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FOUNDATIONAL STATEMENTS
Doctrinal Statement
Mission Statement
Philosophy of Education
General Purpose
Educational Goals
Vision
Constitution and Bylaws

Doctrinal Statement
We believe in the inspiration, infallibility, and absolute authority of God’s revelation as recorded
in the Scriptures.
We believe in one God existing in three persons: Father, Son, and Holy Spirit.
We believe that Jesus Christ was begotten by the Holy Spirit, born of the Virgin Mary, and is true
God and true man.
We believe that man was created in the image of God: that he sinned, thereby incurred not only
physical death, but also spiritual death, which is separation from God.
We believe that Jesus Christ died for our sins, according to the Scriptures, as a substitutionary
sacrifice; and that all who believe in Him are justified on the ground of His shed blood.
We believe that each individual must experience a personal regeneration, being born again of the
Holy Spirit by faith in the Lord Jesus Christ, thereby becoming a child of God.
We believe that life conforming to the teaching of Christ is an essential evidence of a living faith
in the Lord Jesus Christ.
We believe that sanctification begins at the moment of conversion (initial sanctification). From
that moment there is a gradual or progressive sanctification as the believer walks with God. This
progressive sanctification or growth in grace prepares the believer for the subsequent crisis
cleansing of the Holy Spirit (entire sanctification). The believer’s growth in grace after entire
sanctification will continue until one reaches heaven (final sanctification).
We believe in the bodily resurrection of our Lord in His ascension into heaven, and in His present
life for us as High Priest and Advocate.
We believe in the personal and imminent return of our Lord and Savior, Jesus Christ.
We believe in the bodily resurrection of the just and the unjust, the everlasting blessedness of the
saved, and the everlasting punishment of the wicked.

Mission Statement
Biblical Life Institute is a school of biblical higher education that prepares students for faithful
Christian thought and life in order to transform lives and build the kingdom of God.

Philosophy of Education
Biblical Life Institute is a community of learners (faculty and students) who seek to use both
formal and informal experiences to integrate biblical and historical studies with general liberal

arts. Its academic programs are especially designed for church related vocations to meet the
needs and challenges of the 21st century.

General Purpose
BLI is committed to providing a strong education that is biblical, transformational, experiential,
and missional. Our studies are designed to develop thinking, faithful Christians who are able to
effectively perform various Christian ministries or who live as strong witnesses for Jesus Christ
while pursuing a secular vocation.

Educational Goals
Upon completion of academic studies at BLI, graduates should:
• have a comprehensive knowledge of Bible content;
• be able to properly understand and apply the Bible in their contemporary Christian context;
• be able to contextualize the Gospel;
• understand and appreciate Christian history and tradition;
• understand a Wesleyan approach to Faith and Practice;
• understand and appreciate Christian approaches to Faith and Practice that are different from
the Wesleyan/Arminian tradition;
• know what they believe and why they believe it;
• have developed a more vital faith and spirituality;
• be able to speak and write effectively as a Christian leader;
• be able to reason critically;
• understand the basic principles of healthy physical living;
• have the skills and knowledge to pursue a career in Christian ministry or further academic
work.

Vision
The vision of Biblical Life Institute is to become an accredited, state authorized Bible College with
a vibrant student body.

INTERPERSONAL POLICIES AND PROCEDURES
Private Communications
• Social Media
• Email Communication
• Email Accounts
• Email Form
• Google Drive Procedures
• Google Calendar Procedures
Sexual Harassment and Abuse Statement
• Theological Presupposition
• Our Sexual Abuse Policy
• Our Definitions of Sexual Harassment and Abuse
• Reporting Sexual Harassment and Abuse

Private Communications
Christians are to be courteous and respectful. If someone is on the computer or telephone,
or receives mail, it is forbidden for a third, uninvited party to listen in, view contents, or open
sealed correspondence. We must honor and value each person’s right to privacy.
If written complaints are given to the Board of Trustees in regards to the above, an
investigation must be initiated. If the charge is found to be accurate, the intruder is to be
reprimanded and disciplined. If said person or persons reveal what they read or heard to a third
party without the permission of the person whose privacy was violated, it is reason for termination
of employment.

Social Media
Participation in online communities such as “Facebook” is not forbidden, but posting
may be monitored and inappropriate material may lead to discipline. For example, BLI forbids
threatening and lewd speech.
Such speech is forbidden when it occurs online just as much as when it occurs in person.
Further, students should know that sexual predators, con artists, and other persons can and do use
information posted online as a way to make connections. The school advises that you take great
care regarding what information you post for others to see and read.

Email Communication
Email accounts are established for all incoming freshmen and transfers prior to the student’s
arrival on campus. The student is notified of his/her account ID and password when it is established
before the start of classes.
All email correspondence between students and faculty should be through the school
email accounts.
BLI students are encouraged to use their BLI email account on a regular basis since that is
the communication standard used by all campus entities to contact the student. This email account
will remain active as long as the student remains a student at BLI. The student does not need to
apply for an email account each year. The student’s email account may be suspended or terminated
as a disciplinary action.

Email Accounts
Email accounts are established for all incoming freshmen and transfers prior to the
student’s arrival on campus. The student is notified of his/her account ID and password when it
is established when he/she begins classes.
Students are encouraged to use their BLI email account on a regular basis since that is the
means used by all campus entities for BLI communication. This email account will remain active
as long as the student remains a student at BLI. The student does not need to apply for an e-mail
account each year. The student’s email account may be suspended or terminated as a disciplinary
action.

SEXUAL HARASSMENT AND ABUSE STATEMENT
Theological Presupposition
We teach that all persons are created by God with human potential and freedom. All men,
women, and children are created in the image of God. This means that God values human
life as an entrusted stewardship. All life relationships to God and others are to be sacred
and characterized by dignity and value which enhances the dignity and self-worth of each
unique person. As believers, we have a divine calling to use our physical bodies, time,
talents, and special interests to glorify God. This entails our sexuality. All sexual activity
is to be Christ-honoring, consensual, and equally shared within the bonds of love and
marriage. Sexual misconduct, harassment, and abuse violates this entrusted God-given
stewardship. These sinful acts depersonalize and cause deep emotional hurts for which God
holds us accountable. We believe in justice for all persons. These types of sexual
perversions are an offense to God and will not be tolerated within our institutional family.
Our Sexual Abuse Policy
Sexual harassment and abuse is sinful, dehumanizing, and an unjust use of status and power
to achieve an individual’s own selfish and sensual ends. These acts will not be tolerated by
this community of faith. Our policy statement applies to all who are employed, visitors,
pastors, administrators, teachers, and students.
Our Definitions of Sexual Harassment and Abuse
Sexual harassment is any attempt to coerce an unwilling person into a sexual relationship,
or to subject a person to unwanted sexual attention, or to punish a refusal to comply.
Harassment may involve a wide range of behaviors from verbal innuendo and subtle
suggestions to unwelcome touch, overt demands, and physical abuse. Sexual harassment
must be understood as an exploitation of a power relationship rather than as an exclusively
sexual issue. Gender harassment exists when the environment is charged with sexist bias.
Gender harassment may include the belittling or discrediting of people through humor,
remarks, or other activities which create an intimidating, hostile, or offensive climate. This
environment is also viewed as sexual discrimination.
Sexual abuse is any of, but not limited to the following: rape, molestation, incest, sexual
assault, indecent exposure, statutory rape, involuntary deviate sexual intercourse,

promoting prostitution, obscene or pornographic photographing, filming or depiction of
children, indecent assault, and aggravated indecent assault.
Church leader sexual misconduct is an abuse of power through sexual harassment, contact,
or activity (not limited to sexual intercourse) which a church leader (clergy person, lay
staff, teacher, or volunteer) violates the free choice, or abuses the vulnerability of a
parishioner, client, church staff person, colleague, or student (adult, teen, or child).
Reporting Sexual Harassment/Abuse
Some instances of sexual harassment can be resolved easily and informally between the
parties by simply stating to the offender that you wish it to immediately stop. Serious issues
of sexual misconduct should be reported to the president, Administrative Committee, or a
faculty member. Any teacher who is aware of sexual misconduct is required to report it to
the academic dean, president, or Administrative Committee. All issues of sexual abuse
must be reported to the president or Administrative Committee who will follow appropriate
legal guidelines for reporting to local officials.
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Identification Cards
Each student, faculty and staff will be given an identification card upon entering the BLI
community. The identification number is used for all BLI interaction (Registration, Finances,
Library…). An added benefit to the card is that many businesses will give discounts when you
present your school ID.

Living Together in Christian Community
Living together at BLI is part of an experiment in Christian community. While we have certain
rules and procedures, our life together is governed primarily by Christian principles that we agree
to live by. While the school’s administration is responsible for enforcing some rules, the
oversight and discipline of community life is primarily the responsibility of the community itself.
As a student, you are part of a community that holds one another accountable and together works
through disciplinary issues that affect the community.
Some of the Christian principles we live by are:
• Love: seeking what is best for the other person and the community.
• Integrity: doing what is right, regardless of who is watching.
• Consideration for others: taking others into account in our manner of speech, dress,
actions, habits, and manners.
• Purity: refraining from those things that lead to sin.
• Honesty: both in academics and our personal lives.
• Respect: acknowledging the value of others, even if we disagree or are in conflict with
them.

The House System
Upon entering BLI each student will be placed in one of four small groups that will serve as a
more intimate family of peers. These groups will be advised by one of the faculty or staff
members of the school. Houses will provide spiritual, emotional, and relational support. They
will also be a source of school spirit.

House Sapientia
From the Latin for “wisdom,” House Sapientia takes as its focus the pursuit of
godly wisdom. This is the women’s house.
House Haplotes
Haplotes is Greek for simplicity, sincerity, honesty the virtue of one who is free
from pretense and hypocrisy not self-seeking, openness of heart manifesting itself
by generosity.
House Ezekiel
Ezekiel 40:3 records God’s words to the prophet declaring that he is the
watchman on the wall, warning the people of God’s judgment.
House Emet
Study and knowledge are the hallmarks of this house.

Student Insurance
Students are expected to carry health insurance either on a personal policy or through their
parents if applicable. The school carries general insurance which may provide supplemental
accident coverage for students under certain circumstances.

Dorm and Building Guidelines
•
•
•

•
•
•
•
•

•

Students are not permitted in the rooms or hallway areas of members of the opposite
gender.
Tobacco products and beverage alcohol are not permitted on campus grounds
Firearms, weapons, and fireworks are not permitted on campus, with the exception
that firearms may be kept in vehicles and limited hunting on the grounds may be
allowed with special permission from the president.
Students are expected to keep their rooms clean.
Nails, screws, tape or anything which may cause damage to the rooms is not
permitted.
Any damages which occur are the student’s responsibility and there will be charges
for replacement or repair.
Students may not paint their rooms or make any other alterations without the
permission of the head of maintenance.
Each room has a twin sized bed, a desk, a wardrobe, and a dresser. Students are not
permitted to remove furniture from the rooms without permission from the head of
maintenance.
Linens are expected to be used on the beds.

Student Dorm Room Electrical Policy
Power to student dorm rooms is limited. The wiring is incapable of handling extremely large
loads. Because of this, the following guidelines have been established to ensure student safety.

•
•

•

•

•

One power strip is allowed to power computers and computer accessories (monitors,
external drives, speakers, etc.).
Extension cords are acceptable to power clock radios, lamps, and music devices. If
they are used because of the lack of outlets in many of the rooms, they are to be run
along the edge of the wall, and never run underneath carpets or across the traffic areas
of the room.
Do not plug power strips into extension cords or other power strips. If a receptacle
cannot reach to the location where a power strip is needed, put in a request for
maintenance to assess the power requirements. Exceptions to the extension cord
policy will be granted on an as needed basis, and recorded in the maintenance log.
Cords must be properly rated for the draw of power on them.
Items which will pull a large power load (and thereby possibly overload the circuits)
are not to be used in student rooms. This includes, but is not limited to: hair dryers,
microwave ovens, refrigerators, and space heaters. This policy is subject to revision
on an as needed basis.
Purchase and use only UL-rated electrical appliances and power cords. (Do not bring
home-made cords on campus.)

