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POLICY 

ACADEMIC INTEGRITY 

Students are expected to uphold the University’s values. Cheating of any kind, 

plagiarism, and other forms of academic dishonesty are prohibited. Punishment 

for an act of academic dishonesty involves imposing failing or zero grades by the 

following process: For a first offense, the student receives a zero on the 

assignment. A second offense results in an F in the course. Upon committing a 

third offense, the student will be expelled from the University. The faculty member 

presents notice of each offense to the Academic Dean, who keeps a record of 

students’ offenses from all courses. Refer to The Log for additional information 

regarding violations of academic honesty. Students may appeal the decision of 

the faculty member to the Academic Dean. 

FAMILY EDUCATIONAL RIGHTS AND PRIVACY ACT (FERPA) 

This act provides for confidentiality of student records; however, it also provides 

for basic identification of people at Bethel without the consent of the individual. 

Release of information to third parties includes name, address, telephone 

number, place of birth, E-mail address, classification, photograph, major/minor, 

dates of attendance, degree, university honors/awards, the most recent previous 

educational agency or institution attended, participation in school activities and 

sports and weight and height of members of athletic teams. The institution may 

release other information on students without written permission of the students if 

the release can be justified under one of the exceptions to written permission 

found in FERPA. The student has the right of access to his or her educational 

records and the right to challenge any inaccurate, misleading, or inappropriate 

information in those records. Bethel University will release information to comply 
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with the Solomon Amendment. 

  

Public notice of categories to be contained in a directory is hereby given and a 

period of one week is provided at the beginning of each semester during which 

time a student may request that such information not be released. Bethel 

University applies an “all or nothing” policy to the release of directory 

information. 

In accordance with the Student Information in Higher Education Act of 2005, a 

student may execute a consent form authorizing Bethel to release confidential 

education records, as defined by federal law, to a designated parent or 

guardian, upon request. 

As of January 3, 2012, the U.S. Department of Education’s FERPA regulations 

expand the circumstances under which your education records and personally 

identifiable information (PII) contained in such records—including your Social 

Security Number, grades, or other private information—may be accessed 

without your consent. First, the U.S. Comptroller General, the 

U.S. Attorney General, the U.S. Secretary of Education, or state and local 

education authorities (“Federal and State Authorities”) may allow access to your 

records and PII without your consent to any third party designated by a Federal 

or State Authority to evaluate a federal-or state- supported education program. 

The evaluation may relate to any program that is “principally engaged in the 

provision of education,” such as early childhood education and job training, as 

well as any program that is administered by an education agency or institution. 

Second, Federal and State Authorities may allow access to your education 

records and PII without your consent to researchers performing certain types of 

studies, in certain cases even when we object to or do not request such 

research. Federal and State Authorities must obtain certain use-restriction and 

data security promises from the entities that they authorize in receive your PII, but 

the Authorities need not maintain direct control over such entities. In addition, in 

connection with Statewide Longitudinal Data Systems, State Authorities may 

collect, compile, permanently retain, and share without your consent PII from 

your education records, and they may track participation in education and 

other programs by linking such PII to other personal information about you that 

they obtain from other Federal or State data sources, including workforce 

development, unemployment insurance, child welfare, juvenile justice, military 

service, and migrant student records systems. 
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STATEMENT OF NON-DISCRIMINATION 

Bethel does not discriminate, either in the admission of students or in the 

administration of any of its educational policies, programs, activities or 

employment on the basis of race, color, national or ethnic origin, religion, sex, 

sexual orientation, age, disability, or military service. Bethel University complies 

with the 1964 Civil Rights Act, Title IX of the Educational Amendments of 1972, the 

IRS Anti-Bias Regulation, Section 504 of the Rehabilitation Act of 1973, and the 

Americans with Disabilities Act. Dr. Jacqueline DeBerry, Campbell Hall, Bethel 

University, 325 Cherry Avenue, McKenzie, TN 38201 (731-352-4298), is the Title IX 

Coordinator. 

ATTENDANCE POLICY 

Bethel University considers regular class attendance to be essential to the 

teaching and learning process. Any unnecessary absence decreases the 

contribution by and to the students and faculty. For those reasons, the following 

guidelines will be honored by faculty and students: 

1. All faculty will report in writing to the Office of the Registrar all students whose 

total absences exceed the limit published in the class syllabus. The Registrar 

will record an automatic grade of F. This report is due when the limit has been 

exceeded. If any time after the fifth week of classes a student obtains 

automatic F’s in all classes due to non- attendance, that student will be 

asked to leave the Bethel University campus within 48 hours after notification. 

There is no tuition refund after the fifth week of classes, but board charges will 

be pro-rated according to the length of time (in weeks) that the student has 

had meals in the cafeteria, except in the case of withdrawal due to 

disciplinary action. Note: A separate pro-rated refund applies to the student 

who is asked to leave during the first term of enrollment. 

2. The responsibility for notifying the instructor of anticipated absences and 

reasons for emergency absences, and for fulfilling all assignments, rests 

entirely on the student. The final determination of true emergency will be at 

the discretion of the instructor of the course. 

