PVBI.
4. The right to file a complaint with the U.S. Department of Education concerning alleged failures by the Institute to comply with the requirements of FERPA.
Written complaints or requests for additional information about FERPA should be submitted to the following address:
Family Policy Compliance Office
U.S. Department of Education
400 Maryland Avenue SW
Washington, DC 20202-5920
5. The following information is considered directory information.
The following information may be released without students’ specific consent. Students may request in writing that this information be withheld, but they should understand that doing so may keep the Institute from assisting the student by automatically issuing information such as enrollment verifications for insurance purposes.
Full Name
Previous Name
Citizenship
Photograph
Gender
Address (local, home, email)
Residence Status
Enrollment Status
Advisor
Degree Program
Dates of Degrees
Expected Graduation Date
Student Standing
Dates of Attendance
Scholarship Types
Date and Place of Birth
Telephone Listings
Most Recent School Attended
Degrees and Awards Received
Participation in Officially Recognized Activities
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Dean of Students
I. Job Description
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
A. Directs and coordinates student life and campus life programs.
B. Directs and manages student life personnel.
C. Formulates and develops student life personnel policies.
D. Advises staff members on issues relating to student life and campus life policy, programs, and administration.
E. Directs and assists in planning social, recreational, curricular, and co-curricular programs.
F. Advises individuals and groups on matters pertaining to personal problems, educational and vocational objectives, social and recreational activities, and financial assistance.
G. Reviews reports of student misconduct cases that require disciplinary action to ensure recommendations conform to institute policies.
H. Sponsors and advises student organizations.
II. Organizational Structure
Under the direction of the President, the Dean of Students is responsible for creating and maintaining a safe, healthy, and supportive environment and culture that synthesizes the intellectual, physical, social, emotional, and spiritual development of our students in a holistic way.
A. Responsible for learning and development of students outside the classroom.
B. Coordinates with campus constituencies and community leaders in developing and managing co-curricular learning and service opportunities.
C. Works with the Student Life staff, student organizations and groups, and other members of the Institute community in developing extracurricular programming assuring integration with the academic life of the institution and encouraging student personal growth and development.
D. Helps establish a student culture where students are encouraged to learn to respect differences, take responsibility for their actions, and exercise leadership.
E. Provides leadership in and is responsible for the development, implementation and evaluation of policies and regulations pertaining to student life, especially those relating to on campus student conduct and behavior in student residences.
F. Develops and coordinates policies and procedures relative to all student life; oversees annual production of Student Handbook and other pertinent documents.
G. Administers the policies and regulations of the Institute as they pertain to students, including internal Institute judicial and disciplinary procedures.
H. Serves as a member of Institute’s administrative team.

III. Qualifications
A. Competencies
To perform the job successfully, an individual should satisfactorily demonstrate they have learned or are willing to learn the following competencies: 
1. Problem Solving: Identifies and resolves problems in a timely manner, gathers and analyzes information skillfully, develops alternative solutions, works well in group problem solving situations, uses reason even when dealing with emotional topics.
2. Customer Service: Manages difficult or emotional student situations, responds promptly to student needs, solicits student feedback to improve processes, and meets commitments.
3. Interpersonal Skills: Focuses on solving conflict, not blaming, maintains confidentiality, listens to others without interrupting, is self-controlled and disciplined, remains open to others ideas and is willing to try new things.
4. Teamwork: Balances team and individual responsibilities, exhibits objectivity and openness to views of others, gives and welcomes feedback, contributes to building a positive team spirit, able to build morale and group commitments to goals and objectives, supports everyone’s efforts to succeed.
5. Delegation: Delegates work assignments, matches the responsibility to the person, gives authority to work independently, sets expectations and monitors delegated activities, and provides recognition for results.
6. Leadership: Exhibits confidence in self and others, inspires and motivates others to perform well, effectively influences actions and opinions of others, accepts feedback from others, gives appropriate recognition to others.
7. Managing People: Includes staff in planning, decision-making, facilitating and process improvement, takes responsibility for subordinate’s activities, makes themselves available to staff, provides regular performance feedback, develops subordinate’s skills and encourages growth, solicits and applies customer feedback, fosters quality focus in others, improves processes, products and services, continually works to improve supervisory skills.
8. Organizational Support: Follows policies and procedures, completes administrative tasks as directed and on time, supports organization’s goals and values, benefits organization through outside activities, supports affirmative action and respects diversity.
9. Judgment: Displays willingness to make decisions, exhibits sound and accurate judgment, supports and explains reasoning for decisions, includes appropriate people in decision-making processes, makes timely decisions.
10. Initiative: Volunteers readily, undertakes self-development activities, seeks increased responsibilities, takes independent actions and calculated risks, looks for and takes advantage of opportunities, asks for and offers help when needed.
B. Education and/or Experience
Candidate for Dean of Student should either have a Bachelor’s in an appropriate field with at least one class in Counseling or have 2 years’ experience in working with youth.

