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STUDENT SERVICES 
Last Revision/Approval Date 03/02/2023
___________________________________________
The Director of Enrollment and Student Services is responsible for Student Services, which include the following:
[bookmark: m_-444224342905901219__Toc127189405] 
[bookmark: m_-444224342905901219__Toc127189406][bookmark: m_-444224342905901219__Toc86832236][bookmark: m_-444224342905901219__Toc526328751]ADMISSIONS

Kingdom College operates under an admission philosophy that welcomes students with the aptitude for future academic success into an intentional Christian community. The Office of Admissions operates under standards and policies developed by the administration and faculty and considers a student for admission based on academic aptitude, preparedness, integrity, maturity, and motivation. 
Kingdom College does not unlawfully discriminate on the basis of race, color, national origin, religion, sex, age, disability, genetic information, or veteran status in admission to or access to the programs within the College.
 
[bookmark: m_-444224342905901219__Toc127189407][bookmark: m_-444224342905901219__Toc93402728][bookmark: m_-444224342905901219__Toc86832237][bookmark: m_-444224342905901219__Toc526328752]When to Apply

Application for admission should be made well before the expected enrollment date. Applications may be submitted as early as the summer following completion of the junior year of high school. Applications for admission can be made until one month before the semester that the student will begin classes. *For Dual Enrollment admission deadlines, contact the Kingdom College Administrative Office.
 
[bookmark: m_-444224342905901219__Toc127189408][bookmark: m_-444224342905901219__Toc93402729]

How to Apply

1. Apply at the Kingdom College website , www.kingdomcollege.net. Complete an online application and pay the nonrefundable application fee: $25 for undergraduate students or $35 for graduate students. Read and sign the Statement of Faith.
2. Request ACT, SAT, or CLT scores to be sent to the Registrar’s Office. Foreign students must submit a TOEFL score.
3. Submit official high school and/or college transcripts directly to the Registrar’s Office.
 
[bookmark: m_-444224342905901219__Toc86832239][bookmark: m_-444224342905901219__Toc526328754][bookmark: m_-444224342905901219__Toc127189409][bookmark: m_-444224342905901219__Toc93402730]Undergraduate Admission Requirements

1. Graduation from an accredited high school.  An unaccredited high school transcript will be reviewed if it meets the same standards as an accredited high school. An​ ​ applicant who is not a high school graduate must provide official test results from the GED. A passing score must be reported.​ ​
2. A composite score of 18 or above on the ACT or 940 or above on the SAT and at least an academic 2.0 GPA.​ ​
3. One (1) character reference. This form may be downloaded, completed by each character reference, and submitted to the Registrar’s Office.​ ​
4. [bookmark: m_-444224342905901219__Toc86832240][bookmark: m_-444224342905901219__Toc526328755]Background screen checks. Because each program of study contains some form of a clinical component, you may have a background check and/or drug screen at the​ ​ discretion of Kingdom College. The student will be notified prior to this occurring, asked to sign a waiver, and responsible for the costs associated with the​ ​ background check.​ ​
 
[bookmark: m_-444224342905901219__Toc127189410][bookmark: m_-444224342905901219__Toc93402731]Freshman Entry

[bookmark: m_-444224342905901219__Toc86832241][bookmark: m_-444224342905901219__Toc526328756]An official high school transcript is required for students with less than 12 hours of transferable academic credit, earning a 2.0 grade point average or higher. ACT score of 18 or​ ​ higher and SAT score of 940 or higher is part of the standard admission requirements. Home school students are encouraged to apply for review. A passing score on the GED​ ​ must have been achieved for those students who have taken this exam.​ ​

[bookmark: m_-444224342905901219__Toc127189411][bookmark: m_-444224342905901219__Toc93402732] Graduate Admission Requirements 
 