3. Class absences due to mandatory participation in or mandatory attendance 

at events that are sanctioned by the University/College will not result in 

penalty to the student through attendance, testing and/or grading. 

Absences beyond mandatory participation in University functions may result 
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in an adjustment of grade or an automatic failure according to the course 

syllabus. Guidelines for submitting missed assignments or taking make-up 

exams are determined by each individual faculty member as published in the 

course syllabus. 

4. A student cannot request to withdraw from any class in which a grade of F 

has been received for violation of the attendance policy as published in the 

course syllabus. 

GRADES 

(see also “Attendance Policy,” and “Academic Integrity”) 

Grading System 

The level of academic performance of each student is described in terms of the 

grade point average (GPA). The grade point average is determined by dividing 

the total grade points earned by the total hours attempted. The letter grades 

awarded, the interpretation of their meaning, and the grade points for each 

hour of credit are as follows: 

• A: Excellent, 4 points 

• B: Very Good, 3 points 

• C: Good, 2 points 

• D: Passing, 1 point 

• F: Failure, 0 points 

• E: Final Exam Pending, 0 points 

• I: Assigned Work Incomplete, 0 points 

• P: Pass, 0 points 

• W: Withdrew, 0 points 

• FA: Failure due to violation of class attendance policy, 0 points  

(Effective January 1, 2013) 

In extenuating circumstances, students must arrange with a professor to receive 

an I (Incomplete) grade. The student must be passing the course to request the I 

grade, and the professor of the course will make the determination of whether or 

not the circumstance warrants an Incomplete. “I” grades must be removed 

within the first four weeks of the beginning of the next term (including summer). 

Failure to remove the I grade will result in an automatic grade of F for the course. 
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Pass/Fail grades are given for all internship and activity courses. Juniors and 

seniors may take one elective course per semester on a Pass/Fail basis with 

advisor approval. The decision to take the elective on the Pass/Fail basis must be 

made at the time of registration. All course requirements must be completed in 

order to qualify for the P grade. No grade points are given with the P grade; the 

hours attempted are computed for the grade of F. 

Receipt of Grades 

Grades are not mailed each semester. Students may view or print a student 

copy of their grades through the student E-Portal or submit a written request for 

their grades to the Office of the Registrar. If a student has an account balance, 

he or she will be unable to access his or her grades. In this case, the student will 

need to contact the Bethel University Business Office to clear the account before 

the grades will be made accessible. 

Repeating Courses 

Only courses in which a student earns a grade of D or F may be repeated for 

purposes of replacing the lower grade. The last grade earned will be used to 

compute grade point average. Any course in which a grade of D and/or F is 

earned three times at Bethel University may not be repeated at Bethel. 

Appeals 

Any student who wishes to appeal a course grade must follow the process of 

appeal to the faculty member, Program Director (where applicable), Division 

Chair, Associate Academic Dean. All appeals must be in writing and given to the 

appropriate person no later than five days after the decision being appealed is 

made. The appeal must state on what grounds the appeal is being made and 

why the student believes an appeal is warranted. Between the time the decision 

being appealed is made and the time of the appeal hearing the decision being 

appealed stands and must be obeyed by the student. 

Academic Probation and Suspension 

Students are placed on academic probation at the end of the semester in which 

the cumulative GPA falls below the required minimum for their class standing: 

• Freshman (0-27 hours completed): 1.5 GPA 

• Sophomore (28-59 hours completed): 1.8 GPA 

• Junior (60-95 hours completed): 2.0 GPA 

• Senior (96 or more hours completed): 2.0 GPA 

The period of academic probation will continue as long as the GPA fails to meet 
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the minimum GPA requirement. Students on academic probation must limit their 

academic load to 15 semester hours, including DEP 050 Academic Success Skills. 

Any student who fails to make a C average (2.0) for the term on probation is 

automatically suspended for one semester. All students placed on Academic 

Probation must enroll in DEP 050. Exemption for this course is by written appeal to 

the Academic Dean. 

A one-semester academic suspension is given to any student who obtains a GPA 

of 0.0 in any semester, or who fails to obtain a semester GPA of 2.0 while on 

academic probation. After the second one-semester suspension, any student 

subject to suspension will be given a one-year academic suspension. The 

summer term may be used by students on probation or suspension to raise the 

GPA to the level required for good standing. Readmission to the University after a 

term of suspension is not automatic. Upon receipt of a suspension notice, the 

student may send a letter of appeal to the Academic Dean. The Academic 

Dean will notify the student when a decision has been made regarding 

enrollment in the following fall or spring semester. Likewise, a student who 

withdrew during a semester and wishes to return the following semester must 

submit a letter of appeal to the Academic Dean. However, any student who 

once attended Bethel University and did not return the following semester for 

whatever reason must file an Application for Readmission with the Office of 

Admission. (See “Readmission” in the Admissions section.) Note: Students are 

urged to refer to the Financial Aid webpage and to the Satisfactory Academic 

Progress form published by the Office of Financial Aid regarding Financial Aid 

Probation/Suspension since it may differ from the Academic 

Probation/Suspension policy. 