Maintenance, Custodial, and Information Technology Request Policy
Maintenance requests can be entered in the CampusSIS system.
IN CASE OF MAINTENANCE EMERGENCY: Contact Brian Garner or other faculty/staff.
CAMPUSSIS FACILITIES REQUEST MODULE
Maintenance Requests:
Log in> MY PROFILE>FACILITIES REQUESTS> +ADD
Custodial Requests:
Log in> MY PROFILE>FACILITIES REQUESTS> +ADD
Information Technology Requests:
Log in> MY PROFILE>FACILITIES REQUESTS> +ADD
Issues will be assessed and answered according to the schedule of the maintenance department.

School Breaks
Breaks Less Than One Week Long
Students leaving campus during the break may not leave until their room has been inspected
by the Dean of Students. All trash, dishes, and food must be removed from the room.
Students may remain on campus when a break consists of one week or less, as long as the
following stipulations are met:
1. Students must inform the dean of students at least one week in advance if they plan to
remain on campus for all or part of the break. A statement of intent must be signed.

2. Food services will not be provided during the break, and the kitchen may not be used
with the exception of the sinks for washing dishes. Food in the pantry or kitchen
refrigerators is not available. Students may use the student refrigerator, toaster,
microwave, inductive grill, plates and utensils. All items and tables used must be cleaned
up after each meal/use.
3. Campus jobs will not continue during the break.
4. Students will be responsible for taking out all trash from the kitchen, lounges, and
bathrooms when they leave, or by the end of the break. One bathroom will be available
for use and it must be cleaned when the student leaves or by the end of the break.
5. There will be a charge of $10 per night that must be paid to the business office before the
break begins.
6. All regular dorm policies remain in force, including that for visitors. No visitors may
enter the buildings before 8:00 am or remain on campus after 10:00 pm. Visitors of the
opposite gender are not permitted in the dorm.
7. Students, in conjunction with any other students staying on campus, will be responsible
for locking all outside doors in Shilling Hall by 10:30 pm.
8. The library may not be used during the break.
9. Students may not use the facilities during the day unless they are staying overnight.

Breaks Longer Than One Week
1. The dorms are closed for the entirety of the break, and students are expected to leave the
dorm by the end of the day before the break begins.
2. Students may not leave until their room has been inspected by the dean of students. All
trash, dishes, and food must be removed from the room.
3. For the winter break, a student’s possessions may be left in their room which should be
locked. The school is not responsible for the safety of possessions left in the room during
the break.
4. For the summer break, no possessions may be left at the school.
5. Students may appeal to the Administrative Committee for consideration of special
circumstances. Such appeals must be made to the dean of students by the 30th of the month
before the break begins.

Search Policy
Dormitory: The school reserves the right to enter student rooms for maintenance reasons and to
enter rooms for the purpose of compliance with school rules and state and federal laws.
• The school will first seek consent from the student to enter their dormitory space.
• Anything found in plain sight that is a violation of school policy will be handled by
school administration.
• A perceived emergency will be cause for entering a student’s dorm room.

Pets
Animals may not be kept by students in Shilling Hall.

Laundry
•
•
•

Laundry cost are factored into the price of room and board and a separate fee will not be
charged.
Students are expected to supply their own laundry detergent and/or fabric softener.
Students are expected to remove their laundry from washers and dryers in a timely
manner, being considerate of other students who may be waiting for the use of the
machines.

Quiet Time
Students are to show respect to fellow students by remembering that quiet times are 10 pm on
weekdays and midnight on weekends.

Room Changes
Students must speak to the Dean of Students before changing rooms.

Guests/Visitors
The purpose of visitation guidelines is to maintain appropriate boundaries for students and to
provide space and time for adequate study and rest. All guests must leave the campus by 10 pm,
Sunday through Thursday or 11 pm, Friday and Saturday. Guests are not permitted on campus
before 8:00 am. Guests may be permitted to stay overnight with special permission from the
dean of students. At no time may members of the opposite gender be in dorm rooms or in
hallways designated for specific genders.

Lost Keys
Any lost key will be charged $25.00 for the replacement of the lock and key.

BLI Liability
BLI does not assume responsibility for student-owned property in any location at any time.

Lounges
There are two lounges in Shilling Hall for your recreational needs. Please be mindful that
students are living in community with others and that it is a shared space. Please keep the
lounges clean. Throw away any garbage. Be mindful of others who share the space.

Family Life Center Guidelines
1. Permission to use the Family Life Center must be cleared with the Business Office to
prevent usage conflict.
2. There is a 9:00 pm curfew during the week and the FLC is closed on Sunday until 2:00
pm.
3. A minimum number of three students is needed to open the facility for sports activities.
4. Dress code: normal sweatpants, shorts, t-shirts, etc., along with sneakers. Remember that
BLI’s dress code is always one of modesty.
5. Those using the facility will be responsible for any breakage or damages inside and
outside of the facility. Furniture and equipment must be put back in its proper place.
6. Leaving the facility littered and cluttered is unacceptable. All litter must be removed
each time the facility is used.
7. Swearing and disrespect of others is forbidden.
8. Alcoholic beverages, use of tobacco or any illegal drug while on the premises is
forbidden.
9. Celebrations, parties, and receptions can be held depending on the availability of the
facility: all guidelines must be followed as are already set forth for group use.
10. Please remember: The Family Life Center is dedicated to God.

Commuter Guidelines
Parking
All commuter students must park in “student parking” areas only: watch for signs. No parking is
allowed in front of school offices.

Kitchen
The kitchen is off limits to commuter students. There will be coffee and hot water available in
the dining room for a donation. All students are welcome to use the activity room during breaks.
You will find both a refrigerator and microwave in those areas for your use.

Library
There are computers available for use in the library plus Wi-Fi internet service for personal
computers. It is a quiet place to study as well as to check out books and reading materials.
Library hours are posted on the library door and on the BLI website (bli4u.org).

Rooms
If one needs to spend the night, rooms are available for $15.00 a night. Please see the Business
Office for a room.

Morning Prayer
All students who are on campus are expected to be in attendance when morning prayer is
scheduled.

Cancelation Guidelines
If classes are cancelled for any reason, students will be notified by the professor.

Student Government Association
The Purpose
At Biblical Life Institute we value the input of our students and believe that the students need to
have a hand in shaping the future of the school. The Student Government Association (SGA)
exists to serve the student body and the campus community by discussing the needs of the
student body and the campus community and then bringing those needs to the attention of the
Administrative Committee.
The Members
1. The SGA at Biblical Life Institute will consist of the elected student leader of each
House. Each member will vote in matters that require a vote.
2. The dean of students will act as liaison between the SGA and the Administrative
Committee. The dean of students will attend SGA meetings and act in an advisory
capacity. The dean will have voice, but no vote.
3. A commuter student representative will also be elected by the Commuter Student
Association to be a representative with full voice and vote.
4. There will be a total of five voting members.

Responsibilities
1. The SGA will meet once every month when school is in session to discuss issues that
pertain to student life.
2. The members of SGA will elect a president to set the agenda for each meeting and to
act as the chair for the meeting.
3. A secretary will be nominated to take minutes of the meeting and forward a copy of
the minutes of the meeting to the dean of students to take to the Administrative
Committee meetings.
4. Once per semester, the SGA president will meet with the Administrative Committee
to report on SGA activities.
5. The SGA, in conjunction with the dean of students, will be responsible for allocating
funds to campus clubs and organizations who request financial support in the fall and
spring semesters. The funds will be allocated from the student life and services
budget.
6. The SGA will be responsible for planning one community service project per
semester and will work to encourage the participation of the student body.
7. The SGA will have input into educational opportunities outside of the classroom such
a seminars and continuing education events that are held on campus.

Elections:
The elections for student House leaders will be held each spring so that the elected leaders can
begin to start their work at the beginning of each new school year.

Disciplinary Procedures
BLI reserves the right to issue immediate dismissal subject to the review of the Board and to take
whatever disciplinary actions it deems necessary whenever the safety of life, property, or reputation
of the school or its members is at stake. The school has the right at the end of any academic term
to deny the re-enrollment of any student when, in the opinion of the school, such action is deemed
to be in the best interest of the school.
Students challenging authority (disrespect of others, uncontrolled anger, not following
established school guidelines) will be automatically dismissed.
Discipline policies as set by the Board of Trustees:
1. First offense: verbal warning.
2. Second and third offense: written warning with a copy placed in the student’s personal
file.
3. Fourth offense: written warning with a copy to be presented to the Administrative
Committee, to be considered as evidence for possible dismissal.
4. Upon dismissal, a student may appeal to the Board of Trustees, who may consider it at
the next regular meeting; however, the student must remain dismissed until that time.

5. Offenses such as the use of alcohol, tobacco, illegal drugs, defiance of authority, or
entering the room of the opposite sex without supervision may be grounds for immediate
dismissal on the first offense.

Student Grievance Policy
Biblical Life Institute recognizes a student’s right to have access to the policy and procedures for
filing a grievance and for a student’s right to submit a formal complaint. The following
information outlines the procedure for academic and non-academic grievances.
1. It is the hope of BLI that most matters of conflict or disagreement can be resolved by
meeting individually with the offending party. Biblical Life Institute asks that any
member of the community with a complaint against another member or entity first
attempt to seek resolution by meeting with the individual with whom they are in conflict
in accordance with Matthew 18:15 and Galatians 6:1.
2. BLI recognizes that this doesn’t always work to resolve a complaint and that there may
be situations that this is impractical, such as in matters of abuse or sexual misconduct. In
the instance of an academic issue, the student is free to file a formal grievance in writing
describing the grievance within seven days of the incident to the academic dean. In
instances of a complaint of a non-academic nature, a formal grievance in writing
describing the issue within seven days of the incident can be filed with the dean of
students. The grievances will be kept on file with each dean. Each dean will have 14
days to investigate the matter and respond with his or her decision to the student who
filed the complaint.
3. If the student is unsatisfied with the result of the inquiry, the student then has the right to
appeal to the Administrative Committee. The student shall submit a written complaint to
the Administrative Committee that includes the grievance and all of the steps undertaken
by the student to resolve this matter. The written appeal will be kept on file by the
Administrative Committee. The Administrative Committee will review the complaint,
investigate the grievance, and deliver a decision within a timely manner. The
Administrative Committee shall make every reasonable effort to resolve the grievance
within 30 days.
4. For a final appeal, the student may contact the Association of Biblical Higher Education
at:
Association for Biblical Higher Education.
5850 T.G. Lee Blvd, Suite #130
Orlando, FL 32822
Telephone: +1.407.207.0808
FAX: +1.407.207.0840
Website: http://www.abhe.org

Student Health and Safety Policies and Procedures
Campus Security
See Criminal History Clearances and Fingerprinting Policy.

Health and Wellness
•
•
•
•

Health forms for each student will be kept in the office.
Health insurance will be the responsibility of the student and student’s family.
Basic emotional/psychological counseling will be done through faculty advisors.
Reporting to parents will be based on student’s agreement on health forms.

Health Emergencies:
Preparation
•
•

An AED will be kept outside the main office in Shilling Hall and in the gymnasium.
All trips to school sponsored work areas must include an adult leader and a cell phone.

Plan during a health emergency
•
•
•

Determine need.
If serious, call 911 for ambulance.
Students not requiring an ambulance will be taken to Kittanning Hospital.

Reporting
•
•

All incidents beyond minor cuts and scrapes will be reported on a form and kept in the
business office.
Reporting to parents will be based on student’s agreement on health forms.

Disaster Emergencies:
Fire
The school will maintain basic fire safety based on fire marshal recommendations, and will
include sufficient fire extinguishers, emergency signs and lighting, and smoke detectors.

Storms
In the case of serious storms, students will be moved to the lower level of the school.