Dean of Women
I. Job Description for Dean of Women
Under the direction of the Dean of Students the Dean of Women directs and coordinates the women’s resident hall life of Penn View Bible Institute by performing the following duties personally and/or through the student residence hall assistants.
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
II. Essential Duties and Responsibilities:
Includes the following. Other duties may be assigned as need arises.
A. Creates a comfortable, supportive, environment for female resident students that is conducive to learning and personal growth.
B. Leads in the development of a spiritual environment that encourages each student to have a personal relationship with God.
C. Develops interpersonal relationships with students that facilitates student development and growth, positive self esteem, and encourages a sense of community.
D. Supervises the cleanliness of the residence halls includes individual resident’s rooms and common areas. In conjunction with the Director of the Work Program, Dean of Women ensures that the janitorial staff maintains optimum cleanliness in restrooms, halls, lobbies, laundry facilities, stairs, and other common areas.
E. Manages and updates residence hall furnishings and décor as needed to provide a comfortable and an aesthetic atmosphere conducive to social interaction.
F. Coordinates with Director of Operations to maintain the residence halls in excellent physical condition including ensuring rooms are in good repair, and that general physical maintenance occurs in common areas.
G. Administers appropriate curfews and residence hall policies and procedures to ensure a safe and comfortable environment.
H. Educates and communicates residence hall policies, maintains sign out logs and records of off-campus trips and special dating privileges.
I. Communicates with and informs offenders of consequences for infractions of residence policy and procedure and administers discipline.
J. Works in conjunction with Dean of Students for dorm safety including coordinating fire and emergency drills, and other essential safety issues.
K. Plans and directs weekly residence hall evening worship/devotional times.
L. In conjunction with Dean of Students, the Dean of Women schedules regular events and activities to promote personal growth and safety, spiritual development, and academic enhancement.
M. The Dean of Women plans social, recreational and co-curricular programs for ladies in residence hall. (e.g. special speakers during residence evening worship/devotional times)
N. The Dean of Women assists the Dean of Students in planning campus-wide events and activities for Men’s and Ladies’ residence halls that contribute to spiritual, physical, academic and social growth. (E.g. Intramurals, combined dorm devotions, etc)
O. Advises students on matters pertaining to personal and spiritual problems, educational and vocational objectives, social and recreational activities, and financial assistance opportunities.
P. Designates room assignments and mediates room/roommate changes.
III. Supervisory Responsibilities
Oversees the policy and procedures manual for the student residence hall assistants. Selects, trains, and supervises female student residence hall assistants.
IV. Qualifications
A. Competencies
To perform the job successfully, an individual should satisfactorily demonstrate the following competencies:
1. Problem Solving: Identifies and resolves problems in a timely manner, gathers and analyzes information skillfully, develops alternative solutions, works well in group problem solving situations, uses reason even when dealing with emotional topics.
2. Customer Service: Manages difficult or emotional student situations, responds promptly to student needs, solicits student feedback to improve processes, and meets commitments.
3. Interpersonal Skills: Focuses on solving conflict, not blaming, maintains confidentiality, listens to others without interrupting, is self-controlled and disciplined, remains open to others ideas and is willing to try new things.
4. Teamwork: Balances team and individual responsibilities, exhibits objectivity and openness to views of others, gives and welcomes feedback, contributes to building a positive team spirit, able to build morale and group commitments to goals and objectives, supports everyone’s efforts to succeed.
5. Delegation: Delegates work assignments, matches the responsibility to the person, gives authority to work independently, sets expectations and monitors delegated activities, and provides recognition for results.
6. Leadership: Exhibits confidence in self and others, inspires and motivates others to perform well, effectively influences actions and opinions of others, accepts feedback from others, gives appropriate recognition to others.
7. Managing People: Includes staff in planning, decision-making, facilitating and process improvement, takes responsibility for subordinates’ activities, makes self available to staff, provides regular performance feedback, develops subordinates skills and encourages growth, solicits and applies customer feedback, fosters quality focus in others, improves processes, products and services, continually works to improve supervisory skills.
8. Organizational Support: Follows policies and procedures, completes administrative tasks as directed and on time, supports organization’s goals and values, benefits organization through outside activities, supports affirmative action and respects diversity.
9. Judgment: Displays willingness to make decisions, exhibits sound and accurate judgment, supports and explains reasoning for decisions, includes appropriate people in decision-making processes, makes timely decisions.
10. Initiative: Volunteers readily, undertakes self-development activities, seeks increased responsibilities, takes independent actions and calculated risks, looks for and takes advantage of opportunities, asks for and offers help when needed.
B. Education and/or Experience
Candidate for social dean should have or be willing to take at least one class in Christian Counseling or Introduction to Psychology and experience in working with youth.