Currently enrolled students may transfer credits from other regionally accredited 

institutions of higher learning provided the following criteria are met: the courses 

to be taken at other institutions have prior approval of the advisor and the 

registrar, and the courses to be taken will not violate the residency requirement, 

exceed transfer allowments in the major or minor field, or exceed the hour limit 

on courses completed at a junior or community college and the course grade 

must be a C or above. 

Honors Recognition 

Each year, Bethel University nominates students to Who’s Who Among Students in 

American Colleges and Universities. 

To be eligible, a student must be a senior enrolled full-time with at least two 
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previous full-time semesters of residence and must have a GPA of 3.25 or above. 

Traditional semester students who earn a GPA of 3.70 to 4.00 while enrolled in 12 

or more hours of coursework in a given semester with no grade below C are 

named to the Bethel University Honor Roll. Traditional semester students enrolled 

in 12 or more hours of coursework in a given semester with no grade below C 

and a GPA of 3.50 to 3.69 are named to the Bethel University Dean’s List. 

Students with high GPAs at the time of graduation earn the following honors: 

• 3.85 or higher: Summa Cum Laude 

• 3.70 to 3.84: Magna Cum Laude 

• 3.50 to 3.69: Cum Laude 

 The designation of “Student Marshal” is awarded to two rising seniors in the 

traditional undergraduate program who are campus leaders with high 

academic and leadership skills. 

Honors Program Scholars are students who have earned a 3.00 GPA in the 

required Honors courses and who have earned a minimum cumulative GPA of 

3.00. These students graduate from the Bethel Honors Program, a distinction 

which is noted on the students’ transcripts and diplomas. 

CREDIT 

Bethel University defines the unit of credit as the semester hour. According to the 

mission and goals of Bethel University, the faculty and academic administration 

of the University have agreed that the credit hours awarded for a course should 

include an aggregate of the following: standards and guidelines of SACSCOC, 

Federal definitions related to course credit, and the Carnegie college student 

credit hour policy. 

NORMAL STUDENT LOAD 

The student load is the number of semester hours taken for credit each semester. 

The normal student load is 16 semester hours per term. Schedules range from 14 

to 18 hours for most students. Course loads more than 17 hours may incur 

additional fees. A student must register for a minimum of 12 hours to be 

considered a full-time student. Students may not enroll for 21 or more hours in a 

semester unless they have a cumulative grade point average of 3.00 or above 

and the approval of their Advisor and the Academic Dean. Students taking 11 

hours or less are designated part-time students and may or may not be degree 
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candidates. 

 

STUDENT CLASSIFICATION 

Students are classified according to the number of semester hours earned 

previous to the current term. 

• Freshman: 0-27 hours 

• Sophomore: 28-59 hours 

• Junior: 60-95 hours 

• Senior: 96 or more hours 

REQUIREMENTS FOR GRADUATION 

To participate in graduation exercises and graduate with a Baccalaureate 

degree from Bethel University, each student must fulfill the following 

requirements: 

1. Complete a minimum of 128 college-credit semester hours with an 

academic average of C (2.0 GPA). 

2. Complete a major concentration of courses with no grade below C and a 

minor concentration (if required) with an average of C (2.0). Students who 

complete two majors are not required to complete a minor. 

3. Complete the requirements of the College of Arts and Sciences University 

Parallel/General Education Core Curriculum for either a Bachelor of Arts or 

Bachelor of Science 

4. Complete a minimum of 39 semester hours numbered 300 and above. 

5. Meet the University residence requirements as follows: 

• Complete at least 32 hours of the final 38 semester hours through Bethel 

University. 

• Complete at least 18 semester hours in a major field and at least nine 

semester hours in a minor field through Bethel University, or 

• Complete at least 40 semester hours in an adult educational outreach 

major through Bethel University. If a minor is desired, the student must 
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complete all courses required for the minor with at least nine semester 

hours in a minor field through Bethel University. 

6. Meet the credit requirements for a degree. The credits of a candidate for a 

degree must conform to the requirements for graduation as stated in the 

catalog published for the year of his/her most recent matriculation, or any 

subsequent one, except that in no case may a candidate graduate under 

a catalog published more than six years before the date of graduation. 

7. File an application for graduation in the Office of the Registrar by 

September 30 for fall graduation, by February 18 for spring graduation, and 

by June 7 for August graduation. 

8. Participate in graduation exercises when possible. Members in good 

standing of student organizations with charters, constitutions, and active 

membership on file with SGA may wear the official stole/cord of their 

organization during commencement. 

9. Complete all required assessment procedures related to the major field 

and/or the common core no later than the last day of classes for the term in 

which graduation occurs. 

All students are encouraged to file the “Plan of Study” with the Registrar no later 

than the end of the junior year. Failure to do so can result in a serious delay of 

graduation. 

Graduation Requirements (Associate Degrees) 

1. Complete a minimum of 60 semester hours credit with an academic 

average of 2.00. 

2. Complete the requirements of the core curriculum for either an Associate of 

Arts or Associate of Science. 

3. A minimum of 15 hours must be earned through Bethel University. 

4. Complete at least 15 hours of the final 24 semester hours through Bethel 

University. 