GENERAL EMERGENCY INFORMATION
MEDICAL EMERGENCY
First and foremost, call 911 if the emergency is life threatening. Provide first aid only to the extent
of your personal training and ability. Describe the type of injury or illness, how it occurred and
your location. Have someone meet the emergency personnel and guide them to the location. Do
not move the injured or ill unless it is necessary to avoid further injury. Please inform someone
who is staff or faculty of emergency.
BUILDING EVACUATION
In various emergencies, it might become necessary to evacuate a building. Evacuate immediately
if you hear an alarm or are asked to do so. If you can do so quickly you may take personal
belongings with you. Close, but do not lock, all classroom and office doors. Follow the specific
evacuation route in the building. Calmly assemble at the designated or, if necessary alternate,
assembly point. Notify emergency personnel in charge if anyone is unaccounted for. Do not reenter
the building or leave the assembly area until you are instructed or released to do so.
FIRE EMERGENCY
If fire occurs, leave the building at once. Pull the fire alarm if it is not already activated and alert
other people to leave the building. Evacuate the building calmly, following the evacuation and
assembly procedures posted in the building. If you can safely do so, close doors and windows on
your way out. Stay as low as possible to avoid smoke and heat. Call 911 (dial 9 first from campus
phone) from a safe location. Remain at the assembly area until you have been released to leave by
an authority.
If trapped, alert emergency crews of your location. Try telephone, if available. Place an article of
clothing or other signal in a window. Whistle, shout or use tools or debris to hit a solid surface at
regular intervals. Stuff material in door cracks to minimize smoke and try to stay low where heat,
smoke and contaminates may be less intense.

ACADEMIC LIFE
Requirements for Graduation
School-wide Policies Related to Courses at BLI
• Academic Honesty
• Attendance
• Withdrawals -- Drop/Add
• Incomplete
• Late Assignments
• Course Procedures for Writing Assignments
• Course Evaluation
• Transfer Policy

Requirements for Graduation
1. Students are assigned advisors to guide and assist them in all areas of campus life.
Professors and the administrative staff are here to enable students to achieve the goals
they have set for their lives.
2. The number of units needed for graduation is determined by the course of study chosen
by the student.
3. A student must have satisfactorily completed program course requirements and have an
over-all average of “C” or a 2 grade point average.
4. A transfer student must take a minimum of 40 academic hours at Biblical Life Institute.
5. Students must be skilled in the use of the English language, sound in doctrine and
character, and zealous in Christian service.
6. Biblical Life Institute’s Board of Trustees reserves the right to deny graduation or
transcripts to any student whose attitude or testimony is contrary to the general standards
of the school.

SCHOOL-WIDE POLICIES RELATED TO COURSES AT BLI
Academic Honesty
Honesty in all academic endeavors is vital as an expression of the Christian life. It is
required that students at Biblical Life Institute will not participate in cheating, plagiarism, or
other forms of academic dishonesty; or encourage or condone such behavior by permitting it
and/or allowing it to go unreported. All assignments must be the student’s original work for the
course in which the material is submitted. When a student utilizes work that is not his/her own,
proper credit must be given to the source of the information.
Academic dishonesty is a serious violation of morality, and academic integrity. The
minimum penalty for academic dishonesty will be failure of the assignment. More stringent
measures may include failure of the course, disciplinary probation, or disciplinary suspension.

Attendance
Attendance is required for all classes unless excused for reasons of serious illness or unsafe
driving conditions. Three or more unexcused absences during the semester automatically lower the
semester grade one letter. No credit will be given for any course in which the student has been
absent as much as one-third of the scheduled class periods. The final grade is at the discretion of
the professor. If one has a medical emergency, an excuse must be presented at the office. If one is
absent from a test, arrangements must be made with the professor for a makeup test.

Withdrawals -- Drop/Add
Course withdrawals or additions made before the end of the third week of classes may be
made without penalty. Classes which a student drops after the fourth week will appear on his or
her record. Exceptions may be made for withdrawals due to extenuating circumstances such as
illness or some other unavoidable occurrence with approval of the professor, advisor, and academic
dean.

Incomplete
If a student receives an “Incomplete” from a professor, the student has three weeks to
complete the course requirements. After that time, the student will receive a grade of “F” which
will be noted on the student’s record. The student is responsible for initiating any necessary makeup work.

Late Assignments
It is expected that all assignments will be submitted on time. ASSIGNMENTS
SUBMITTED PAST THE DUE DATE ARE PENALIZED 10% FOR EACH DAY LATE.
Points for assignments have varying values. They will be announced at the time of the
assignment if not indicated on the syllabus. It is the student’s responsibility to contact his/her
professor if there is a hardship or extenuating circumstances in completing an assignment.

Course Procedures for Writing Assignments
Biblical Life Institute has chosen to follow Chicago/Turabian Documentation Style for all assignments.
The footnote system should be used for all formal papers.
All papers are to be written in the Times New Roman font at 12 pt. with 1 inch margins.

Course Evaluation
Grammar counts! Please put to use the skills you have gained in English courses.
Grading scale:
93-100 = A = Superior – distinctively superior work, a high degree of initiative, freedom
from error, attainment of true insights
90-92 = A- = Excellent – superior work
83-89 = B = Very Good – considerable insight, understanding and thoroughness
80-82 = B- = Good – work displaying insight and understanding
73-79 = C = Satisfactory – satisfactory work but without distinction
70-72 = C- = Inferior – below average and less than satisfactory but receiving credit
69 & below = F = Failure – entirely unsatisfactory for which no credit is given

TRANSFER POLICY
Students with academic units from other colleges and universities may be admitted to BLI at
advanced standing upon presentation of honorable dismissal and acceptable grades. Any applicant
who has already completed high school and has enrolled in and successfully completed any
college or university courses should apply as a transfer student. Transfer students may be accepted
for either fall (August) or spring (January) semesters. A student’s class standing will be
determined by a review by the registrar. The free application may be found online at
www.bli4u.org/apply.
Transfer students who are applying for financial aid should submit their application for financial
aid upon acceptance to BLI at http://www.bli4u.org/financial-aid-request-form. A student who has
attended another college or university, whether he/she is a candidate for freshman or upper-level
class standing, must present any and all official college transcripts and high school credentials.
The prospective student must have achieved a minimum cumulative grade point average of 2.0
on a 4.0 scale to be considered for enrollment. Transfer credits do not enter into the computation
of a student’s grade point average at BLI.
A minimum of 40 academic units overall, and at least 12 of the concentration’s 24 academic
units must be earned at BLI. These credits must include the program’s capstone course. For our
associate program, a maximum of 24 academic units may be transferred. Academic units are
awarded to those students who have earned a “C” or better in courses that have been completed
at a college or university and approved by BLI for transfer. The transfer process is a rolling
admission, so as soon as a student’s file is complete an admission decision will be made.
TRANSFER CREDIT THROUGH EXAMINATION
BLI will grant academic units to incoming freshmen who have achieved the appropriate
academic standards through Advanced Placement Exams (AP), the College Level Examination
Program (CLEP) and DSST Exams in the areas of composition, and psychology. College
courses taken while in high school (typically through Dual Enrollment programs) will be
evaluated on an individual basis by the registrar, depending on course equivalencies and
expected learning outcomes. A high school student who completed college level courses prior to

his/her high school graduation may apply as a freshman student. Students who apply and are
accepted as freshmen will enter as freshmen and progress to sophomore, junior, and senior class
status along with their peers.
LIFE EXPERIENCE PORTFOLIO
Students can develop and submit a portfolio along with any relevant transcripts to demonstrate
the college-level learning that has resulted from experiences outside a formal academic
framework. This may apply to current certifications and licenses obtained through the course of
your work and education history, on the job training, or other applicable life experiences that
may have a connection to your intended program of study. In such cases, the student has
mastered knowledge or skills equal to what would have been achieved in a specific college-level
course. The portfolio will consist of essays assigned and evaluated by the academic dean to
demonstrate competence in the appropriate areas and to determine the amount of academic units
that will be awarded. The essay topics may be work-related, personal or voluntary, as long as
they are grounded in the student's own experience and appropriate to the program’s
requirements. Students can, therefore, access their previous competencies and integrate them into
their educational goals and overall college program. A clear connection between course
outcomes and life experience must be articulated. Each student’s experiences are unique and
their portfolio will be evaluated on a case-by-case basis.
Enrollment in the program requires the permission of the academic dean's office and the
evaluation of the portfolio will be done by the academic dean. All life experience academic
units shall count as elective units only and cannot be applied to concentration requirements.
Credit for relevant prior learning outside of the academic classroom, if approved, will be posted
only after the completion of a minimum of 30 academic units of formal coursework at BLI. For
more information regarding the Life Experience Portfolio, please contact the academic dean.
ACADEMIC UNITS FROM NON-ACCREDITED INSTITUTIONS
Applicants who have taken courses at non-accredited institutions are encouraged to submit their
transcripts, which will be reviewed on a case-by-case basis. The academic dean will research the
institution, including licensing and oversight standards of their home state, and may request
additional information such as a course description or syllabus for the courses that are being
evaluated for transfer into BLI. The academic dean and possibly department chair will determine
if these courses are appropriate for transfer into BLI.
It may be determined that courses will not be accepted from the non-accredited institution. The
decision of the academic dean will be final.
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• Warnings
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BIBLICAL LIFE INSTITUTE (BLI) LIBRARY
The Biblical Life Institute library is a central part of academic life at BLI. Centrally
located on the main floor of the Institute’s main building, the library provides students with WiFi, computer use, 6, 000 books, and access to many more periodicals on an online database.
The library is a relaxed and comfortable atmosphere for study that provides students and
faculty with resources they need to complete their program of study at BLI, to learn to be lifelong
learners, and to continue to know God.
Our online catalog can be accessed from any computer or electronic device at
http://www.bli4u.org/#!library/c20at

Mission Statement
The Biblical Life Institute library (BLI library) supports the school’s mission through
resources which assist the curriculum and information literacy which cultivate lifelong learners,
capable in serving the kingdom of God.

Resource Use by Students, Faculty and Staff of Biblical Life Institute
The BLI library will make every effort to assist the BLI community with resources they
may need to accomplish the mission of BLI and to fulfill the requirements of the course programs.

Resource Use by Patrons from the Community
While the community is permitted to use the resources found in the BLI library, they are
not permitted to check out items at this time.

Lost Book Policy
If a resource has been lost, the cost to replace the resource (new resource price) and any
processing fees will be added to the patron’s account.

Computer Catalog
The BLI Library uses the CampusSIS program to run the computer catalog. It can be
accessed at http://www.bli4u.org/library-c20at using any computer or electronic device.
Students and Faculty may also access the library catalog from their personal CampusSIS Library
Module.

Periodicals
Periodicals can be accessed online through ProQuest database
http://search.proquest.com/socialsciences/?accountid=162352. Please see the librarian for
username and password.

COMPUTER AND INTERNET ETHICS
Courtesy to Others
Individuals should use the internet in a courteous, reasonable manner. If you are using
the BLI computers, please limit your use if others are waiting. Also, remember that the library is
a public place; use discretion in viewing, copying, and circulating text or graphics that may be
offensive to others. In order to maintain a clean work area, no one should leave their books or
other personal belongings in the library or around the computers. When you leave, please be sure
to take all your supplies with you.

USER RESPONSIBILITES
Choosing Resources
The internet offers a wealth of educational, recreational, and cultural information that
vastly increases the resources available to library users. It is the user’s responsibility to choose
which resources to access. Be aware that the internet is unregulated and materials accessible
through it may be inaccurate, incomplete, outdated, biased, inappropriate, or offensive. Since
the library has no control over internet content, individuals use it at their own risk. We caution
users to access and evaluate materials online as they would a printed source.

Restrictions
Individuals are expected to use the internet in a responsible manner. Restrictions include
the following:
1. Users may not attempt in any way to alter, damage, abuse or sabotage BLI equipment or
software; alter configurations; or install any software.
2. Users are liable for the cost arising from malicious damage to library equipment of
software.
3. Users may not use any library terminals for illegal purposes.