1. Apply at the Kingdom College website, www.kingdomcollege.net. Complete the online application and pay the nonrefundable application fee of $35 for graduate students. Read​ ​ and sign the Statement of Faith.​ ​
2. Submit official transcripts from all previously attended colleges and universities. Standard admission will be considered for those students with a 2.25 GPA on the degree-granting baccalaureate transcript and those who have completed the MAT with a score of 370 or higher or the GRE with a combined verbal and quantitative score of 274.​ ​College of Education standards require a 2.75 grade point average, with no provisional entry based on the grade point average or a Class B (Baccalaureate certificate).​ ​ Provisional entry may be considered on exam scores for all Graduate students upon review of overall credentials.  Students with a cumulative graduating grade point average​ ​ of 3.0 or higher do not have to submit exam scores and are not required to submit a letter of recommendation.​ ​
3. One (1) letter of recommendation from an advisor, colleague, supervisor, or community member.  We request that this letter not be from a family member without college​ ​ approval.​ ​
4. Background screen checks. Because each program of study contains some form of a clinical component, you may have a background check and/or drug screen at the​ ​ discretion of Kingdom College. The student will be notified prior to this occurring, asked to sign a waiver, and responsible for the costs associated with the​ ​ background check.​ ​
[bookmark: m_-444224342905901219__Toc86832242][bookmark: m_-444224342905901219__Toc526328757] 
[bookmark: m_-444224342905901219__Toc127189412][bookmark: m_-444224342905901219__Toc93402733]Transfer Students

Undergraduate students who have completed 12 hours of academic transfer credit from an approved college/university with a 2.0-grade point average or higher will also be​ ​ granted standard admission. A student who desires to transfer college credits from another college/university must submit an official, current transcript of all college coursework​ ​attempted. A student who has completed at least 12 hours of transferable college coursework may be exempt from submitting SAT or ACT scores.​ ​

The Chief Academic Officer of the college will evaluate graduate transfer credit. ​ ​
A minimum of twenty-five percent of the degree must be completed with Kingdom College at the undergraduate level.  Per the STARS agreement in Alabama, no more than 60​ ​ hours may be transferred from a Community College toward a 120-hour baccalaureate degree.  Thirty-three percent must be completed with Kingdom College for graduate​ ​ degree programs.​ ​
[bookmark: m_-444224342905901219__Toc86832243][bookmark: m_-444224342905901219__Toc526328758][bookmark: m_-444224342905901219__Toc127189413][bookmark: m_-444224342905901219__Toc93402734] 


Nontraditional Admission
​ ​
Students aged 24 and older must meet the same requirements as traditionally admitted students, with the exception of admissions test scores. These students are not required to​ ​ submit ACT, SAT, or CLT scores for admission to Kingdom College. This also applies to veterans of any age.​ ​
*Kingdom College reserves the right to make a decision for nontraditional admission on a case-by-case basis upon review of overall credentials. Provisional admission may be​ ​ considered for any students initially submitting unofficial documents. Official documents must be received before the second semester of registration to clear​ ​ provisional admission.​ ​
[bookmark: m_-444224342905901219__Toc86832244][bookmark: m_-444224342905901219__Toc526328759] 
[bookmark: m_-444224342905901219__Toc127189414][bookmark: m_-444224342905901219__Toc93402735]Returning Students

A student who withdraws from Kingdom College for more than one calendar year will be subject to the degree requirements in the Academic Course Catalog at the date of​ ​ return rather than the original enrollment date in Kingdom College if any changes have transpired. This student must reapply through the Office of Admissions and pay the​ ​ designated application fee. The administration and faculty will exercise due diligence when catalog changes are made.​ ​
[bookmark: m_-444224342905901219__Toc86832245][bookmark: m_-444224342905901219__Toc526328760] 
[bookmark: m_-444224342905901219__Toc127189415][bookmark: m_-444224342905901219__Toc93402736]Transient Students

[bookmark: m_-444224342905901219__Toc127189416][bookmark: m_-444224342905901219__Toc93402737][bookmark: m_-444224342905901219__Toc86832246][bookmark: m_-444224342905901219__Toc526328761]Students who would like to attend a course offered by Kingdom College and transfer it back to their home institution may do so with official written authorization​ ​ from that college or university. Students approved by another institution to attend Kingdom College are considered transient when the intent is to return to that college or​ ​ university. An application for admission is required, and a transcript may be requested from the home institution.​ ​
 
Early Acceptance

A student who demonstrates exceptional academic success may receive early acceptance to Kingdom College. This applies to a student who begins receiving college credit after​ ​ the junior year of high school while still attending high school.​ ​
[bookmark: m_-444224342905901219__Toc86832247][bookmark: m_-444224342905901219__Toc83727093][bookmark: m_-444224342905901219__Toc526328762] 
[bookmark: m_-444224342905901219__Toc127189417][bookmark: m_-444224342905901219__Toc93402738]Dual Enrollment