5. Meet the graduation requirements as listed above in numbers 6 through 10. 

6. Any student completing the Associate of Arts or Associate of Science 

degree who chooses to continue their education for the Bachelor of Arts or 

Bachelor of Science degree must meet all graduation/course requirements 
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for that degree. 

NOTE: The University reserves the right to change the rules regulating admission to 

the University and any other regulations affecting the granting of degrees. Any 

student who submits fraudulent admission documents/information may be 

subject to denial of admission, dismissal from the University, and/or revocation of 

any degree granted. 

Requirements for a Second Degree 

A student who has received the B.A., or B.S., or B.S.N., or B.S.A.T. may receive a 

second bachelor’s degree provided all the specific requirements for the second 

degree are met and the student completes at least 32 additional semester hours 

through Bethel University. 

TRANSFER OF CREDIT 

Bethel University welcomes transfer students. Students may transfer up to 80 hours 

of credit. However, despite the number of hours transferred, students must meet 

all graduation requirements, including the residency requirements to graduate 

(see Requirements for Graduation Section). 

All coursework transferred to Bethel University will be evaluated on a course by 

course basis. Transfer students must complete all requirements for the degree as 

stated in the catalog in force at the time of matriculation or a later edition of the 

catalog. 

Students transferring must complete all Bethel University core requirements not 

met by transferred equivalent courses. Course work, at college-level, degree-

granting institutions not accredited by a regional accrediting agency but are 

accredited as degree-granting institutions by an accrediting agency recognized 

by the Department of Education, will be reviewed for transfer on a course by 

course basis. Credit determination is dependent upon course content and other 

documentation which the student may be required to provide. The Registrar may 

consult with the 

 University Registrar and/or faculty as to the application of credit. However, 

effective January 1, 2013, no grade below a “C” or equivalent will be accepted 

as transfer credit. 

Grade points from hours accepted as transfer credit are not included in the 

Bethel University academic record. It is also important to note that students will 

not be allowed to duplicate credit. 
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In accordance with the policy adopted by the Board of Trustees and effective 

January 1, 2013, 1) no grade below a “C” or equivalent will be accepted as 

transfer credit, and 2) grade points from hours accepted as transfer credit are 

not included in the Bethel University academic record. However, a student may 

petition to be granted an exception to these policies and have their credits and 

grade points considered. In that case, all credits and grades accepted by the 

Registrar’s evaluation of transfer credits from an accredited school will be 

accepted. Once a petition has been granted, the petition cannot be revoked. 

Transfer students who have completed less than 12 semester hours at an 

accredited institution must submit high school transcripts or GED scores, and 

unless otherwise exempt, SAT or ACT scores. (See “Transfer Students” in the 

Admissions section for additional information.) 

CREDIT BY EXAMINATION 

Challenge Examinations are available to students enrolled at Bethel. Students 

may be awarded course credit based on results. All applications for 

departmental Challenge Examinations must be approved by the course 

instructor, and the student’s advisor. A department may adopt a standardized 

examination or develop a departmental exam which may be oral, written, or 

both. There may also be some courses in which the department does not offer a 

challenge exam. (Students desiring to receive credit by Challenge Exam must 

start the procedure in the Office of the Registrar. All tuition costs connected with 

a particular exam must be met by the student prior to the testing date.) 

Applications for such credit a particular course may be initiated only once. 

Challenge credit may not be used as a repeat of a course taken earlier. Credit 

will be awarded on a “Pass” basis only. A “Pass” is considered a level of work 

earning a C grade or higher. A failure on an exam will be recorded as an F on 

the transcript for that course. A maximum of 12 semester hours in 100- and/or 

200-level courses may be earned through Challenge Examinations. No upper 

division courses are available for Challenge Examinations. (Challenge 

Examinations are not available for any courses in which CLEP or DSST 

examinations are offered. Students who fail a CLEP or DSST examination cannot 

take a Challenge Examination in that subject.) 

Students may qualify for advanced standing (maximum of 30 hours) by 

submitting acceptable scores as recommended by the American Council on 

Education (ACE) on the College Level Examination Program (CLEP) and the 

Dantes Subject Standardized Tests (DSST) academic subjects or by submitting 
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acceptable scores (minimum of 3) on the College Board’s Advance 

  

Placement Program (AP). Note: No science lab credit is available through CLEP 

or DSST. ACE educational credit by examination, including credit transcripts by 

regionally accredited community colleges and ACE credit for training programs 

are also included in this area. Military personnel/veterans may qualify for 

advanced standing due to course work taken in the Armed Forces. Bethel 

University accepts up to 60 hours of CLEP, DSST, and military. However, a student 

may earn no more than 30 hours of ACE credit, which includes CLEP and DSST 

credit. Grades and quality points are not given for advanced standing credit. As 

a result, a passing examination score will not act as a repeat of a previous grade 

in any class. It is also important to note that students will not be allowed to 

duplicate credit in any of the sections or transfer credit. 

INTERNSHIPS 

The Bethel off-campus internship program is designed to help all students bridge 

the gap between the classroom and the world of experience. Internships open 

students to possibilities for career development and personal growth and 

challenge them to creative participation in their own learning. Students may 

select two internships, but the maximum credit toward graduation is 12 semester 

hours (excluding state requirements for teacher education). Internship work is 

calculated at a rate of 45 clock hours of internship work per semester-hour of 

credit. Internship applications and guidelines are available in the Office of the 

Registrar. 