4. Users may not violate copyright agreements or laws.
5. Users may not use library terminals for any activity that is deliberately offensive or
creates an intimidating environment.
6. Users may not disregard time limits (30 min) on the use of a library terminal while others
are waiting.
7. If you wish to download files from the internet, it is at your own risk and you must bring
your own data storage.

Warnings
The copyright law of the United States governs the reproduction, distribution, adaptation,
public performance, and public display of copyrighted materials. Responsibility for any possible
copyright infringement lies with the user; the library disclaims any responsibility of liability
resulting thereof.
Software downloaded from the internet may contain a virus and users are cautioned to
have virus checking software on their computers. The library is not responsible for damage to a
user’s technology, or loss of data, damage, or liability that may occur from an individual’s use of
the library’s internet services. Users that are given passwords for privileged access to the BLI
computers may not give out their passwords. Users who violate the BLI’s internet policy will
have their internet use privileges suspended or permanently revoked at the discretion of the
Administrative Committee.

User Policy
1. Library hours are posted on the BLI webpage (BLI4u.org) and outside of the library
main entrance.
2. The library catalog can be accessed at http://www.bli4u.org/#!library/c20at using any
computer or electronic device.
3. Access to periodicals can be found on the ProQuest database, the link can be found at:
http://search.proquest.com/socialsciences/?accountid=162352. Please see the librarian
for username and password.
4. Computers are available for student use; please follow the computer Ethics Policy
found in the BLI handbook.
5. Internet WiFi is available, ask the librarian for access if you have not already been
given a password.
6. The printer is intended for student and faculty use for academic purposes unless
permission is given by the librarian or library staff.
7. The Reserve shelf holds books reserved for in library use; please ask the librarian or
staff for access to these resources.
8. No more than four books can be checked out at a time.
9. The checkout period is three weeks.
10. If a resource has been lost the cost of a new resource and any processing fees will be
added to the patron’s account.
11. A book may be renewed for another two-week period providing it has not been placed
on hold. Please see the librarian to make a renewal.
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Financial Aid
Student Bills
All student bills should be paid through the school’s business office. Payment for all tuition,
fees, and room and board balances are required before classes begin each semester unless
alternative arrangements have been made with the Business Office. A penalty fee will be
charged to all student accounts in which the student bill has not been paid before classes begin,
unless other formal arrangements have been made with the business office. If payment has not
been received or other arrangements made, the registrar will not release any transcripts and the
student will not be able to enroll in subsequent classes.

Refund Policy: In the event a student withdraws from the school, refunds of tuition will be made
as follows:
100% - up to one week before the first day of classes
(less an administrative fee of $100)
80% - first week of classes
70% - second week of classes
40% - third week of classes
No refunds will be granted to those withdrawing after the third week unless sickness or
unavoidable emergencies requires withdrawal. Unofficial withdrawals receive no refund.

Financial Aid Code of Conduct
The Business Office of Biblical Life Institute is committed to the following standards and
practices:
•

Biblical Life Institute shall not enter into any revenue-sharing loan program with any
lender.

•

No member of the Biblical Life Institute Financial Aid Office or any member of the
Biblical Life Institute community who has responsibilities with respect to educational
loans shall solicit or accept any gift from a lender, guarantor, or servicer of education
loans. A “gift” means any gratuity, favor, discount, entertainment, hospitality, loan, or
other item having a monetary value of more than a minimal amount.

•

No member of the Biblical Life Institute Financial Aid Office or any member of the
Biblical Life Institute Community who has responsibilities with respect to education
loans, shall accept from any lender or an affiliate of any lender any fee, payment, or other
financial benefit (including the opportunity to purchase stock) as compensation for any
type of consulting arrangement or other contract to provide services to a lender or on
behalf of a lender relating to education loans.

•

Biblical Life Institute shall not for any first time borrower, assign, through award
packaging or other methods, the borrower’s loan to a particular lender.

•

Biblical Life Institute will not refuse to certify or delay certification, of any loan based on
the borrower’s selection of a particular lender or guaranty agency.

•

Biblical Life Institute shall not request or accept from any lender any offer of funds to be
used for private education loans (as defined in section 140 of the Truth in Lending Act),
including funds for an opportunity pool loan, to students in exchange for providing
concessions or promises regarding providing the lender with a specified number of loans
made, insured, or guaranteed under this title, a specified loan volume of such loans, or a
preferred lender arrangement for such loans. An “opportunity pool loan” means a private
education loan made by a lender to a student attending Biblical Life Institute or the
family member of such a student that involves a payment, directly or indirectly by such
institution of points, premiums, additional interest, or financial support to such lender for
extending credit to the student or the family.

•

Biblical Life Institute will not request or accept from any lender any assistance with call
center staffing or financial aid office staffing. A lender may provide professional
development training for financial aid administrators, educational counseling materials,
financial literacy materials, or debt management materials to borrowers, provided that
such materials disclose to borrowers the identification of any lender that assisted in
preparing or providing such materials, or staffing services on a short-term, nonrecurring
basis to assist Biblical Life Institute with financial aid-related functions during
emergencies or disasters.

•

Any employee who is employed in the Biblical Life Institute Financial Aid Office or who
otherwise has responsibilities with respect to education loans or other student financial
aid of Biblical Life Institute, and who serves on an advisory board, commission, or group
established by a lender, guarantor, or a group of lenders or guarantors, shall be prohibited
from receiving anything of value from the lender, guarantor, or group of lenders or
guarantors, except that the employee may be reimbursed for reasonable expenses incurred
in serving on such advisory board, commission, or group.

Outside Scholarship and Loan Policy
Scholarships
All awards received apart from the Institute, monetary awards from private groups, churches, etc.
whether checks or cash, must be reported to the Business Office immediately. Submit a copy of
the award letter as documentation. Outside scholarships will not reduce awards made by the
Institute until the total of all awards exceeds the Cost of Education. When a scholarship check is
received at home AND made payable to the student only, a copy of the check and the award
letter must be sent to the Business Office. Because of the implications for other financial aid, all
scholarships from outside sources will be divided equally between the fall and spring semesters.
In order for a scholarship check to be applied entirely to one semester, the Business Office must
be notified in writing by the donor prior to, or at the time of, receipt of the funds by the Institute.
Once a scholarship check is received and applied to the student’s account for the fall and spring
semester, no changes will be made. Upon a student’s request, the Institute will certify, except for
federal financial aid, a student’s enrollment and provide other data with an understanding that it
is fulfilling a ministerial service to its students. The provision of that service does not indicate
that the Institute is a recipient of the grant or scholarship received by the student or that it is in
any way administering any portion of the external program, or that it is responsible for decisions
made by outside donors.
Student Loans
All student loans must be reported to the Business Office immediately. When a loan check is
received at home AND made payable to the student only, a copy of the check and the award
letter must be sent to the Business Office. Outside loans will not reduce awards made by the
Institute. Checks received and paid only to the student will be applied for that semester only.

Student/Parent Agreement for Enrollment
1. Privilege of Attendance: I understand that my (or my son’s/daughter’s) attendance at
Biblical Life Institute is not a right. If at any time my (or my son’s/daughter’s) conduct,
academic progress, or cooperation with the school’s authorities is not in keeping with the
school’s requirements, policies, and/or Statement of Faith, I understand that the Board of
Trustees reserves the right to expel any student. Further, I agree that in the event that I cannot
continue to support BLI, I agree to withdraw/withdraw my child from BLI in a quiet and
orderly fashion. I understand and accept that if I withdraw or are requested to withdraw (my
son/daughter), no refund of registration fees or used tuition will be made.
2. Acceptance of Handbook: I accept all regulations of the school as presented in the BLI
Student Handbook and Catalog.
3. Tuition and Fees: I agree to pay all tuition and fees within the requirements outlined in
the school’s catalog. I understand and agree that all fees (including Room & Board) are paid
directly to Biblical Life Institute and are nonrefundable. I understand and agree that that no
tuition will be refunded unless the Refund Policy is strictly complied with and then a refund
shall only be to the extent of the portion of unused tuition.
4. Biblical Life Institute agrees to accept a student for the school year contingent upon
payment of all tuition and fees in a timely manner.
5. Indemnification: I agree and promise to indemnify BLI against any damages arising from
any misrepresentation made herein and against any damages arising from the undersigned’s
failure to timely notify BLI pursuant to the promises set forth in the preceding paragraphs.
By signing this Agreement, the undersigned agrees that they have read, understand and agree
to be bound by this Agreement and the BLI Student Handbook and Catalog.

________________________________________________ Date: ________________
(Signature of Student)

________________________________________________ Date: ________________
(Signature of Parent/Guardian if the student is under 18)

CRISIS MANAGEMENT
Priorities
In the event of an emergency, the school’s priorities will be:
- safety of students, faculty, staff, and affected community residents;
- mitigation of damage;
- communication with school constituencies;
- recovery and restoration of academic and residential operations.

Emergency Preparedness
The following systems/procedures are in place to assist with emergency situations:
1. Training. Students, staff, and faculty are to receive training annually at the beginning of
the fall semester. See Training below. This should occur the first week of classes during a
designated morning prayer time.
2. Evacuation Maps and Emergency Action Plans. Evacuation maps and emergency action
plans are provided in each dorm room and major hallway in Shilling Hall.
3. Fire Extinguishers. Extinguishers are located near most entryways as well as in the
kitchen, workshop, and print shop in Shilling Hall. Extinguishers are located in the
Family Life Center and Board Room.
4. AED. An AED machine is located outside the main office in Shilling Hall and in the
Family Life Center gymnasium near the kitchen.
5. Health Forms. Student health forms are kept in a folder in the Business Office for easy
access by staff.
6. First Aid Kits. A first aid kit is located outside the Business Office in Shilling Hall, in the
student food area outside the kitchen in Shilling Hall, in the exercise room in Shilling
Hall, and in the Family Life Center gymnasium.
7. SMS Text Messaging: Emergency Broadcast System. Through KanopySIS, the school has
an emergency texting system to contact school constituents in case of an emergency.
8. FLC Sprinkler System. The Family Life Center is equipped with a sprinkler system.

Emergency Action Plan
MEDICAL EMERGENCY
First and foremost, call 911 if the emergency is life threatening. Provide first aid only to the extent
of your personal training and ability. Describe the type of injury or illness, how it occurred and
your location. Have someone meet the emergency personnel and guide them to the location. Do
not move the injured or ill unless it is necessary to avoid further injury. Please inform a staff or
faculty member of the emergency.
BUILDING EVACUATION
In various emergencies, it might become necessary to evacuate a building. Evacuate immediately
if you hear an alarm or are asked to do so. Close, but do not lock, all classroom and office doors.
Follow the specific evacuation route in the building. Calmly assemble at the designated or, if
necessary, alternate assembly point. Notify emergency personnel in charge if anyone is

unaccounted for. Do not re-enter the building or leave the assembly area until you are instructed
or released to do so.
Assembly Point: Board Room across the parking lot from Shilling Hall
Alternate Assembly Point: Gracepointe sanctuary
FIRE EMERGENCY
If fire occurs, leave the building at once. Pull the fire alarm (red light switch) if it is not already
activated and alert other people to leave the building. Leave the alarm going. (Note that an alarm
quickly turned off means an emergency is not occurring.) Evacuate the building calmly, following
the evacuation and assembly procedures posted in the building. If you can safely do so, close doors
and windows on your way out. Stay as low as possible to avoid smoke and heat. Call 911 from a
safe location. Remain at the assembly area until you have been released to leave by an authority.
If trapped, alert emergency crews of your location. Try telephone, if available. Place an article of
clothing or other signal in a window. Whistle, shout or use tools or debris to hit a solid surface at
regular intervals. Stuff material in door cracks to minimize smoke and try to stay low where heat,
smoke, and contaminates may be less intense.
SHELTER IN PLACE
In the event of certain emergencies (e.g., major storms), it may be prudent for students and staff
to remain in the building. Information with instructions will be communicated through the dean
of students, residential director, or appropriate staff member.
In general, building occupants should move into the lower level of the buildings, away from
windows. Blankets, lights, and cell phones should be kept on hand. In some cases, students may
be directed to remain in their rooms or congregate in one of the lounges.
HOSTILE INTRUDER OR SHOOTER*
A number of tragic shooting incidents in public spaces and campuses around the country have
heightened the community's concern and awareness about what steps to take if ever confronted
with a similar situation. These incidents have demonstrated that preparedness, alertness, quick
action, immediate notification, and rapid response are imperative.
It is important to recognize that past hostile intruder/active shooter incidents have shown that, in
these situations, there is no time, room or intention for negotiation on the part of perpetrators.
The perpetrator is there to cause as much injury as possible in the least amount of time possible.
In most cases, perpetrators use firearm(s) and there is no pattern or method to their selection of
victims; these situations are dynamic and evolve rapidly, hence quick action is crucial.
If you find yourself in a hostile intruder/active shooter situation, how you respond will be
dictated by the specific circumstances of the encounter. Try to remain calm and use these
guidelines to help you plan a strategy for safety.
If a hostile intruder/active shooter is OUTSIDE your building:
1. Get to a room that can be locked; close and lock windows and doors.
2. Turn off the lights.

