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1. Philosophical Foundation: Stewardship of Resources
At Kingdom College, we believe in "Higher Education for a Higher Purpose." This extends to our financial management and the responsible allocation of tuition-funded resources. As such, all instructional compensation is an installment-based agreement contingent upon active course engagement and the continued availability of tuition-driven institutional funds.
2. Monthly Installment Structure
Instructional contracts are divided into equal monthly installments for the duration of the academic semester. Each installment represents the fulfillment of instructional duties, student support, and administrative overhead for that specific calendar month.
3. Enrollment-Based Payroll Adjustments
Should a course reach zero (0) active students due to withdrawals or drops, the following tiered reconciliation schedule will be enacted by the Director of Enrollment and Student Services:
A. Early-Term Conclusion (Weeks 1–2)
If 100% of students withdraw within the first 14 calendar days of the semester:
· Administrative Stipend: The instructor will receive a flat development fee of $150 This payment acknowledges the curriculum preparation and initial administrative setup performed by the instructor.
· Conclusion: All remaining portions of the first month's pay and all subsequent monthly installments for that course will be concluded.
B. Mid-Semester Conclusion (After Week 2)
If 100% of students withdraw after the second week of the semester:
· Current Month Fulfillment: The instructor will receive the full monthly installment for the month in which the final student withdrawal occurred.
· Conclusion: All installments scheduled for subsequent months will be deemed fulfilled and concluded, as the funding source and instructional need are no longer present.
4. Procedure for Semester Inactive Course Conclusion
	Step
	Action
	Responsibility

	1
	Enrollment Audit: Weekly monitoring of course rosters to identify "Zero-Student" status.
	Director of Enrollment & Student Services

	2
	Tier Verification: Determine if the conclusion occurred within the 14-day (Early) window or later.  Confirm the final withdrawal date and notify the Director of Human Resources 
	Director of Enrollment & Student Services

	3
	Official Notice: Issue the appropriate "Notification of Course Conclusion" email to the instructor and the Chief Financial Officer for necessary payroll adjustment
	Director of Human Resources

	4
	Payroll Adjustment: Process the $150 development stipend (Early) or 100% installment (Mid) as funds are available and close the schedule.
	Chief Financial Officer



5. Instructor Notification Templates
Template A: Early-Term (Weeks 1-2)
Subject: Administrative Update: Course Status for [Course Name]
Dear [Instructor Name],
Thank you for your partnership with Kingdom College and your preparation for the current semester. In our shared mission of "Higher education for a higher purpose," we strive to manage our resources with the utmost integrity.
We are writing to inform you that enrollment for [Course Name] has reached zero due to early-term withdrawals. In accordance with our stewardship policy for courses that conclude within the first two weeks of the term:
· You will receive a flat development fee of $150 as a stipend for your initial course preparation and administrative setup.
· Following this payment, the payroll schedule for this specific course will be concluded.
We value your expertise and look forward to future opportunities to serve our students together.

Template B: Mid-Semester (After Week 2)
Subject: Important Update: Instructional Status for [Course Name]
Dear [Instructor Name],
Thank you for your faithful service to Kingdom College. As we steward the funds entrusted to us by our students and supporters, we must occasionally adjust our operations to reflect current enrollment needs.
As of [Date], all students in [Course Name] have withdrawn. Consequently, the instructional requirements for this course have reached their conclusion.
· You will receive your full monthly installment for [Current Month] to honor the work performed during this period.
· As the instructional cycle for this course is now complete, subsequent monthly installments will be concluded.
We are grateful for the spiritual and academic investment you have made in our community.
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