Kingdom College allows cooperating high schools to allow students to receive both high school and college credit for certain courses that apply toward their coursework​ ​ required for graduation. Each student must be in either grade 10, 11, or 12. The student must obtain a recommendation from the high school guidance counselor or​ ​ principal. In addition, the student’s grade point average must be at least 2.5 unless the County or School System that the student is coming from states otherwise. Students must​ ​ also meet all other Kingdom College undergraduate admission criteria, with the exception of high school graduation, before starting dual-enrolled classes.  Kingdom College​ ​ follows the guidelines set by the Alabama State Department of Education related to dual enrollment.​ ​
The administrator responsible for assisting students with the Admissions Process is the Director of Enrollment and Student Services. If a student has any questions concerning​ ​ how to enter Kingdom College, the Director will help the student through the process of being admitted as a student.​ ​
[bookmark: m_-444224342905901219__Toc127189418][bookmark: m_-444224342905901219__Toc121144201]

TRANSCRIPT REQUESTS
Mail:   Director of Enrollment​ ​
Kingdom College​ ​
208 South Main Street​ ​
Headland, AL  36345​ ​
Email:  pjhamm@kingdomcollege.net​ ​
 
Requests sent by email must be sent from the student’s Kingdom College email account or a signed letter of request must be attached.  Please include your name, date of birth,​ ​telephone number, and current address where the transcript should be sent (including address and phone number).​ ​
· In person:  208 South Main Street, Headland, AL 36345​ ​
· Awarded Degrees: If you need your transcripts to reflect an awarded degree, please make a note of that on your request.​ ​
· [bookmark: m_-444224342905901219__Toc127189419][bookmark: m_-444224342905901219__Toc126844958][bookmark: m_-444224342905901219__Toc121144202][bookmark: m_-444224342905901219__Toc121135743][bookmark: m_-444224342905901219__Toc120806744]Final Grades: If you need your transcripts to reflect final grades from the current semester, please specify that when completing your request for your transcript.​ ​
· [bookmark: m_-444224342905901219_Electronic][bookmark: m_-444224342905901219_FedEx][bookmark: m_-444224342905901219_Unofficial][bookmark: m_-444224342905901219__Toc127189420]Cost and Shipping:  Official transcripts are $10 per official transcript via USPS regular mailing. Transcript requests are processed within 1-2 business days. (Requests made​ ​ over the weekend will not be processed until the following week and holidays will affect the timeline for processing as well).  Unofficial transcripts will be sent via CANVAS​ ​ for current students.  Otherwise, those may be sent the same method as official transcripts, at no cost, unless the transcript must be expedited.​ ​

ACCUPLACER TESTING ADMINISTRATION​ ​

This testing situation allows students to be accurately placed in the appropriate math and English classes. The personnel responsible for this situation have been trained and​ ​ certified in administering The ACCUPLACER Test. The Director of Enrollment and Student Services and The Human Resources Director can administer​ ​ this test.​ 
​
[bookmark: m_-444224342905901219__Toc127189421]ASSISTANCE FOR STUDENTS WITH DISABILITIES 
​ ​
Students requiring accommodations or modifications for a disability should inform the instructor at the close of the first class meeting or as soon as possible.  The instructor​ ​ will refer you to the Kingdom College disability officer to document your disability, determine eligibility for accommodations under the ADA/Section 504, and request a​ ​ Faculty Accommodation Form.  Disability accommodations or status will not be indicated on academic transcripts.  In order to receive accommodations in a class, students with​ ​ sensory, learning, psychological, physical or medical disabilities must provide their instructor with a Faculty Accommodation Form to sign.  Students must return the signed​ ​ form to the Office of Student Services.   A new form must be requested each semester.  Students with a history of a disability perceived as having a disability or with a current​ ​ disability who do not wish to use academic accommodations are also strongly encouraged to register with the Student Services and request a Faculty Accommodation Form​ ​ each semester.  For further information, please get in touch with the Office of Student Services.​ ​
The Director of Enrollment and Student Services manages the process of assessing the needs of the student with disabilities.​ ​

[bookmark: m_-444224342905901219__Toc127189422]MENTAL HEALTH COUNSELING​ ​

The Director of Enrollment and Student Services will assist in the case that a student comes who is in need of mental health services or if a professor has referred a student upon the student’s request to​ The Director of Enrollment who may need mental health assistance. If the student needs mental health services, the Director of Enrollment and Student Services will​ offer the student a list of local mental health service providers.​  
​ 
[bookmark: m_-444224342905901219__Toc127189424]ADMINISTRATIVE SERVICES​ ​