3. Try to get everyone down on the floor (so that no one is visible from outside the room)
4. Call 911. The dispatcher will ask for, at least, the following information:
a. your name
b. location of the incident (be as specific as possible)
c. number of shooters (if known)
d. identification or description of shooter
e. number of persons who may be involved
f. your location
5. Stay in place (calls from unfamiliar voices to come out may be the attacker attempting to
lure you).
6. Do not sound the fire alarm as this may cause people to evacuate into harm’s way.
7. Do not respond to any voice commands until you are sure that they come from a police
officer, or a campus safety & security officer.
If a hostile intruder/active shooter is INSIDE your building:
1. Exit (get out of) the building immediately.
2. Notify anyone you may encounter to exit the building immediately.
3. Call 911. The Dispatcher will ask for at least the following information:
a. your name
b. location of the incident (be as specific as possible)
c. number of shooters (if known)
d. identification or description of shooter
e. number of persons who may be involved
f. your location
If exiting the building is not possible, the following actions are recommended:
1. Go to the nearest room or office.
2. If you are locked out of all rooms, seek refuge in the nearest restroom; lock yourself in a
stall and keep quiet.
3. Close and lock the door and/or block it (try barricading the door with desks and chairs).
4. Cover the door windows.
5. Call 911 (the dispatcher will gather information from you).
6. Keep quiet and act as if no one is in the room (silence cell phones).
7. DO NOT answer the door.
8. Stay in place (calls from unfamiliar voices to come out may be the attacker attempting to
lure you).
9. Do not respond to any voice commands until you are sure that they come from a police
officer, or a campus safety & security officer.
If a hostile intruder/active shooter enters your office or classroom:
1. Remain calm.
2. Dial 911 (if you can’t speak, leave the line open so the dispatcher can listen to what’s
taking place).
3. Try to escape, but if unable, you must take action to survive!! Make a quick survival
decision, either:

a try to negotiate with the hostile intruder/active shooter (perhaps not the most effective
measure), or
b try to hide; bear in mind that being hidden (i.e. behind a wooden door) is not the same as
being covered (i.e. behind a steel door), or
c play dead (pretend to be unconscious), or
d try to overpower the hostile intruder/active shooter by force (use anything at your
disposal and fight for your life); Only you can decide if this is something you should
do.
e If someone other than yourself acts to overpower the hostile intruder/active shooter it is
recommended that you assist, as this will increase the chances of success and survival.
Again, only you can decide if this is something you should do.
If the hostile intruder/active shooter leaves your area, and as soon as it is safe to do so:
1. Close and lock the door and/or block it (try barricading the door with desks and chairs).
2. Call 911 (if not on the line already).
3. DO NOT answer the door and stay in place behind cover.
4. Do not respond to any voice commands until you are sure that they come from a police
officer, or a campus safety & security officer.
If you decide to flee during a hostile intruder/active shooter situation:
1. No matter what the circumstances, make sure you have an escape route and plan in mind.
2. Do not attempt to carry anything while fleeing.
3. Do not attempt to remove injured people (leave wounded victims where they are and
notify authorities of their location as soon as possible).
4. Move quickly, keep your hands up high and visible.
5. Follow the instructions of any police officers you may encounter.
What to expect from responding police officers:
Police officers responding to an active shooter are trained in a procedure known as "Rapid
Deployment" and proceed immediately to the area in which shots were last heard. Their purpose
is to stop the shooting as quickly as possible. The first officers to arrive will not stop to aid
injured people; rescue teams composed of other officers and emergency medical personnel will
follow the first officers after areas have been secured to treat and remove injured persons. Please
understand that the police will be treating all those they encounter (including you) as possible
suspects. When you encounter the police:
1. Remain calm.
2. Do as the officers tell you.
3. Put down any bags or packages you may be carrying.
4. Keep your hands up and visible at all times.
5. If you know where the hostile intruder/active shooter is, tell the officers.
6. Once out of harm’s way remain at whatever assembly point authorities designate.
7. Keep in mind that the entire area is still a crime scene; police will usually not let anyone
leave until the situation is fully under control and all witnesses have been identified and
questioned.
8. Do not leave until you have been interviewed and released.

If you are taken hostage:
• Stay as calm as possible. Remember law enforcement’s first priority is your safe, speedy
release.
• Observe and remember as much detail about hostage takers as you can. (Dress, physical
descriptions, speech, mannerisms, etc.)
• Do not discuss what action the school or others may take to rescue you.
• Watch for any situation you can exploit to your advantage.
• Comply with your captor’s directions as best you can.
• Avoid provocative remarks. Hostage takers may react explosively and violently.
• Physical resistance or direct challenges may cause your captors to injure you or others.
• Do not physically resist or struggle with hostage takers unless you believe you are in danger of
losing your life otherwise.
• Escape attempts – do so only if you believe your life is in immediate danger and you have
carefully weighed your chances for success.
• Try to establish rapport with hostage takers – by becoming a person, rather than an object to
them, you increase your chances of getting out of a situation safely.
*Adapted from Dartmouth College and West Liberty University

Communication
-

First responders, whether student, staff, or faculty, should contact 911 as appropriate and
then inform a staff member (if student or faculty).
Staff members should report any emergency information to the president, or if not
available, the academic dean, dean of students, or director of building and grounds.
The president is responsible for activating or delegating the activation of the SMS test
messaging system. If the president is unavailable, the academic dean, dean of students, or
director of building and grounds is responsible, in that order.
All communication to the public should be directed through the president’s office.
The president is responsible for communicating any major emergencies to the Board of
Trustees.

Risk Management
Managing Risk
Insurance
Driving
Video Use and Copyright Guidelines
Electronic and Internet Risk
Student Liability, Property, and Insurance
Bed Bugs
Safety Around Campus
Minors and Campus Activities

MANAGING RISK*

Risk analysis is a subjective process.
The purpose of this guide is to assist individuals in determining whether or not to move forward with a
particular program or activity. If you have questions, please do not hesitate to contact your department
head or the Business Office.

Risk Analysis in Five Easy Steps
1. IDENTIFY YOUR ACTIVITY

1. Who are your participants? Think in terms of minors versus adults, general public versus students, and
so on. If minors are involved, contact the Business Office.
2. What will you be doing?
3. Where will you be doing the activity?
4. For how long? (Both duration and frequency)
2. DOES THE ACTIVITY ALIGN WITH THE MISSION, VISION, AND VALUES?

Are you able to envision and articulate how this activity will support the mission, vision, and values of
BLI? If you cannot articulate and defend how your activity will support the mission, vision, and values of
BI, you should stop and revisit the purpose/premise of your activity before continuing to analyze your
risks.
3. IDENTIFY YOUR RISKS

Risks can represent the potential for damage or loss to the participants, harm to the environment, property
damage, or operational risks to the school or program. List all the risks associated with the activity, taking
into account any external factors including but not limited to weather, experience level of participants,
location, etc.
4. MANAGE YOUR RISKS (IT’S HOW WE SAY YES!)

If your risks are high or extreme, can you manage your activity or program so that the risks are
minimized? Ways to minimize (or mitigate) risks include:
•
•
•

using proper safety equipment,
educating the participants on proper safety protocol, and
utilizing common sense in unsafe conditions (such as weather events).
You can also transfer the risk responsibility through contract or waiver. If you believe your program may
require a contract or waiver, please consult Risk Management or your program leader.
5. IS IT WORTH THE RISK?

At the end of the day, the purpose of a risk analysis is to determine if there is return on risk, which means
the value of the activity is worth the risks you are taking.
Consider the risks you and BLI are taking - is there enough return on risk? Or are the risks far greater than
the benefits of the activity?

*Adopted from Five College Consortium
INSURANCE
Institutional
In addition to property coverage, BLI is covered for cyber liability, directors and officers
liability, media liability, sexual misconduct, and religious freedom. Insurance policy specifics are
kept in the Business Office.
Property
This includes coverage of all buildings, rental properties, vehicles, equipment, and school
possessions. Claims should be made through the Business Office.
Staff
Coverage includes personal property on school premises that is used for employment purposes
only. Staff living on campus are highly encouraged to seek renters’ insurance to cover personal
property in case of loss. Personal injuries at work are covered through workers’ compensation.
Students
The school carries supplemental student medical and religious athletic medical coverage. This
coverage is applied to injured students after the student’s own medical coverage. Students
needing a claim form should contact the Business Office.
Volunteers, Directors, and Officers Insurance
At the option of the institution, uncompensated volunteers are insured under the school's general
liability policy while acting at the direction of or on behalf of the school, but only while acting
within the scope of their duties or obligations in their capacity as a volunteer. All authorized,
credentialed drivers are covered by the school's auto insurance as per policies noted elsewhere.
If you are involved in an accident or are sued because of an accident, and believe that you were
acting in your capacity as an employee, volunteer or agent of the school at the time of the
accident, report the incident to the Business Office immediately. If you are aware of any accident

that could lead to a claim (law suit) you must report it immediately. Failure to report the incident
or accident could compromise the school's ability to defend you if you were acting as agent for
the school.
Volunteering at an Outside Organization
If you serve as a volunteer in an organization, you should make sure that the organization carries
general liability insurance, and that volunteers are included in the "who is an insured" wording
on the policy.
If you are on the board of directors of any organization, ask for a summary of their Directors and
Officers Insurance policy. You want to know that if you are personally sued for actions you take
on behalf of the organization, that you will be indemnified and defended.
DRIVING*
BLI has insurance coverage for school vehicles and personal vehicles used for school events.
Our driver credentialing policy also pertains to all drivers of motorized equipment and/or
unregistered equipment owned by the school. In addition, drivers using personal vehicles in the
performance of job related tasks may be covered for their liability "excess" of their own
insurance. Please Note: commuting to work is not considered "driving on school business."
Only authorized credentialed drivers may operate the school's owned vehicles or rent vehicles
under the auspices of the school. Drivers who are not credentialed may not be covered by school
insurance if they use their personal vehicle for employment related tasks. The insurance company
and BLI reserve the right to decline to authorize any driver on the basis of an individual's traffic
violation history or accident history.
DRIVER MINIMUM REQUIREMENTS ARE:
1. Drivers must have a valid license issued from the US or US territories.
2. Drivers must be at least 18 years old
3. Drivers must have at least one year of driving experience, either in the US or internationally.
4. Drivers must be a student or employee of BLI or an authorized volunteer.
5. Drivers must be Credentialed (see below).
6. Drivers may not have had:
a. More than 2 accidents in past 3 years
b. Any Type A violations in past 3 years
c. Any combination of three or more accidents and Type B violations in the past 3 years.
BLI reserves the right to (1) remove or deny driving privileges from any student or employee
for accidents or violations (including violations of the Driver Agreement) involving school
owned or rented vehicles, or (2) to use guidelines that are stricter than the insurance company's
in deciding to authorize or de-credential drivers. BLI may, at its sole discretion, allow an
employee who drives as a condition of employment to attend a school approved driver safety
training program in lieu of losing driving privileges as a result of having had a combination of
three or more accidents and/or Type B violations in the past three years. This does not apply to
any Type A violations.