Dean of Men
I. Job Description for Dean of Men
To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.
Under the direction of the Dean of Students the Dean of Men directs and coordinates the men’s resident hall life of Penn View Bible Institute by performing the following duties personally or through the student residence hall assistants.
II. Essential Duties and Responsibilities
Includes the following. Other duties may be assigned as need arises.
A. Creates a comfortable, supportive, spiritual environment for male resident students that is conducive to learning and personal growth.
B. Leads in the development of a spiritual environment that encourages each student to have a personal relationship with God.
C. Develops interpersonal relationships with students that facilitates student development and growth, positive self esteem, and encourages a sense of community.
D. Supervises the cleanliness of the residence halls includes individual rooms and common areas. In conjunction with the Director of the Work Program, Dean of Men ensures that the janitorial staff maintains optimum cleanliness in restrooms, halls, lobbys, laundry facilities, stairs, and other common areas.
E. Manages and updates residence hall furnishings and décor as needed to provide a comfortable and an aesthetic atmosphere conducive to social interaction.
F. Coordinates with Director of Operations to maintain the residence halls in excellent physical condition including ensuring rooms are in good repair, and that general physical maintenance occurs in common areas.
G. Administers appropriate curfews and residence hall policies and procedures to ensure a safe and comfortable environment.
H. Educates and communicates residence hall policies, maintains sign out logs and records of off-campus trips and special dating privileges.
I. Communicates with and informs offenders of consequences for infractions of residence policy and procedure and administers discipline.
J. Works in conjunction with Dean of Students for dorm safety including coordinating fire and emergency drills, and other essential safety issues.
K. Plans and directs three times weekly the residence hall evening worship/devotional times.
L. In conjunction with Dean of Students, the Dean of Men schedules regular events and activities to promote personal growth and safety, spiritual development, and academic enhancement.
M. The Dean of Men plans social, recreational and co-curricular programs for men in residence hall. (Annual campout, special speakers during residence evening worship/devotional times)
N. The Dean of Men assists the Dean of Students in planning campus-wide events and activities for Men’s and Ladies’ residence halls that contribute to spiritual, physical, academic and social growth. (E.g. Intramurals, combined dorm devotions, etc)
O. Advises students on matters pertaining to personal and spiritual problems, educational and vocational objectives, social and recreational activities, and financial assistance opportunities.
P. Designates room assignments and mediates room/roommate changes.
III. Supervisory Responsibilities
Oversees the policy and procedures manual for the student residence hall assistants. Selects, trains, and supervises male student residence hall assistants.
IV. Qualifications
A. Competencies
To perform the job successfully, an individual should demonstrate the following competencies:
1. Problem Solving: Identifies and resolves problems in a timely manner, gathers and analyzes information skillfully, develops alternative solutions, works well in group problem solving situations, uses reason even when dealing with emotional topics.
2. Customer Service: Manages difficult or emotional student situations, responds promptly to student needs, solicits student feedback to improve processes, and meets commitments.
3. Interpersonal Skills: Focuses on solving conflict, not blaming, maintains confidentiality, listens to others without interrupting, is self-controlled and disciplined, remains open to others ideas and is willing to try new things.
4. Teamwork: Balances team and individual responsibilities, exhibits objectivity and openness to views of others, gives and welcomes feedback, contributes to building a positive team spirit, able to build morale and group commitments to goals and objectives, supports everyone’s efforts to succeed.
5. Delegation: Delegates work assignments, matches the responsibility to the person, gives authority to work independently, sets expectations and monitors delegated activities, and provides recognition for results.
6. Leadership: Exhibits confidence in self and others, inspires and motivates others to perform well, effectively influences actions and opinions of others, accepts feedback from others, gives appropriate recognition to others.
7. Managing People: Includes staff in planning, decision-making, facilitating and process improvement, takes responsibility for subordinate’s activities, makes self available to staff, provides regular performance feedback, develops subordinates skills and encourages growth, solicits and applies customer feedback, fosters quality focus in others, improves processes, products and services, continually works to improve supervisory skills.
8. Organizational Support: Follows policies and procedures, completes administrative tasks as directed and on time, supports organization’s goals and values, benefits organization through outside activities, supports affirmative action and respects diversity.
9. Judgment: Displays willingness to make decisions, exhibits sound and accurate judgment, supports and explains reasoning for decisions, includes appropriate people in decision-making processes, makes timely decisions.
10. Initiative: Volunteers readily, undertakes self-development activities, seeks increased responsibilities, takes independent actions and calculated risks, looks for and takes advantage of opportunities, asks for and offers help when needed.
B. Education and/or Experience
Candidate for social dean should have or be willing to take at least one class in Christian Counseling or Introduction to Psychology and have experience in working with youth.
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The Faculty Professional Development plan was adopted by the Administrative Committee on November 15, 2016, having been prepared and approved by the Accreditation Faculty and Library Subcommittee on October 7, 2016, and approved by the Core Faculty on October 10, 2016.