Students intending to participate in the internship program should register for 

internship credit in the appropriate department prior to beginning the internship. 

If a student undertakes an internship without prior registration, a maximum of 

three hours of individual study credit may be granted if the academic advisor 

and individual study advisor agree that the experience met the requirements for 

an internship and includes an additional paper or project. In no case will 

individual study credit or internship credit be granted for a non-classroom based 

participatory learning experience begun more than six months prior to 

application for credit. Individual studies credit may not be used to substitute for 

an internship in those majors where an internship is required. 

DIRECTED AND INDIVIDUAL STUDY 

Under extenuating circumstances, some Bethel courses can be completed 
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outside the traditional classroom setting through a Directed Study arrangement 

between the faculty member and the student provided that the student has 

never received a grade of F or FA in the course and that the student is in good 

academic standing. Individual Study is available in most subject areas and is an 

opportunity to pursue in depth subjects of interest beyond available courses for 

academic credit. Students are required to be enrolled at Bethel University, 

register for the Directed Study or Individual Study course(s), complete the 

required forms with appropriate signatures (including the Academic Dean), 

secure the required textbooks and materials, schedule meetings with the faculty 

instructor, complete all assignments on time, take the required quizzes/exams, 

and complete the faculty evaluation form for each course. Faculty instructors will 

require regular meetings with the student, give the student regular feedback 

regarding assignments and quizzes/exams, and assign a final grade appropriate 

to the accomplishment of the goals and objectives of the course. Note: Credit 

will be awarded according to Bethel University’s credit hour policy. 

AUDITING CLASSES 

Any class may be audited with the approval of the faculty member teaching the 

course. No transcript record is maintained for audited courses. Audited classes 

must be registered with the Registrar. (See “Special Fees for the Academic Year” 

in the Financial Information section.) 

DEVELOPMENTAL EDUCATION 

On the basis of the results of ACT tests and other information, such as transcripts, 

some students will be placed in developmental courses to remedy deficiencies 

which would otherwise prevent success in the university curriculum. Students 

failing to obtain a grade of C or better in any developmental course after three 

attempts will receive an automatic suspension. Credit in developmental courses 

will not be counted toward graduation requirements. 

ASSISTANCE AND STUDENT SERVICES 

LIBRARY 

The Bethel University Library, housed in Burroughs Learning Center, offers a variety 

of information resources and services for use of the students, faculty, and staff of 

Bethel University as well as to the broader McKenzie community. Patrons have 

access to a broad collection of 24,000 print books, 190,000 e-books, a large 

number of leisure magazines and best-selling fiction books, over 142,000 

electronic journals and periodicals, 1,150 popular and educational DVDs, and 
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44,000 streaming academic films. The Library also provides access to laptops that 

are available for checkout (in library use only), computer stations, and printers. 

The facility also provides a mixture of large tables, sofas, and comfortable single-

person seating to accommodate various studying preferences and a Quiet Zone 

for students needing relative silence in order to study. Group rooms are available 

(by reservation) for larger groups or for students to practice speeches, scripts, 

and/or presentations. The Library welcomes the opportunity to assist students, 

faculty, staff, and community members with their information needs. 

TUTORING 

The Center for Academic Student Achievement (CASA) is located in the 

basement of the Burroughs Learning Center. The following services are provided 

through CASA: Peer-to- Peer Tutoring, Group Study, and Study Halls. Also 

available are Math Labs, Science Labs, Writing Center, and Textbook Reserve. 

Students who wish to improve their academic skills are encouraged to utilize 

CASA for their academic support needs. Students may contact the Director of 

the Center for Academic Student Achievement for information and scheduling, 

and information regarding CASA can also be found on the Bethel University web 

site. 

COUNSELING 

Dependent on need, students may schedule counseling sessions at the 

Counseling Services Office. Evaluation of the situation will be made by the 

counselor and appropriate alternatives considered and/or recommended. 

ACADEMIC ADVISING 

Each Bethel University student is assigned a qualified academic advisor. The role 

of the advisor is to guide students through the academic program of the 

University by recommending appropriate courses and assisting students in the 

registration process. The student is responsible for ensuring that he or she meets 

all graduation requirements. 

COE 

The courses “College Orientation Experience” and “Career Opportunity 

Experience” are required of all undergraduate students in the freshman and 

senior years, respectively. These courses are designed to assist students in the 

transition from high school to university, and from university to post-graduate 

employment. Exemption: Transfer students who were full time at post-secondary 

institutions and earned at least 12 hours of college credit are not required to 
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complete College Orientation Experience (COE 102). 

 

 

CAREER SERVICES 

Bethel University provides an educational preparation for a productive career or 

a place in graduate or professional school. During the university experience, 

faculty advisors encourage students to select courses that enrich the career 

objectives of the student. Internships provide experiences that strengthen 

classroom learning.  

Bethel employs a full-time Career Development Counselor, who provides job 

placement assistance for students, including resume writing and job interview 

skills. The library contains an assortment of materials related to the job search and 

catalogs from various graduate schools. Available jobs are posted for review. 