DEFINITIONS
•
•
•
•
•
•
•
•
•
•

TYPE A VIOLATIONS
DUI / drugs or alcohol
negligent homicide
use of auto in commission of a felony
aggravated assault w/vehicle
operating w/o license
reckless driving
speed contest
hit & run
leaving the scene
school bus stopping flag violations (or similar)

TYPE B VIOLATIONS
• all moving violations not Type A
Driver Agreement to Terms, Conditions, Rules and Regulations
BLI has adopted a basic set of safety rules which all drivers must agree to as part of the
credentialing process. Drivers are expected to drive safely at all times. Other rules listed on the
credentialing form include administrative rules.
Driving a school vehicle, rented vehicles, a personal vehicle or other vehicles on behalf of BLI is
a privilege, not a right. The safety of passengers, pedestrians and others is every driver's highest
priority. The following rules are included by reference on the credentialing form and, by
submitting credentials each driver agrees to abide by the following terms, conditions, and rules
and regulations.
DRIVERS WILL:
1. Have and carry a valid driver's license while driving.
2. Adhere to the following terms of use:
a. Use school vehicles for authorized business only.
b. Not permit any unauthorized person to drive the vehicle. Unauthorized drivers may be

personally liable for any accident or loss.
c. Operate the school’s vehicle in accordance with school regulations, as may be provided in
writing or verbally, and know and observe all applicable traffic laws, ordinances and
regulations.
d. Not transport unauthorized passengers such as hitchhikers. Not transport any alcohol,
drugs, or other contraband in any school vehicle.
e. Not drive the vehicle "off road" unless it is appropriate and authorized for that use.
3. Follow these minimum safety requirements:
a. Use seat belts or other available occupant restraints and require all occupants to use seat
belts or occupant restraints, in accordance with state laws and not operate the vehicle
unless all occupants are wearing the appropriate restraints. Never permit total occupancy to
exceed the number of seat belts.

b. Use safe driving principles, practices and techniques at all times.
c. Not drive under the influence of drugs or alcohol. Not drive if using a medication that

impairs judgment, reflexes or alertness.
d. Turn the vehicle off, remove the keys, and lock the vehicle when it is left unattended.
e. Not drive the vehicle at speeds that are inappropriate for road conditions.
f. Not use a cell phone (including "hands free" cell phones, texting, PDAs, computers or any

other device) when the vehicle is moving or engage in other distracting behavior. If the
driver must make or take a call or text message, the vehicle must be safely stopped and
secured (parked), before using a cell phone.
g. Before leaving the parking area or garage, particularly with a rental vehicle or a vehicle
that driver does not ordinarily drive, be reasonably satisfied that the following parts and
components are in good working order. This includes, but is not limited to:
• service brakes
• parking brake
• steering mechanism
• lights/reflector devices
• tires/wheels
• horn
• windshield wipers/washers
• rear-vision mirrors
h. Report any defects immediately to the Business Office to determine if the vehicle is safe to
operate.
4. Perform required administrative responsibilities:
a. Report all accidents or traffic violations involving a school vehicle or while driving on
school business to the vehicle coordinator and other offices as directed, according to
school policy.
b. Immediately report any changes in license status (such as points, suspension or revocation)
and any other at-fault accidents that occur whether or not the accident or violation
occurred while driving on school business to the Business Office, and accept suspension of
driving privileges if applicable.
c. Personally assume responsibility for any and all fines or traffic violations associated with
use of a school vehicle or privately-owned vehicle used on school business.
d. Agree and accept that failure to follow driving rules may result in temporary or permanent
suspension of driving privileges, or have more serious consequences.
School policies and procedures for vehicle use and what to do in case of an accident are on the
following web sites: Auto Accident Information and Auto Accidents, Emergencies/Claims.
No Cell Phones or Texting While Driving
Use of cell phones (including texting) is prohibited while driving school vehicles or while you
are driving on school business.
If the driver must use a cell phone while driving on school business, or while driving a school
owned vehicle, s/he must stop safely, secure the vehicle and then make or take the call. There
are NO exceptions, including hands-free phones. This applies to everyone - employees,
students and volunteers.

Driving Personal Vehicles to School Events
It is the school’s recommendation that the drivers use school vehicles for BLI sponsored
transportation. However, we recognize that school vehicles are not always available and that
there may be extenuating circumstances that can present themselves.
It is important to consider a student's comfort level when accepting the personal risk associated
with driving their vehicle to an event. For events that students are required to participate in, the
school should not mandate a student use his personal vehicle. The school can instead ask a
student if they are comfortable driving their vehicle and accepting the personal risk.
With regard to voluntary events, where the student is not required to participate, we can mandate
that students use their personal vehicles. This is due to the student having the option of not
participating if they are uncomfortable with the risk.
*Adopted from Five College Consortium
VIDEO USE & COPYRIGHT GUIDELINES*
The rules governing the showing of copyrighted videotapes are the same as those governing any
other copyrighted performance.
Classroom Use
In order to show videotapes in classes, the screening must conform to the exceptions of Section
110(1) for dramatic work. The law limits the use of videos to classroom settings in conjunction
with face-to-face instruction, as in the case of any performance.
Copying television programs off the air for classroom use is permitted, with some restrictions:
•

•
•
•

The broadcast must be erased 45 days after the date of recording. The recordings may be used
only once by teachers in the course of "time shifting" the program in order for it to be seen by
the class.
The broadcast should be shown in the classroom or similar places of instruction.
Limited copies may be made (for example, copies are made for a number of sections of a
particular class). Copies are subject to all other restrictions.
Recordings do not have to be used in their entirety, but they may not be altered. They may not
be physically or electronically merged to create teaching anthologies or compilations.
Library Use
Screenings in libraries do not usually constitute "face-to-face teaching activities." However, they
may be viewed as non-public performances. Probably, individuals and small groups of
individuals may view a video tape in a study carrel or viewing room, and it will be characterized
as a non-public viewing.
Student Use for Entertainment
Students may want to rent or borrow video tapes to view singly, with friends, with groups or the
public. These guidelines are written to assist the institution and students in understanding and

evaluating when a video screening become "public", thus requiring a license and the payment of
a licensing fee to the copyright holder. These guidelines also address the vicarious liability the
institution may have for facilitating public performance by students where a license and fee is
required.
There are several principles in copyright issues, however we need to concern ourselves with two
of these principles in particular. The first is that only performances which are not "public" are
exempt from the requirement of a license from the copyright holder. The second is that "noncommercial" or not-for-profit performance or use is NOT a reliable indicator of whether a
license is required. When a performance is "public", even if it is "not-for-profit", a license may
be required.
Whether a performance is "public" is defined as either:
1. Performance at a place open to the public.

[The definition of this is somewhat ambiguous. We may have private events in buildings which
are considered "open to the public" and private rooms in buildings open to the public. You
should consider the mechanism of the invitation to the event, and whether the event itself is
open to the public in determining if this is applicable in the school setting.]
2. Performance at a place where a substantial number of people who are not family members or
friends is gathered. "Friend" is somewhat loosely defined as "having a social relationship"
with another person.
Both prongs of this definition are dependent upon the specific circumstances of any given
"performance." It is important to note, that where a performance is literally open to the public, it
may be considered a public performance, even if only a few people attend. Conversely,
performance in a private setting becomes "public" only if a "substantial" number of persons who
are unrelated as family or friends is actually present.
The ways in which students can use videos for private or public entertainment covers a broad
spectrum, and at each end there are clear answers "yes" and "no" as to whether a license fee is
required. However, in between are some grey areas, where students and administrators will need
to evaluate the individual circumstances. To illustrate how the above principles apply, some
hypothetical scenarios and answers follow:
1. Student rents video and views/shows it with friends in own dorm room. Is this a

performance requiring a license?
No. This use falls within "private use" - it is in a student’s own room (private place), only
friends are invited to attend.
2. Student rents video and views/shows it with friends in lounge/living room of dorm. Is this

a performance requiring a license?
No. Again, this not public. The dorm is the student’s "house", and the people who are invited
to view it are friends. Even though a stranger or two may wander in, the circumstances are not
such that substantial numbers of people who are not friends can attend.

Instead of the lounge of the dorm, the film is shown in the Family Life Center. How does
this change things?
This may not really change the "private use", given the context that only friends are invited. Even if a
few others watch, it is still probably not public viewing.
3. Student rents video and views/shows it with friends in lounge/living room of dorm. S/he collects
money from the friends to cover the rental costs and refreshments. Is this a performance
requiring a license?
No. Same as (2), above. This is not a public performance, so the collection of money is not relevant.
4. Student rents video and views/shows it in lounge/living room of dorm. S/he advertises in the
campus newspaper and posters on campus that the video is going to be shown - anyone can come
to see it. Is this a performance requiring a license?
Yes. Because it is advertised, the circumstances are such that it is "open to the public" and a
substantial number of people who are not family members or friends can attend. The school as a whole
is not a sufficiently related group, and this would constitute a "public" screening. This outcome would
be the same for a screening regardless of where it was held.
5. Student rents video for a screening on campus for the next Glee Club meeting. S/he advertises
the meeting in the campus newspaper and posters on campus and says that the video is going to
be shown. Members are urged to attend and donations are suggested - this is a fund raiser for the
Glee Club. Is this a performance requiring a license?
No. This is a group of "friends" - persons with a "social relationship." The principle is the same as (2)
above. The donation does not elevate it to a public performance.
What if it is the school, but instead of the Glee Club, it is advertised as a screening for
"Trekkies"?
This probably would be considered a public screening, because the group is formed of people who
have only a common interest, not necessarily a social relationship. Whether or not it is a social group
formed by members outside the school is not relevant.
6. Student rents video and views/shows it in lounge/living room of dorm. S/he advertises in the
campus newspaper and posters on campus that the video is going to be shown - a charge is made
for all attendees, and the student pockets the profits. Is this a performance requiring a license?
Yes. It is both public and commercial.
7. How does the relationship that the school has to the activities described above change when the
school is providing the student with the equipment to show the video and/or the money to rent it?
If the performance is public, the school could most certainly be drawn into a suit because its property
is being used to screen the video.
8. Student is a film buff and rents video(s) and views/shows it with friends in the student lounge
every Friday night at 8 pm. People begin to hear about it and more and more non-friends start
showing up. Is this a performance requiring a license?

Probably, yes. The performance is open to the public and is now being shown in circumstances where
a substantial number of people who are not family members or friends can attend. Even though there
is no advertising, it has become "public".
9. Is there any difference between a group of students sitting lounge-style around a TV set, or if the
set is on a stand and seating is arranged like a theater or movie house? What if the viewing is in
the school auditorium instead of the student lounge?
There are not really any differences here. Again, the issue is one of "public" versus "private." Is the
performance open to the public or shown in circumstances where a substantial number of people who
are not family members or friends can attend?
10. What case law, if any, exists on this subject?
This is a matter of Federal Copyright Law. Section 101 of the Copyright Act, revised substantially in
1976, defines public performance. There are not a lot of cases decided on this point since 1976. A few are:
Columbia Pictures Industries, Inc. v. Professional Real Estate Investors, Inc. 866 F.2d 278 (9th Cir. 1989);
Columbia Pictures Industries, Inc. v. Redd Horne, Inc. 748 F2d 154 (3rd Cir. 1984); and On Command
Video Corp. v. Columbia Pictures Industries, Inc. 777 F. Supp. 787 (N.D. Cal. 1991). For an excellent
discussion on the issue of Copyright and Higher Education, see A Guide to Copyright Issues in Higher
Education, published by the National Association of College and University Attorneys (NACUA), One
DuPont Circle, N.W., Suite 620, Washington, DC 20036 (203)833-8390.