As part of fulfilling its mission, Penn View Bible Institute encourages and supports its faculty members in their professional development.  Being a Christian institution, Penn View acknowledges the importance of the faculty’s spiritual and personal development as well.  The Mission Statement and Institutional Goals focus on student learning outcomes, thereby giving the faculty a central role in institutional effectiveness.  Faculty development enhances the faculty’s ability to advance Penn View’s mission to the glory of God.

The Academic Dean is responsible for the oversight of faculty professional development, with assistance as requested from the Faculty and Library Subcommittee.  The Faculty Professional Development plan consists of four components.

Individualized Faculty Development From Faculty Evaluation Cycle

Penn View’s Assessment Plan (2016) establishes a three-year cycle for a triangulated evaluation of the faculty member’s teaching effectiveness.  The evaluation includes input from Student Course Evaluations, the Peer Review Committee (PRC), and the Academic Dean.  Based on the evaluation, the Academic Dean and the faculty member agree to an individualized faculty development plan to be carried out by the faculty member under the ongoing oversight of the Academic Dean.  In the next evaluation cycle during its conference with the faculty member, the PRC also appraises the progress made as a result of the individualized plan.

Institutionally Provided Faculty Development Opportunities

	1.	Penn View provides two regular professional development opportunities for its faculty each academic year, one in the fall during Faculty Orientation and one in the spring during Faculty Assessment and Planning Week.  The sessions’ format is at the discretion of the Academic Dean.  Local or outside expertise may be utilized.

	2.	The Academic Dean decides the professional development topics presented, but receives suggestions from the PRC, which asks faculty members what areas of professional development they sense are needed.

	3.	Faculty attendance at these regular professional development events is required unless excused by the Academic Dean.  These events are considered work time for which faculty members are compensated.

	4.	Penn View considers its chapels and revivals as valuable means of faculty spiritual development.  Faculty attendance at chapels is recorded; attendance at the institution’s revival services is strongly encouraged.

	5.	Penn View may also provide special professional development opportunities for all or part of the faculty, as needed, by decision of the Academic Dean.

Educational Financial Assistance

	1.	Penn View created an Educational Improvement Fund (December 2011) for donors to make designated contributions toward educational assistance for faculty members.  Donations may be designated to assist specific faculty members or to build the Educational Improvement Fund balance for assistance to any approved faculty educational need.

	2.	In addition to donations designated to assist specific faculty members, the President seeks to raise $2000 annually for the Educational Improvement Fund (Planning Document, 2016).  The funds raised by the President are available for any approved faculty educational need.

	3.	Any Penn View Bible Institute faculty member pursuing formal advanced education or a terminal degree that increases his or her ability to fulfill teaching responsibilities assigned by Penn View may apply for financial assistance from the Educational Improvement Fund.  Adequately credentialed faculty members may apply for financial assistance toward professional memberships.

	4.	The President and the Academic Dean will award educational financial assistance based on availability of funds and its assessment of the faculty member’s application.  The Administrative Committee’s decision will be final.

	5.	Penn View grants faculty members a $10 per week pay increase for each degree earned.

Additional Faculty Development Support by Request

Penn View seeks to encourage and support its faculty members in their professional development through a variety of additional means.  These include, but are not limited to, adjusting the faculty members’ teaching schedule and load, encouraging professional memberships, granting limited time off with pay for study purposes, and permitting attendance at seminars and conferences for professional development.  Such additional means of support are available, as practicable, by request to and decision of the Academic Dean.  Faculty members are encouraged to discuss their situations and needs with the Academic Dean.
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This policy is intended to encourage the production and publication of research and artistic pieces, while at the same time protecting the intellectual property of the institution and its faculty, staff, and students. 