DISABILITY SERVICES 

Bethel University is committed to making its programs and services accessible to 

all students regardless of disability. Self-advocacy and independence are 

encouraged through student knowledge and the use of appropriate 

accommodations. Students who have a documented disability and need 

assistance with classes or who would like further information about disability 

services at Bethel University should contact the Office of VA and Disability 

Services in the Office of Student Development. Applicants with special needs 

who desire accommodation in the application process should make their needs 

known to their admission counselors. 

STUDENT HEALTH SERVICES 

Student health services are available in the St. Luke’s Student Health Clinic 

Monday through Friday. Services provided include urgent care and certain 

immunizations. 

TESTING SERVICES 

A variety of tests are used in admissions processing, student evaluation, career 

skill identification, and other areas. Students may contact student services at any 

time for assistance and more information. 

LAPTOP PROGRAM 

Bethel University requires all incoming full-time undergraduate students to 
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participate in its Laptop Program. Students are provided with a laptop during the 

first week of classes. Through this program, students will have onsite support 

through the Bethel IT Helpdesk and access to technology in the classroom. 

Students are required to meet the terms and conditions of the Laptop 

Computing Program Agreement. Please refer to the Laptop Computing Program 

Agreement for more details. NOTE: Incoming students must take possession of 

their laptops in their first semester. Failure to do so will result in forfeiture of the 

Bethel laptop. 

HONORS PROGRAM 

The Bethel University Honors Program is designed to challenge academically 

gifted students to develop their capacities for analysis, composition, research, 

and critical thinking in order to increase their preparation for the duties 

incumbent upon education and achievement. For more information about the 

Honors Program, see the Non-Departmental Programs section of this catalog. 

INFORMATION TECHNOLOGY SERVICES 

The purpose of the Information Technology Center is to provide technical 

support and training to all users of computing systems at Bethel University and to 

provide technology-enriched learning by offering educational services 

adequate to allow students and faculty to achieve their educational goals. 

ACCEPTABLE USE OF TECHNOLOGY 

I. SUMMARY/PURPOSE 

The purpose of the Bethel University network is to provide faculty, staff, and 

students with an electronic means of transmitting, receiving, and reviewing 

information necessary for academic pursuits as well as conducting daily 

business operations of the University. The Acceptable Use Policy covers all 

devices that comprise the Bethel University network. This includes, but is not 

limited to, all laptops, desktop systems, handheld computers, lab facilities, 

servers, classroom technology, the wired and wireless campus networks, and 

all software licensed to the University. 

II. RIGHTS AND RESPONSIBILITIES 

The Bethel University network is provided and maintained by Bethel’s IT 

department for the use of faculty, staff, and students. Accounts are created 

and given to all users for the purpose of academics, daily business and 

administrative operations, transmitting and receiving electronic mail and 

messages, and other authorized activities. Anyone using the Bethel network is 



 

 

Page 17 of 23 

responsible for: 

• recognizing and honoring the intellectual property rights of others, making 

attribution as appropriate 

• refraining from any illegal and improper intrusions into the accounts of 

others or into any Bethel University network resources or systems 

• taking all reasonable steps to insure the accuracy and the security of 

information compiled, accessed, or provided 

• being ethical and respectful of the rights of others and of the diversity of 

the University community, including the rights to privacy and all other legal 

requirements and restrictions regarding access to and the use of 

information 

• refraining from acts that waste resources and prevent others from having 

broad access to Bethel’s IT resources 

• abiding by all other applicable University policies and standards relating to 

information technology resources. 

These policies and standards include, but are not limited to: software, wireless, 

remote access and e-mail. Users are responsible for all activities to and from 

their network accounts. Users must take every precaution to protect logins and 

passwords. Under no circumstances should a user allow someone else to share 

a network or e-mail account. 

III. CONSENT TO MONITOR 

Bethel’s computers and networks are shared resources, for use by all faculty, 

staff, and students. Any activity that inhibits or interferes with the use of these 

resources by others is not permitted. Although the University does not seek to 

monitor the communication of its faculty, staff, or students, Bethel’s IT staff may 

access or examine files or accounts that are suspected of unauthorized use or 

misuse, that have been corrupted or damaged, or that may threaten the 

integrity of Bethel’s computer systems. In addition, files, e-mail, access logs, 

and any other electronic records may be subject to search under court order. 

IV. E-MAIL USAGE 

Bethel University recognizes the utilization of electronic communications as an 

efficient and necessary method of conducting business and advancing its 

mission of education. Electronic mail (e-mail) should be used with the same 
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care and discretion as any other type of official University communication. The 

Bethel e-mail system is not a private secure communications medium. As such, 

e-mail users cannot expect privacy. By using Bethel’s e-mail system, each user 

acknowledges: 

 

The use of electronic mail is a privilege, not a right. E-mail is for University 

communication, research, or campus business. Transmitting certain types of 

communications is expressly forbidden. This includes messages containing 

chain letters, pyramids, urban legends, and alarming hoaxes; vulgar, obscene 

or sexually explicit language; threatening or offensive content; derogatory, 

defamatory, sexual, or other harassment; and discriminatory communication 

of any kind. As with other information technology resources, the use of e-mail 

for commercial or political purposes are strictly prohibited. 