*Adopted from Five College Consortium
ELECTRONIC AND INTERNET RISK
Cloud-Based Servers
The school maintains most of its records, excepting financial records, with CampusSIS, which
handles the security of the records.
Financial Records
The school maintains its financial records on the school’s business computers. Back up records
are kept in fireproof boxes.
Routers
Business-use routers are maintained separate from routers available for student/guest access. All
routers are password protected. Routers are equipped with content-blocking software which
restricts obscene and illegal content.
Anti-Virus Protection
The school maintains antivirus protection on school computers through AVG.

STUDENT LIABILITY, PROPERTY, AND INSURANCE*
Insurance
The following information is provided to inform students and parents about the insurance
coverage that BLI may purchase, and how the coverage may apply to students. The descriptions
of coverage are not intended to, nor do they supplement, amend or modify any insurance policy
terms and conditions. BLI reserves the right at all times to modify its insurance coverage, terms,
conditions and limits without notice to any person or entity, including students, faculty or staff.
Students may wish to make adjustments in their own coverages if they feel that it would be
appropriate to their interests.
Medical
The school accepts no responsibility for any losses, costs or expenses not covered by the
insurance policies listed above, whether by coverage terms or exclusions or the injured student's
failure to comply with policy required claims procedures.
Auto
BLI purchases auto liability insurance which protects both the school and the driver from third
party liability and third party property damage arising from the use of BLI owned, hired/rented
and non-owned vehicles.
1. For school owned vehicles, the student driver must be credentialed and have permission from
a faculty member, a dean, a coach, or a department head to drive a school vehicle.
2. Students may not rent or drive a rented vehicle for BLI business unless over 25 years of age

and authorized to do so in writing from the business office.
3. If a student drives his/her own vehicle on school business, such use must be specifically

authorized in writing before the use occurs. The school policy is excess of the student’s own
policy with respect to liability coverage. No coverage is provided for any physical damage to
the student’s vehicle, nor will any deductible amount be paid by BLI, whether the vehicle is
used for BLI business or not, and regardless of any liability of the driver or other parties.
The BLI auto insurance policy may not respond to cover unauthorized drivers. Unauthorized
drivers may be personally liable for claims brought against them. BLI may also have a right to
claim against unauthorized drivers.
Property
Students should insure their property. BLI does not have property insurance for student
possessions, and it accepts no responsibility for any personal possessions or property of students.
Any possessions in student rooms or left in storage areas are left at the owner’s own risk.
Students are responsible for insuring their own property against loss, and may be able to do so
using parents’ policies or by obtaining a tenant’s policy through a local insurance agent. It is
recommended that students keep their doors locked at all times and not leave valuable items in
storage areas.

Under no circumstances will BLI be responsible for any loss of art, rare or irreplaceable books,
manuscripts, antiques, jewelry, cash, securities, valuable papers such as deeds, furs, items that
have only personal value, or other unique items.
If you believe the school is responsible for your loss, you must file a written claim with the
Business Office within 30 days of the loss. The claim must include:
•
•
•
•
•

your name
home address
date of loss
cause of loss
items lost or damaged (describe, including age, condition and value, and whether they can be
repaired or must be replaced)
The school reserves the right to inspect the loss or claimed items. If the school determines that it
is responsible for the loss, it will reimburse for the cost of repair or the adjusted value of the item
(actual cash value). Students are responsible to minimize the loss or damage to their property.
Students will not be compensated for any time spent in minimizing a loss (for example rescuing
wet items and carefully drying them); depreciated value of an item that is still functional or
useable; or the time to recreate an item (e.g., retyping a document due to failure to back up
computers).
Workers' Compensation
Students who are employed by BLI, and who are injured in the course of their work for the
school are eligible for Workers’ Compensation. If a student is injured on the job, the student
should contact his/her supervisor immediately to report the injury and complete an accident
investigation form. Questions should be directed to the student’s supervisor and the business
office.
Student Personal Liability
Individuals can be held liable for causing bodily injury, property damage or financial loss to
others.
BLI is not liable for the actions of its students, nor is it possible for the school to obtain liability
insurance on behalf of its students. Student athletes especially should be aware that if they are
sued for injuries or damages caused to others in the course of an athletic event, the school’s
insurance does not provide coverage. The liability section of a parent’s homeowner’s policy or
renter’s policy may provide for the defense of the student and damages awarded, if any, in a suit
alleging negligence. Insurance policies will only cover for negligence; they will not ever insure
against loss caused by deliberate acts. Students are responsible for avoiding intentional acts or
negligent behavior that could harm others or give rise to adverse legal action.
If a student is involved in an accident or is sued because of an accident, and believes that she was
acting in the capacity of an employee, volunteer, or agent of the school at the time of the
accident, contact the dean of students immediately for instructions, and also report the incident to
the Business Office. If you are aware of any accident that could lead to a claim (law suit) you

must report it immediately. Failure to report the incident or accident could compromise the
school’s ability to defend you if you were acting as agent for the school.
Damage to Personal Vehicles on School Property
BLI does not assume any responsibility for any loss or damage to your personal vehicle while it
is parked or driven on school property. This includes loss or damage caused by falling ice or
snow (whether the danger is posted or not), falling trees, limbs or other wind-blown objects;
malicious mischief, vandalism or theft; damage caused to your vehicle because you hit school
property, including curbs, barriers, speedbumps or other objects; damage caused by towing or
booting an illegally parked vehicle; damage caused by persons or vehicles unknown whether the
possibility of such an event is warned against or not.
The school will be responsible for ‘at-fault’ accidents between its vehicles and personal vehicles.
Should you be involved in an 'at-fault' accident, contact the business office to fill-out an accident
report.

What Every Student Needs to Know about Insurance
What is Insurance?
Insurance is a contractual agreement. You pay an amount of money in return for a promise
from an insurance company to pay you for a loss you sustain. The policy is the contract and
defines the coverage; its language will detail the conditions and circumstances under which the
policy holder will be financially compensated.
Why do I need it?
Your resources may be insufficient to meet your needs if you suffer an accidental loss. Insurance
can help to keep you financially stable by protecting your assets or income. There are three basic
types of loss. One, you could lose your property or personal possessions through fire, water
damage, or some other calamity. Two, you could accidentally hurt someone and be financially
responsible or legally liable for his or her injuries or their property loss. Three, you could be
injured or sick and need medical care, including hospitalization. There are different types of
insurance to meet these needs.
What kind of insurance do I need?
HEALTH INSURANCE
Many students are insured by their parents’ employee health benefits, while others purchase the
coverage made available through their college or university. After you graduate, your parents'
health insurance can continue to cover you until you are 26 years of age, or you can purchase
coverage through your employer.
Since 2012, federal regulations require everyone to have health insurance. Stand-alone insurance,
such as Blue Cross / Blue Shield, will typically cost $300 to $700 or more per month, depending
on coverage and deductibles. If you have any medical conditions that require ongoing treatment,
it is usually critical to maintain your health insurance to guarantee a continuity of coverage.
Many companies exclude preexisting conditions from their insurance, at least for a period of
time.
Health insurance is very important, since health care costs are very high, and accidents do
happen. Even if you have “never been sick a day in your life,” new environments and activities
increase the risk of accidents, illness, and injury.
TENANTS INSURANCE (PROPERTY AND GENERAL LIABILITY)
Some students may be living in rental apartments, and most students will move into rental
apartments upon graduating. Your landlord is not responsible for loss of or damage to your
property (see your lease). A tenants’ insurance policy will insure you against loss of your
personal property, cover you for your negligent damage to the landlord’s property, and also
provide general liability coverage for your negligent acts which result in the loss of property or
injury to a third person. For example, your carpet is torn and someone hurts themselves tripping
over it. Or your dog bites a stranger.

This type of coverage is not expensive (a few hundred dollars per year), and offers a good
measure of protection. Buy the highest General Liability limits you can afford. Do not insure
your personal property for more than it would cost to replace it, but do accurately report
replacement values. Also, look for a policy that covers your property while it is not at the
premises listed on the policy.
Personal property typically includes all your clothing, furnishings, electronic equipment, and
other personal items. It does NOT cover jewelry, musical instruments, art, money, securities, or
other highly valued items (read your coverage for exclusions and definitions). These types of
property are insured under a “floater” policy. You should speak to your insurance agent if you
have property that is excluded under the tenant’s policy. Insurance on computers is often not
worthwhile, since the insurance will only pay for the replacement of equipment of like kind and
quality. Since computer values drop quickly and steadily, the insurance is often expensive for
what you might recover.
If you own real property or a business, consult with your insurance agent about the coverage you
may need.
AUTO INSURANCE
Most states require Auto insurance by law. Whether it is required by law or not, it is essential if
you own an auto. Auto insurance has three areas of coverage - Liability, Comprehensive, and
Collision. Liability Insurance covers you for any injury you may cause to others, for example,
hitting a pedestrian or another vehicle. It is the most important auto insurance, and you should
buy the highest limits you can afford, at least $100,000 per person, $300,000 per accident.
$1,000,000 is recommended.
Comprehensive Coverage pays for losses to your vehicle arising from such hazards as fire,
natural disaster, and vandalism and may cover hitting an animal (such as a deer). Collision pays
for losses to your auto arising from collision with another object, vehicle, and in some states, an
animal (such as a deer). If your car worth is less than $5,000, collision insurance may not be cost
effective, since the company will not pay more than the actual value of the vehicle.
Comprehensive and glass coverage is usually a cost effective coverage, unless the car has no
value. Talk with your agent about your options.
Check your policy to verify whether or not your auto insurance “follows” the vehicle, so that if a
friend borrows your car with your permission, he/she is insured by your insurance. Also note that
most insurers require that persons living in your household (including relatives) who may drive
the vehicle must be listed on the policy in order to be insured.
Other Resources and Types of Coverage
VOLUNTEERS / DIRECTORS AND OFFICERS INSURANCE
If you serve as a volunteer in an organization, you should make sure that the organization carries
general liability insurance, and that volunteers are included in the “who is an insured” wording
on the policy. If you are on the board of directors of any organization, ask for a summary of their
Directors and Officers Insurance policy. You want to know that if you are personally sued for
actions you take on behalf of the organization, that you will be indemnified and defended.
WORKERS COMPENSATION

If you are employed, you will probably be automatically covered by workers compensation. It is
mandated in every state, and benefits vary significantly by state. It provides coverage for any
injury you may sustain in the course of your employment, not only for medical costs, but for a
portion of your wages as well. Check with your employer about coverage.
DISABILITY INSURANCE
Your employer may carry short and long term disability insurance for all employees. These
policies cover your loss of wages if you are disabled for more than one month, or six months,
respectively. If one or both are optional, do seriously consider purchasing coverage. Statistics
show that one person in ten will be disabled from their work for more than six months in their
lifetime.
LIFE INSURANCE
Life insurance will pay a monetary benefit to a survivor (also known as a beneficiary) in the
event of your passing. Speak with your financial advisor about appropriate coverage based on
your marital status, dependents, financial planning, and portfolio.
FILING A CLAIM
Documentation is essential in filing a claim, whether it is to your own insurance carrier or if you
are making a claim against a third party. Keep copies of all medical bills, invoices for purchase
of replacements of damaged or lost property, estimates, and so forth. Check with your insurance
agent if you have a loss - don’t assume that it isn’t covered. You may be pleasantly surprised. Set
up a file on your claim, and keep copies of all correspondence, notes of who you spoke with and
when, their phone number, and so forth.
If you have a small, straightforward claim against a third party, send a letter to the party
responsible for the loss. Clearly describe what happened, what your losses were (use the words
“bodily injury”, “personal injury” or “property loss or damage” as applicable), and why you
think they are responsible. In general, there has to be negligence on the part of the third party in
order for them to be legally responsible for your loss, and it will help your claim if you can
articulate in the letter how they were negligent. This specific wording will trigger the
respondent’s general liability policy (or other policies), and may help you obtain a quick
settlement without your having to involve an attorney.
This is intended to be a brief summary of typical insurance coverages. It is not a comprehensive
description of all coverages available, or to be construed as legal advice. Always check with your
insurance agent for specific insurance information and with your attorney for legal advice.