The Director of Enrollment and Student Services will assist and participate in the Administrative Council for Kingdom College. This role allows the Director of Enrollment and​ ​ Student Services to help in the decision-making and assessment of The Enrollment and Student Services Office and its role in the overall working of Kingdom College and its​ future growth.​ ​ 

[bookmark: m_-444224342905901219__Toc127189425]ASSISTANCE WITH TECHNOLOGY FOR STUDENTS​ ​

The Director of Enrollment and Student Services will assist students if technology concerns arise at any of the teaching sites. If necessary, the​ ​ contractors for IT may be called if the technology issue is one that requires expertise in the breakdown of the WIFI or internet.​ ​​ ​This includes our Learning Management System, CANVAS, and our Student Information System, Campus Café.
 
[bookmark: m_-444224342905901219__Toc93399071]ACADEMIC ADVISORS

When students enroll in Kingdom College, they are assigned an advisor. This person is an instructor who teaches classes in the student’s field of study. The role of an advisor is to assist students in appropriate course selection to provide general guidance in the student’s field of study. Program maps are used to help in this process. The student is responsible for pursuing academic advisement after enrollment. Even though the advisor provides guidance, it is the student’s sole responsibility to meet all requirements for graduation. Student Services will assist the student as requested and keep records in the Student Information System, Campus Café, and a printed Program Map.
 
Example Program Map for Master of Science in Christian Clinical Mental Health Counseling (MSCCMHC)
The Course Program Map offers a picture of what your program will look like throughout your tenure at Kingdom College. This outline will be as close as possible to the classes that will be offered so that you can complete your coursework in a timely manner. Circumstances may change some courses, but you and your advisor will work together to be sure that the best course of action will be taken for the student’s benefit.
* Must be completed before all other coursework with a minimum grade of “B”.
	Student:
	 

	Course Number & Title
	Sem./Yr.
	Initials

	Required (Ck Sem/Yr on Projected Course Cycle)
	 
	 

	1. * COU 502—Professional Ethics & Legal Issues
	 
	 

	2. * COU 506—Helping/Listening Skills
	 
	 

	3. * COU 604—Theories of Counseling
	 
	 

	4. * COU 606—Diagnosis & Treatment Planning
	 
	 

	5. * COU 608—Orientation to the Professional Christian Counselor Identity
	 
	 

	6. COU 503— Social & Cultural Issues in Counseling
	 
	 

	7. COU 504—Human Growth & Development
	 
	 

	8. COU 600— Group Counseling
	 
	 

	9. COU 611—Practicum (with Dept approval)
	 
	 

	10. COU 510— Human Sexuality/Sex Therapy
	 
	 

	11. COU 607— Integration of Counseling & Christianity
	 
	 

	12. COU 609—Marriage and Family Counseling (Required before counseling couples/families in Practicum/Internship)
	 
	 

	13. COU 612—Internship 1 (prereq: COU 611)
	 
	 

	14. COU 601— Assessment & Testing
	 
	 

	15. COU 605— Crisis & Trauma Counseling & Theodicy                                     
	 
	 

	16. COU 505—Career Counseling
	 
	 

	17. COU 613—Internship 2 (prereq: COU 611,612)
	 
	 

	18. COU 603— Soul Care
	 
	 

	19. COU 602— Research
	 
	 

	Electives (Ck Sem/Yr on Projected Course Cycle)
	 
	 

	COU 500— Counseling Using Expressive Arts
	 
	 

	COU 501— Intro to Art Therapy
	 
	 

	COU 507— The Missionary Family - Adult
	 
	 

	COU 508— The Missionary Family - Child
	 
	 

	COU 509— Substance Abuse
	 
	 

	COU 511— Contemporary Issues in Counseling
	 
	 

	COU 610— Family Systems
	 
	 

	COU 614— Cognitive-Behavioral Therapy
	 
	 

	COU 616— Brief Approaches to Counseling
	 
	 

	COU 615— Childhood Disorders and Therapies
	 
	 


 
[bookmark: _Toc128471675]GENERAL EDUCATION REQUIREMENTS

[bookmark: _Toc128471676][bookmark: _Toc127189488]Purpose 
The college's general education requirements will provide the knowledge, skills, and values essential to all academic disciplines. These courses will expose students to commonly recognized areas of knowledge, introduce students to diverse subject areas, and equip students with skills essential and necessary for careers and lifelong learning. Embedded in each course will be the recognition of the truth that all knowledge and skill has as its source the God of creation, who imparts these gifts to mankind according to His mercy and grace.  The Chief Academic Officer and the Registrar are responsible for keeping these Kingdom College requirements current.