Under the US Electronic Communications Privacy Act, tampering with e-mail, 

interfering with the delivery of e-mail, and using e-mail for criminal purposes 

may be felony offenses, requiring the disclosure of messages to law 

enforcement or other third parties without notification.  

E-mail messages should be transmitted only to those individuals who have a 

need to receive them. Distribution lists should be constructed and used 

carefully. E-mail distribution lists should be kept current and updated regularly. 

Inappropriate mass mailing is forbidden. This includes multiple mailings to 

newsgroups, mailing lists, or individuals (e.g. “spamming,” “flooding,” or 

“bombing”). 

All users of Bethel’s e-mail system waive any right to privacy in e-mail 

messages and consent to the access and disclosure of e-mail messages by 

authorized University personnel. Accordingly, the University reserves the right to 

access and disclose the contents of e-mail messages on a need-to-know 

basis. Users should recognize that under some circumstances, as a result of 

investigations, subpoenas, or lawsuits, the University might be required by law 

to disclose the contents of e-mail communications. 

V. BETHEL UNIVERSITY CONFIDENTIALITY AGREEMENT 

The information transmitted in this electronic mail is intended only for the 

person or entity to which it is addressed and may contain confidential, 

proprietary, and/or privileged material. Any review, retransmission, 

dissemination or other use of, or taking of any action in reliance upon, this 
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information by persons or entities other than the intended recipient is 

prohibited. If you received this in error, please contact the sender and delete 

the material from all computers. Although Bethel has taken reasonable 

precautions to ensure that no viruses are present in this message, Bethel 

cannot accept responsibility for any loss or damage arising from the use of this 

message. 

VI. PRIVACY 

Bethel provides computers, e-mail, e-portal, and network accounts to faculty 

members, staff and students for the purpose of furthering the University’s 

academic mission and conducting business. While incidental and occasional 

personal use of such systems is permissible, personal communications and files 

transmitted over or stored on Bethel systems are not treated differently from 

business communications; there can be no guarantee that personal 

communications will remain private or confidential. Pursuant to the Electronic 

Communications Privacy Act of 1986 (18 USC 2510 et seq.), notice is hereby 

given that there are no facilities provided by this system for sending or 

receiving private or confidential electronic communications. Messages 

relating to or in support of illegal activities will be reported to the appropriate 

authorities. Properly authorized individuals including the Director of Information 

Technology, Bethel IT staff, or Security may access e-mail, voice mail or 

computer accounts without the consent of the assigned user when there is a 

reasonable basis to believe that such action: 

• is necessary to comply with legal requirements or process 

• may yield information necessary for the investigation of a suspected 

violation of law or regulations, or of a suspected serious infraction of policy 

(for example alleged misconduct or harassment) 

• is needed to maintain the integrity of Bethel’s computing systems 

• may yield information needed to deal with an emergency 

• in the case of staff, will yield information that is needed for the ordinary 

business of the University to continue 

This policy is intended to be fully consistent with the State of Tennessee Internet 

Acceptable Use Policy and the State of Tennessee Electronic Mail Acceptable 

Use Policy, as they exist or as they may be amended in the future, as well as 

with any other applicable policies regarding information technology systems 
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which may be promulgated in the future by the State of Tennessee. To the 

extent that a discrepancy exists between this policy and State policy, State 

policy shall take precedence. 

VII. ELECTRONIC SIGNATURES 

This policy identifies Bethel University (hereafter “the University”) requirements 

for the use of electronic signatures (hereafter “e-signatures”), electronic 

transactions (hereafter “e- transactions”), in conducting the University’s 

business operations in support of the institutional administration of the 

University’s teaching and service operations (“University transactions”). Under 

this policy, the University may require that members of the University 

community use e- signatures to conduct certain University transactions that 

previously required handwritten signatures and approvals on paper 

documents. This includes all documents pertaining to application, payment, or 

any other contractual obligation between the student and the University. By 

enrolling at the University, members of the University community agree that e-

signatures are valid and binding. 

CHANGING CLASS SCHEDULES DROPPING OR ADDING A CLASS 

Class schedules are changed by officially adding or dropping a class. Merely 

attending a class does not constitute official registration. Merely failing to attend 

a class does not constitute an official dropping of a class. Classes may be added 

to a schedule only during the first week of a term. Classes may be dropped 

during the first 11 weeks of a term. Any class schedule change may have 

consequences for financial aid. Check first with the Office of Financial Aid before 

changing class schedules. 

 In order to drop or add a course, students must first secure a Drop/Add Form 

from the Registrar’s Office in Campbell Hall. Students must complete the form 

and secure the signature of their faculty advisor, and then must deliver the 

completed form to the Registrar’s Office. The date of the drop or add is 

determined when the form is received by the Registrar. A delay at this point can 

have expensive and severe academic consequences. A $25 fee is charged for 

each Drop/Add Form processed. Students dropping or adding courses should 

check with the Office of Financial Aid prior to submitting the Drop/Add form. 