BED BUGS
A Guide for Residents
Though it is unclear how and why bed bugs have recently reappeared, many experts agree that
increased travel and mobility could be major contributors. Since students at the BLI come from
near and far, it is important to share with residents our approach to this issue, should it become
necessary. Prevention is key. Below are some guidelines to follow and information about school
policies related to bed bugs.
BLI takes seriously this issue and housing staff will guide students through all necessary bed bug
related procedures to treat potential incidents in the residence halls. If it is found that treatment is
necessary, building and resident staff will be in communication with you about any treatment
plans and post-treatment follow up.
What are bed bugs? How do I know if I have them? What do I do?
Largely eradicated as pests in the developed world in the early 1940s, bedbugs have seen a
resurgence over the last several years. Unfortunately, our campus is not immune to this problem.
While dealing with bed bugs can be frustrating and exhausting, it is possible to rid them from
your residence.
Bed bugs are insects that subsist on human blood. The size of bed bugs varies through their life
cycle, but adult bed bugs are about the size, shape, and color of an apple seed. They can be found
where humans sleep, feed mostly at night, and can reproduce very rapidly.
If you believe you have bed bugs in your room, please notify the residence director immediately
and submit a work order in CampusSIS stating that you believe you may have bed bugs in your
room.
The residence director will follow up with you to determine the next steps.
Indicators of bed bugs:
•
•

•

Tiny dark red or brown spots or smears on your bed linens or mattress. Bed bugs excrete as
they feed, leaving behind remnants of digested blood.
Bites on your body. It can be difficult to determine if you’ve been bitten by bed bugs because
the red welts look like other insect bites and because everyone reacts differently—from no
itching at all to severe allergic reactions. * * One indication that your bites could be from bed
bugs is if the bites are in a line of three.
Discarded skins. Bed bugs molt multiple times before becoming adults, and their shed skins
retain the bed bug shape.

Your Responsibility
•
•

Educate yourself about bed bugs. Notify school housing staff immediately if you suspect that
you have bed bugs.
Take precautions when traveling to minimize the chance of bringing bed bugs to campus.

•
•
•

•
•
•
•

Bag your belongings so that they can be treated and to aid in the elimination of bed bugs in
the rest of your room.
Help housing staff by preparing your room for a bed bug inspection or treatment.
Capture any bug you suspect may be a bed bug. This can speed up identification and a
remedy can be implemented more quickly.
Understand that bed bugs are a distraction and inconvenience and will require some extra
work on your part.
If you suspect your room may have bed bugs, do not stay with a friend as this can spread the
problem to other rooms.
Do not buy or bring second hand furniture into the residence halls.
Do not attempt to control the problem yourself. Do not treat your room with any chemicals or
sprays.

Our Responsibility
•
•
•
•
•

Provide the resources and information to educate students about bed bugs and what students
need to do if they suspect they may have bed bugs.
Respond quickly to any student bed bug concerns.
Take proactive measures to detect and treat any potential bed bug problems and guide
students through all necessary bed bug related procedures.
Monitor potential resurgence of infected areas.
The school does not accept any liability for damages during the heat treatment process.

Tips for Preventing Bed Bugs
•
•
•
•

Launder your clothing and bedding regularly to help reduce the chance of harboring bed bugs.
Keep your room clean and orderly. Vacuum and sweep your room often to reduce hiding
places.
Empty and inspect your backpack frequently.
Examine your bed and the area near your bed thoroughly every couple of weeks. Always be
aware of the possibility of bed bug presence and inform your resident director if you think
you may have a problem.

•

Bed Bug Treatment Checklist for Students
Steps to be taken by students if bed bugs have been confirmed in their residence:
Bed bugs can travel in clothing, bags, backpacks, laptops, furniture—anything with small
spaces to hide. Therefore, all actions should be performed inside your room to prevent
the spread of bed bugs.
Backpacks should be treated as clothing.

Personal electronics (i.e. cell phones, MP3 players, laptops) should be left on the desktop
during treatment so they can be examined.
Textbooks and study materials should also be left in your room (not bagged) during
treatment.
It is imperative that the following be done after the room has been inspected and the
presence of bed bugs have been confirmed, but before room is treated:
All clothing, including items in your room, dresser and closet must be bagged and
laundered.
All bath linens, bedding, and soft luggage (duffle bags) must be bagged and laundered.
Please contact the resident director when you are ready to start the process.
When complete, please contact the resident director again to remove these items to be
laundered.
Items that are delicate or have the possibility of shrinking or color fading: put into a
separate plastic bag clearly marked DRY CLEANING.
Clean up all clutter; remove all non-furniture items from under beds and discard
cardboard boxes. Remember, clutter provides places for bugs to hide!
Take all items off the floor, including closet floors.
Move all items into center of room, at least two feet away from the walls.
Place any shoes or other small, non-washable items from your closet into a plastic bag
and tie the bag off. Leave this in your room until the exterminator treats the room.
Vacuum all carpet and furniture, making sure to clean all crevices and corners, make sure
to get behind furniture, including bed headboard.
Immediately dispose of vacuum bag in dumpster outside building.
Sweep and mop all floors, including under the bed.
Remove all open food.
Leave room for at least three hours following treatment by a professional exterminator.
The school will provide the bags necessary to accommodate these items.
The school will incur the cost to complete the process.
After the room has been treated:
Vacuum daily and discard vacuum bags after each use in dumpster outside of building. A
second treatment may be administered by the exterminator 7-10 days after the initial
treatment.
Don’t mop floor or clean pesticide residue for at least 10 days after the final treatment.
Room will be inspected by exterminator 7-10 days after final treatment. A staff member
will be present; students are again encouraged to be present. Follow-up will be
determined as needed.
Check with resident director if you have any questions about these instructions.
-Adopted from Wesley University

BED BUG FAQ*
What are bed bugs?
• Bed bugs are small nocturnal insects that live by feeding on the blood of humans and other
warm-blooded hosts. After feeding for about five minutes, the bug returns to its hiding place.
• Bites consist of a raised red bump or flat welt, with slight irritation. The red bump or welts
are the result of an allergic reaction to the anesthetic contained in the bed bug's saliva, which
is inserted into the blood of the host.
Bed bug bites may appear indistinguishable from mosquito bites, though they tend to last for
longer periods. Bites may not become immediately visible, and can take up to 3-4 days to
appear. Bed bug bites tend not to have a red dot in the center which is a characteristic of flea
bites. A trait shared with flea bites, however, is the tendency towards arrangements of
sequential bites. Bites are often aligned three in a row, giving rise to the colloquialism
"breakfast, lunch and dinner."
• There have been no known cases of bed bugs passing disease from host to host. Extensive
testing has been done in laboratory settings that also conclude that bed bugs are unlikely to
pass disease from one person to another.
Therefore, bedbugs are less dangerous than some more common insects such as the flea.
How did I get bed bugs?
• Bed bugs were originally brought to the United States by early colonists from Europe. Bed
bugs thrive in places with high occupancy, such as hotels. Bed bugs were believed to be
altogether eradicated 50 years ago in the United States and elsewhere with the widespread use
of DDT.
• One recent theory about bed bug reappearance involves potential geographic epicenters in
some states. It was determined that workers in these facilities were the main spreaders of these
bed bugs, unknowingly carrying them to their places of residence and elsewhere after leaving
work.
• Many years ago, bed bugs were eradicated by the use of a pesticide, DDT. This is no longer
used and may account for the resurgence of these bugs in the U.S., as might the increase in
international travel.
• Anyone can pick bed bugs up from a location where they presently exist – someone’s
apartment, other dorm rooms, movie theatres, etc. Bed bugs are equal opportunity pests – they
will infest anyone, anywhere.
What happens when the exterminator comes to my room?
• If your room is confirmed to have bed bugs, a professional exterminator will come to treat
your residence. You will be required to clean and bag all clothing, bedding, books and
personal items prior to the treatment.
• The treatment will likely consist of a few different approaches:
o A pesticide will be applied to locations within your room that may harbor the bugs.
o The exterminator may place glue boards in your room. These boards can be good
detectives and show the degree of success of the treatment. If the glue board collects bed
bugs after its placement, then another treatment may be warranted. If this is the case, you
should be back in touch with physical plant as soon as possible.

If I plan to travel, what can I do to reduce my risk of bringing these bugs back with me?
• First, look at the room to seek potential hiding places for bed bugs, such as carpet edges,
mattress seams, pillow case linings, head boards, wall trim or other tiny crack-like places bed
bugs might hide.
• Next, look specifically at the mattress seams for signs of bed bug activity: droppings, eggs,
bloodstains or even bed bugs themselves – hiding in tiny folds and seam lines.
• Never leave your clothing laying on the bed, or any location of possible infestation. Instead,
use hangers or hooks capable of keeping all cloth distant from the floor or bed. It’s also not a
bad idea to elevate suitcases off the floor on a luggage stand, tabletop or other hard surface.
• Close your suitcase or travel bag when you're not using it. This way, during the night, the bugs
may move over top of your luggage and have greater difficulty getting inside.
• Elevate your luggage off the floor to tables or chairs. These may also be hiding places, but are
less likely.
• Keep any bed bug you find (intact if possible) to show physical plant.
• When you return from any travel (especially abroad) it is a good idea to take your suitcase to
the laundromat so you can wash ALL items before taking the suitcase to your home, residence
hall, etc. If you do your wash in hot water and dry it before entering your residence, you will
stop the spread of these bugs.
What SHOULD I do if I believe I have bed bugs?
• Notify the resident director ASAP.
• Be prepared to follow the written instructions exactly.
What SHOULDN’T I do if I believe I have bed bugs?
Don’t panic! Although bed bugs can be annoying, they can be battled safely and successfully
if you follow all guidelines given to you by residential life and physical plant.
• If you believe you have bed bugs, do NOT wait until after 5pm on Friday to notify someone.
It is not possible to get service from the exterminator after hours.
• Do not apply pesticides on your own. Physical plant hires a licensed exterminator to confirm
the infestation and to develop an integrated pest management plan.
• Do not move your mattress or any furniture out into the hallway. Infested furniture can be
cleaned and treated. Placing infested furniture (particularly mattresses) into common areas or
on the street may simply spread bed bugs to the rooms of other students.
• Do not go to sleep in a friend’s room or in places off-campus. If you actually have bed bugs,
you will only spread them to others.
•

SAFETY AROUND CAMPUS
The safety of students, staff, and guests are very important to the school. While the school
encourages everyone to enjoy the 164 acre BLI campus, safety guidelines should be followed at
all times.
Lake Transylvania. Swimming is not permitted in the lake. Boating should only be done only if
another person is present in the boat or at the lake.
Hunting. Hunting is not permitted on campus.
Safety in Numbers. Students, staff, and guests are encouraged to always take another person with
them when walking the campus. If you need a place to get away for privacy, tell another person
where you are going and when. Check in with them when you get back. Be available for and
look out for one another.
Traffic on Rt. 128. Traffic on Rt. 128 can move at considerable speeds. Take care when crossing
to or from the Family Life Center or other area of campus. Stop, listen, and look both ways
before crossing.

MINORS AND CAMPUS ACTIVITIES
Dorm Rooms
At no time should non-student minors be in dorm rooms unless accompanied by a
parent/guardian or a student who is related to them.
Facility Rental, Retreats, and Guests
Groups renting the facilities on campus are responsible for monitoring the children present at
their event. Guests visiting campus are responsible for monitoring the children visiting with
them.
Campus Events, Spaces, and Vehicles
At no time should a staff or faculty member be alone with an unrelated minor in a non-public
space. If a minor is visiting a faculty, staff, or business office, clear visibility into the office must
be maintained through an open door or window. Staff and faculty may not be present alone with
a non-related minor in the school’s locker room. Staff and faculty may not be present alone with
a non-related minor in a school’s vehicle or in a vehicle in use for a school event.
Exercise Equipment
No one under 14 years of age is permitted to use the exercise equipment on campus unless
directly supervised by a parent.
Clearances
Staff and faculty having regular contact with minors must have up-to-date clearances in order to
continue in employment. See Criminal History Clearances and Fingerprinting Policy for more
details.