[bookmark: _Toc128471677][bookmark: _Toc127189489]Objectives

The student will

· Be able to demonstrate competencies in problem-solving, decision-making, and critical thinking through effective communication, reasoning, and the ability to use scientific and technological processes and procedures.
· Complete 1 semester hour of Orientation. 
· Complete 3 semester hours of Technology courses.
· Complete 6 semester hours of English Composition.
· Complete 6 semester hours of courses in the Humanities.
· Complete 6 semester hours of courses in the Fine Arts.
· Complete 8 semester hours in Natural Sciences (that include laboratory experiences). 
· Complete 3 hours in Mathematics
· Complete 6 semester hours in History 
· Complete 6 semester hours in Social/Behavioral Science.
· Complete 12 semester hours in Biblical Studies. 

*For an Associate’s degree, the student will complete 12 semester hours in one of four focus areas: Psychology.

GENERAL EDUCATION

Minimum Required Credit Hours for Associate’s degree = 60

[bookmark: _Toc127189444]SCHOLARSHIPS

[bookmark: _Toc93402755][bookmark: _Toc93399080][bookmark: _Toc85638624][bookmark: _Toc84928476][bookmark: _Toc83303100][bookmark: _Toc83194920][bookmark: _Toc83194525]Kingdom College offers academic scholarships to students who express a need and document that in a letter.  These scholarships are donor-funded and have helped a larger percentage of our students start and continue classes. 
*Pre-accreditation will be needed for Federal Student Aid approval.  Financial need is primarily the means by which financial aid is offered at Kingdom College. The Chief Academic Officer is the Approving Official for Scholarships.  Students are advised to check with the Director of Enrollment and Student Services for scholarship applications and the procedure for receiving tuition assistance for employees or any other resources that may become available.

CAREER RESOURCES

 Kingdom College Student Services works closely with students to help them discover how their 
needs, skills, talents, and work values will match critical societal and workforce shortages.
The Career Coach offers:
· Assessments of personality type, skills, values, and interests
· One-on-one career counseling
· Internship opportunities
· Diversity career services

[bookmark: _Toc127189445]SCHOLARSHIPS

Kingdom College offers academic scholarships to students who express a need and document that in a letter.  These donor-funded scholarships have helped many of our students start and continue classes. 
*Pre-accreditation will be needed for Federal Student Aid approval.  Financial need is primarily the means by which financial aid is offered at Kingdom College. The Chief Academic Officer is the Approving Official for Scholarships.  Students are advised to check with the Director of Enrollment and Student Services for scholarship applications and the procedure for receiving tuition assistance for employees or any other resources that may become available.



TUITION ASSISTANCE

Kingdom College offers employee tuition assistance to full-time and part-time employees.  Living Waters Counseling, Inc. offers two tuition assistance opportunities to Lay Counseling students each year.  These records are kept by the Director of Enrollment and Student Services for data regarding financial assistance.
[bookmark: _Toc128471600]
KINGDOM COLLEGE TUITION EDUCATION ENDOWMENT