Each student must carry 12 credit hours to maintain a full-time course load and 

remain qualified for financial aid. 

GRADES FOR DROPPED COURSES 

If a student drops a class in the first week of the term, no grade will be recorded 
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for the class. If the student drops a class in the second through the eleventh 

week of the term, a grade of W will be recorded. After the eleventh week of the 

term, no class can be dropped unless the student can prove that one of the 

following conditions exists: serious illness or injury of the student as documented 

by a physician, serious family problems as documented by a physician or minister 

or change in work schedule as documented by the employer. All 

documentations must be submitted to the Registrar. Non-attendance of classes 

will result in F grades. Note: No student can withdraw from any class in which a 

grade of F has been received for violation of the attendance policy. 

WITHDRAWAL PROCEDURE 

Some personal or family emergencies require a student to withdraw from school. 

Permission to withdraw is not automatic and may be denied or discouraged. 

Students who transfer, withdraw, or do not return within a semester must 

complete the following formal withdrawal process to avoid unwarranted failing 

grades and unwanted financial obligation: 

• Discuss the situation with a faculty advisor. 

• Secure a withdrawal form from the Registrar’s Office and fill in all 

appropriate spaces. 

• Secure all required signatures. 

• Deliver the completed form to the Registrar’s Office. Failure to complete 

this step may result in failing grades and heavy financial obligations. 

• There is a $25 fee for withdrawal. 

Voluntary withdrawal does not guarantee permission to be readmitted to the 

University. 

 GRADES FOR WITHDRAWAL 

If a student withdraws from classes during the first week of the term, no grades 

will be recorded. If the student withdraws from classes in the second through 

eleventh week of the term, a grade of W will be recorded. Note: No student can 

withdraw from any class in which a grade of F has been received for violation of 

the attendance policy. 

ADMINISTRATIVE WITHDRAWAL POLICY 

Faculty will report in writing to the Registrar any student on the class roster who 

has not attended class for a period of two weeks (consecutive class days) during 
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a traditional semester without notifying the faculty member. This student may be 

administratively withdrawn from the class. Any student who is administratively 

withdrawn from all classes will not be allowed to stay on campus. Administrative 

withdrawal from a class may affect the student’s financial aid, full- time or part-

time status, and participation in sports or other extracurricular activities and does 

not guarantee permission to be readmitted to the University. 

TRANSCRIPTS  

TRANSCRIPT POLICIES 

A transcript will not be issued unless the student’s financial account is clear with 

all offices of the University. Transcripts will be released at the written request of 

the student and in conformity with existing state and federal statutes pertaining 

to the release of student academic records. The official academic record is the 

property of the University. Therefore, the University reserves the right to withhold 

the release of a transcript of that record if the student has an obligation to the 

university. Bethel will accept a faxed request as a written request. 

PROCEDURE TO REQUEST A TRANSCRIPT 

Students who need transcripts of their college record must file an online request 

(including signature) with the Registrar. Bethel University uses Transcripts on 

DemandTM by Scrip-Safe International as its agent for processing online transcript 

requests. This process is completely secure. To access the Transcripts on 

DemandTM service, complete the following steps: 

• Go to www.bethelu.edu 

• Click on “Academics” 

• Click on “University Registrar” 

• Under General Information, click on “Request a Transcript” 

• Under the  picture in the center of the page is a link to https://iwantmy- 

transcript.com/bethelu. Click on the link. 

• The first thing you have to select is your school. You must choose “Bethel 

University – McKenzie”. There are two Bethel Universities. 

• A transcript can be emailed or mailed depending on the requirements of 

the receiver. You MUST sign and send the release form back to Transcripts 

on Demand TM. This is part of the instructions. 
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• Payment for the transcript MUST be made as part of the process. All 

transcripts sent are official. Unofficial transcripts are no longer provided by 

the registrar’s office. 

• It is Bethel University policy that a transcript can only be sent for students 

who have a clear balance and no holds from any department. 

The first time you use this service, you will set up your account with Transcripts on 

Demand TM. You will provide your current/former names, address, student ID, 

and other information. You will be able to log in to your account and update 

your information whenever you need. 

The Family Educational Rights and Privacy Act requires your signature in order to 

release your academic records. You will be required to complete a Consent 

Form and send it to Scrip-Safe by fax, mail or image upload. This Consent Form is 

created as part of the account set-up process and your signed copy will remain 

on file with Scrip-Safe to cover your future Bethel University - McKenzie transcript 

requests through Transcripts on DemandTM. 

You may pay for your transcript via credit card (Visa, Master Card or Discover). 

Transcripts on DemandTM uses the most current security available to protect your 

credit card and personal information. The fee for a mailed transcript is $10.00. 

The fee for an electronic transcript is 8.00. 

You may check the status of your transcript request at any time by logging on to 

Transcripts on DemandTM and clicking on the “Review Past Orders” tab. You will 

also receive email notification of your order status. 

 

RESPONSIBLE PARTIES 

Chief Academic and Compliance Officer, Vice Presidents and his/her designees, 

Faculty, and Support Staff. 

PUBLICATION 

This policy is contained within the Catalogs of the Bethel University and published 

on the University website. 