1. Intellectual property created by an individual for classes or in his/her own time and at his/her own personal investment in either energy or time will remain the property of that person.  Ownership and publishing rights will remain with the individual.  This includes personally produced writings, musical arrangements, and even sermon or lecture notes that were related to a course.  Penn View, however, retains the right to continue to use, modify, and distribute the syllabus and class notes.

2. Intellectual property created as a direct assignment from the institution and for which compensation has been received will be the property of the institution.  (This does not include class material.)  PVBI will retain full use of the property, even after an individual has left the institution.  Nevertheless, with a negotiated agreement, publishing rights may be granted to the individual.

3. Audio or video productions recorded by PVBI will remain the sole property of PVBI.

4. Any questions over intellectual property rights will be resolved in ascending order of appeal, by the Academic Dean, the President, or the Administrative Committee.  In the case of any conflict of interest on behalf of these decisions, said person shall recuse himself from the decision.  In special cases, an ad hoc committee of three persons who have no personal involvement in the rights will be appointed to adjudicate the matter.



[bookmark: _Toc469486065]Appendix G – Statement of Academic Rigor

Education at Penn View proceeds from the acquisition of foundational knowledge (observable facts, historical data, revealed truth) to understanding the relationships among ideas and to the application of knowledge in the service of life and ministry.  Knowledge is presented, for example, through lectures, reading, and class discussions.  Higher order/critical thinking skills are demonstrated through learning activities such as written compositions, student presentations, and discussion forums.  As the student progresses, the blend of acquiring facts with some application shifts toward the predominance of critical thinking skills.
The cognitive objectives should range from remembering, understanding, applying, analyzing, evaluating, and upward to creating.  Affective objectives leading to conviction should extend from receiving, responding, through valuing, organizing values, and internalizing those values so that the values become characteristic of the student.  Learning should tend toward effective application in ministry skills.  While not all of the preceding objectives may be achieved in each course, the course objectives should aim toward them.
PVBI students have been able to transfer credits to other accredited colleges and have succeeded in their continued studies at the other colleges.  PVBI graduates have been accepted at 13 accredited graduate schools and seminaries and have performed well.
PVBI faculty are credentialed at the master’s degree and possess extensive professional experience.
While all activities of PVBI are guided by the Mission Statement, the Core Values, and the Institutional Goals, the Statement of Academic Rigor further guides the faculty in developing and evaluating 1) the objectives and expected outcomes for academic programs, 2) the course objectives, procedures, and assignments expressed in the course syllabi, and 3) the quality and level of assessment in each course.

Curriculum
Courses are structured in a numbering system to indicate the level of each course. The 90s are used to indicate developmental classes; 100s are appropriate for freshmen, 200s for sophomores, 300s for juniors and 400s for seniors. Courses numbered in the 100s and 200s are lower level, while courses numbered in the 300s and 400s are upper level. Students must have prerequisite classes or special permission to enroll in classes more than one grade level above their own. 
Lower level courses will typically focus on introductory content in the subject area and require correct grammar, spelling, punctuation, and form, while the upper level courses will shift to an emphasis on higher order/critical thinking manifested in research, writing, and presenting.  
Course requirements take into account the amount of time that would typically be required to complete them. For example, a freshman three-hour course is usually calculated to require five hours of out-of-class academic work; an upper-level course is usually calculated to require six hours of out-of-class academic work.
The academic calendar contains 16 weeks in a regular semester, with classes meeting for a certain number of hours per week; for example, a three-hour course would meet for three hours each week for the entire semester.  Attendance is required because part of the learning dynamic takes place in community; students are part of the body of Christ.


Reading
Reading assignments are calculated at the following guidelines:
· Difficult:	10 pages/hour 
· Moderate:	15 pages/hour
· Easy:	20 pages/hour
Easy to difficult reading moves from introductory concepts and language to analytical, complex concepts and advanced language.
Typical three-hour freshman courses include no more than 1½ hours of assigned reading each week. Other courses have reading requirements appropriate to the level and nature of the course. 
Reading requirements may be augmented or replaced with video/audio resources.

Research
Academic inquiry pursues an awareness of multiple perspectives so that students understand alternative viewpoints, evaluate and conclude which view aligns with biblical truth, and effectively articulate the truth of an integrated Christian worldview.  Freshmen will consider perspectives that are easier to grasp and evaluate; they will study examples of thinking critically to a biblical conclusion in order to establish their own patterns of higher order thinking.  As they progress, students will increasingly grapple with more complex and conceptual perspectives and produce their own statements on the issues.  Research projects contribute to the ratio of time spent in class to time invested in out-of-class work. 
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