[bookmark: _Toc128471601]PURPOSE:  The Kingdom College Tuition Education Endowment Fund is established to assist students with limited or no funds to be able to attend Kingdom College and find their path in working in the fields of labor to which God has called them.  The Director of Enrollment and Student Services is often the first contact a student has with the college to discuss financial needs.  The Director will help the student with contact information and assist as needed with the application process, as well as the record-keeping for financial assistance for each student awarded.
[bookmark: _Toc128471603]Policies:
[bookmark: _Toc128471604]Student Information:
1. [bookmark: _Toc128471605][bookmark: _Toc128471606]This is a loan-based formatted tuition assistance program.
2. [bookmark: _Toc128471607]This loan is non-interest-bearing.
3. [bookmark: _Toc128471608]This loan is for tuition, fees, and books.
4. [bookmark: _Toc128471609][bookmark: _Toc128471610]Students agree to maintain an average of a “C” every semester. If the average drops, the ad hoc committee will be notified, and appropriate counseling will ensue to determine if the loan award will continue and, if so, under what circumstances.
5. [bookmark: _Toc128471611][bookmark: _Toc128471612] Students will be awarded a non-interest-bearing loan for his/her education based on an income/debt ratio review with personal circumstances taken into consideration.
6. [bookmark: _Toc128471613]The process is as follows:
a. [bookmark: _Toc128471614]Student makes application.
b. [bookmark: _Toc128471615]This application is given to The Education Endowment (TEE) committee.
c. [bookmark: _Toc128471616]The TEE committee interviews the individual student.
d. [bookmark: _Toc128471617]The TEE committee then decides and notifies the student
e. [bookmark: _Toc128471618] If the student is awarded the loan, the appropriate documents of the agreement will be signed by the student; the Financial Department will be notified; the appropriate monies will be transferred to the appropriate funding area.
7. [bookmark: _Toc128471619]The student agrees to pay an agreed-upon amount monthly while in school, a payment of no less than $25.00 a month.
8. [bookmark: _Toc128471620]Upon graduation, the student will go through a review of his/her financial situation with the Tuition Education Endowment Committee to set up a fair repayment schedule. A review of debt/income and personal circumstances will be conducted to arrive at an agreed-upon amount to continue paying off the loan. After graduation, the student agrees to a yearly review of his/her payment agreement.
9. [bookmark: _Toc128471621]The student agrees to report his/her grades to the TEE committee to ensure that the student has maintained a grade of a “C” or above on average per semester. This will be done via a Confidentiality Waiver.
10. [bookmark: _Toc128471622]The student will sign a new commitment agreement every semester with an annual renewal. The commitment agreement will be a part of the student’s registration process.
11. [bookmark: _Toc128471623]Students will be notified of their award by email.
12. [bookmark: _Toc128471624]The following monetary limits are in place for each degree/certification level:
a. [bookmark: _Toc128471625] Certification – Not to exceed $2,500 (tuition for one class per semester, fees, books)
b. [bookmark: _Toc128471626]Undergraduate – Not to exceed $5,475.00 (tuition for five classes per semester, fees, books; undergraduates must take a minimum of two classes per semester)
c. Graduates – Not to exceed $6,925.00(tuition for two classes per semester, fees, books; a third class can be taken, but would need the Department Chair’s approval and the Ad Hoc Committee’s approval.) 

[bookmark: _Toc128471627]The Tuition Education Endowment Committee Information:
1. [bookmark: _Toc128471628][bookmark: _Toc128471629]The TEE Committee is comprised of 3 – 5 local stakeholders.
2. [bookmark: _Toc128471630]The committee members duties are as follows: 
a. [bookmark: _Toc128471631]Review prospective applications from students
b. [bookmark: _Toc128471632][bookmark: _Toc128471633] Award selected students that qualify based on the income/debt ratio criteria long with personal circumstances considered.
c. [bookmark: _Toc128471634]Solicit donors for the TEE fund.
3. The TEE committee will serve on a lifetime basis unless the TEE member requests to step down or the Kingdom College Board of Directors deems a necessary change to be made.

[bookmark: _Toc128471646][bookmark: _Toc93399092]GRADUATION

Graduation ​from​​ any​​ degree ​​program​​ at ​​Kingdom​ ​​​College​​ is​​ a​​ significant​​ milestone​​ in ​​a​ student’s ​life​.​​ ​Before​​ graduation, ​​it ​​is ​​essential​​ for ​​the ​​student ​​to​​ know​ ​​​if​​ he ​​or​​ she ​​has met ​​all of ​the ​requirements​​ for​​ graduation​.​ ​​It ​​is ​​the​​ student’s​​ responsibility ​​to​​ complete ​​and ​​submit​ ​​​an​ Application​ for ​​Graduation​​ one semester before the intended graduation date. The ​​student will ​​submit ​​this​​ completed​ application to the Director of Enrollment and Student Services along with any required documentation and fees.​​ The​ student should meet ​regularly​​ with​​​ ​the ​​advisor ​​and the advisor ​​will​​ either​​ recommend ​​or ​​deny ​​the​​student ​as ​eligible ​​for ​​graduation ​​one​​ semester ​​prior ​​to​​​ ​graduation​.  ​Any ​​student ​​recommended​​ for​ graduation ​must​​ complete ​​all​​ requirements​​ for​​​ ​graduation​​, or ​​that​ student​ will ​​not​​ have a degree posted.

Commencement ​occurs​​ at ​​Kingdom​​ College as needed in May, August, and December​.  ​​
The​ commencement ​​ceremony ​​is ​​a​​ significant​​​ ​ritual ​​in ​​a​​ graduate’s ​​life​.​ The ​​importance​ of commencement at​​ Kingdom​​ College​​ is ​​something​​ a​ ​​​graduate ​​will​​ always​ remember. Just​​ as ​​a​​ student ​​prioritizes​ ​​​attending ​​classes​​ and​​ other ​​required​​ expectations,​ the​​ ​commencement​​ ceremony ​​is ​​part of​​ a​​ student’s ​​educational​​​ ​experience​.​​​ ​ ​A​ student ​​is​ encouraged to ​​attend ​​his​​ or ​​her​​​ ​graduation​. ​
 
[bookmark: _Toc128471647][bookmark: _Toc93399093]Diplomas

Graduates ​of ​​Kingdom​​ College ​​will​​ be​​ mailed​​their​​ diplomas ​​in a timely fashion following graduation if, for some reason, the diploma is not received at the ceremony. 
All efforts will be made to notify students who are not eligible for participation in commencement if the degree requirements are not met.  However, any​ student ​​who​​ has​​​ ​not​​ met​​ all ​​requirements ​​for ​​graduation ​​but​​ has​​ participated​​​ ​in​ commencement ​will​​ not ​​receive​​ his​​ or ​​her​​ diploma or transcript​ until ​​all ​​requirements​​ are​​ met​.  ​Remember ​that ​it​​ is ​​the ​​student's sole responsibility​​ to ​​know ​​the​​ requirements ​​for​​​ ​graduation​​ and​ to​ meet ​​all ​​requirements for ​​graduation​. ​​​Any​​ ​questions​​ about ​​the ​​requirements​​ must ​​be ​addressed​ with​ ​​​the​​ student’s​​ academic​​ advisor​ well before commencement.
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The​ purpose ​​of ​​the ​​option for student complaints ​​is​​ to​​ provide​​ consistency ​​and​​ fairness ​​for ​​the ​​student​.  Any​ student​​ who ​​is ​​charged​​ with​​ a​​ values​​ violation​​ and any student who submits a complaint​ will​​ be​​ granted ​​the ​​following ​​rights:
· Any​ student, ​​parent, ​​faculty,​​ staff, ​​or ​​guest​​ may​​ submit ​​an​​ oral​​ or​​ written ​​report​​ of ​the ​details​​ regarding ​​the ​​complaint or violation​.
· This ​report ​​is​​ submitted ​​to ​​the ​​Director of Enrollment and Student Services, ​​who ​​will ​​set​​ up​​ a​​ meeting​​.
· The ​​​ Director of Enrollment and Student Services will notify the student in writing for a ​​ meeting​.​ 
· Any​​ student ​​who ​​fails​​ to​​ attend​​ this ​​meeting​​ will abide ​​by ​​the​ decision ​made​​ at​​ the ​​meeting​​ without ​​any​​ student ​​input​.                           
· The​ student ​​will ​​receive​​ written​​ notification ​​of ​​the ​​results​​ of ​​the​​ meeting​.
· Any​ student​​ may ​​appeal​​ the complaint or ​​values ​​violation​​ meeting​​.
· The​ result ​​of ​​the​​ meeting ​​may​​ prevent a ​student​​ from ​​registering ​​for ​future​​ classes until the complaint ​​is​​ settled​.
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1. Right ​to ​​be ​​informed ​​of​​ the ​​​process​
2. Right ​to ​​a ​​meeting ​​to​​ plead​​ the​​ student’s​​ case​
3. Right ​to ​​be ​​informed ​​of​​ all​​ evidentiary ​​material​​ gathered ​​that​​ ties ​​the​​ student ​​to ​​the​ complaint or values​ violation
4. Right ​of ​​the​​ student ​​to​​ give testimony, ​​to​​ decline ​​to​​ testify,​​ and ​​to​​ request​​ personal​ witnesses ​be ​​present ​​at​​ the​​ meeting ​​to ​​testify​
5. Right ​to ​​bring ​​a​​ personal​​ witness​​ such​​ as​​ a​​ counselor, ​​advisor, ​​or ​​friend to the​ meeting
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