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NCBIC STUDENT HANDBOOK 

 

 

NOTICE 

Upon registration at the New Covenant Bible Institute of the Caribbean, each student 

formally agrees to observe and obey the policies and rules governing student conduct 

and operations of the school. 

 

The Administration of the School reserves the right to change any information 

appearing in this manual or other publication that relates to admission, its programmes, 

continuation of study, fees, graduation, and any other relevant matter. 

 

New and returning students are encouraged to familiarize themselves with the 

information outlined in the Student Handbook. 
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 MESSAGES 

Message from the President 

I concur with Zig Ziglar who is one of the world's most 

popular motivational speakers of our time, who said that 

“Success is not a destination, it’s a journey.” The Bible School 

of the Church of God of Prophecy here in Jamaica has been on 

this journey for decades. NCBIC has changed in every facet of 

school life, even the changing of its name from Centre for 

Biblical Leadership to Leadership Development and now 

New Covenant Bible Institute of the Caribbean. Therefore, a 

resounding yes! Achieving success is a process, it is not an 

event but a journey, and journeys are often long, and 

ubiquitous with difficulties and unexpected challenges. 

The student handbook is just one such component of the 

journey. Today the year when the church (COGOP, Jamaica) 

is celebrating one hundred years in existence in the Jamaican 

religious milieu (2023), it is very timely to be unveiling the 

student handbook. The period also when NCBIC is granted 

stage 1 registration status with the University Council of 

Jamaica. What a journey it has been? A journey of dreams, 

aspirations, and expectations. 

Like the Hebrew people oral traditions cannot avail much longer, so writing down their 

history, the revelatory word became compulsory, even if it’s on ostraca. New Covenant 

Bible Institute of the Caribbean renews its pledge to remain a vanguard of development 

and change. We are committed to bring the students and inadvertently the school on par 

with other theological training institutions that exist. This handbook has finally arrived, 

and within its pages you cannot miss the school’s ethos, and the commitment to good 

governance at the institution. 

 

NCBIC seeks to train a cadre of leaders who will embody its motto “I am among you 

that serves.” Therefore, Leadership Development, one of the church’s core values 

remains priority; transformation of minds and hearts take precedent. NCBIC is 

committed to providing candles so the students can go light their world. 

 

In closing, thanks to those who have been on this journey and making this first 

production possible Dr. Eugenie Brown Myrie, NCBIC administrator and Dr. Junior R. 
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Headlam, Student Dean. 

 

Thanks to our students who have been patient and have kept the dream alive; this 

handbook is dedicated to you, those who were with us as CBL, LDI and now NCBIC. 

 

 

God bless, 

Dr. Hyacinth Campbell 

 

 

Message from the Academic Dean 

 

Psalm 1:3 states the righteous ones “are like trees planted by 

streams of water, which yield their fruit in its season, and their 

leaves do not wither. In all that they do, they prosper.” The 

same psalm states the wicked are blown around by the wind 

with nothing to keep them grounded. The difference between 

the two is roots. Roots are always apparent and thus are easily 

ignored, but the deeper the roots, the more secure the tree. 

Theological education is designed to grow your roots, to 

deepen critical analysis of yourself, your world, and your 

traditions. At the same time, you are also deepening your 

relationships with God, others, and the world.  

Theological education is more than a skill set. Yes, you will learn to teach and preach 

and participate with others in more genuine ways, but you will also be transformed in 

mind and soul to think deeply about our world and its needs and how you can lead 

others into transforming the broken places into moments of healing and grace. 

We come together to do this work of Christ in an intimate environment. Our classes are 

small and taught by talented Christian faculty and practitioners. We acknowledge the 

diversity amongst our students coming from varying academic levels. We try our best 

to cater to individual needs, so no student is left behind. 

If you feel the call to church leadership, we are looking for you to join our family as 

together we join those that serve. 

Blessings, 

 

Georgia Waugh Richards JP. 

Academic Dean 
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Message from the Dean of Students 

In an era of pedagogy, theological education must 

arise to a higher place of notoriety among its other 

contemporaries. As interest in Christian education 

struggles to gain momentum, many theological 

institutions are working to keep numbers up for it to 

remain a going concern. As is customary, college age 

people generally choose more lucrative careers of 

which church ministry is not near the top of their list. 

However, while church ministry’s preparation is 

priority for the New Covenant Bible Institute of the 

Caribbean (NCBIC), it sees itself as 

preparing Christian workers for the marketplace. 

The office of the Dean of Students exists to support students on their formational 

journey, not just for certification, but importantly to impact the marketplace. This idea 

of marketplace Christianity fits firmly in our Lord’s admonition found in the Sermon on 

the Mount. Here the Lord taught that “you are the salt of the world. But if the salt should 

lose its taste, how can it be made salty again? It’s good for nothing but to be thrown out and 

trampled on by people. 14 “You are the light of the world. A city located on a hill can’t be 

hidden. 15 People[i] don’t light a lamp and put it under a basket but on a lamp stand, and it 

gives light to everyone in the house. 16 In the same way, let your light shine before people in such 

a way that they will see your good actions and glorify your Father in heaven. It is therefore my 

belief that Christians are positioned in their various spheres of influences to advance 

the kingdom of God. Consequently, it’s important for students to grasp the educational 

offerings of the NCBIC with enthusiasm and purpose. 

We know that there are many impediments to learning at this level, especially for 

people who have many other important commitments, or who may have not studied 

for many years. The NCBIC, however, is an institution that provides the support for all 

its students to be successful – we want you to succeed. You, however, must approach 

learning with conviction and determination that you can and will achieve excellence. It 

is this determination that will fuel your passion and commitment to do your work well 

as is expected, so that you can be that shining light in the marketplace. 

 

We wish your journey through NCBIC to be smooth, and therefore whatever challenges 

that may occur on the way we will work together to overcome them. We also want you to 

bear in mind that theological education is a spiritual formation process and therefore 

https://www.biblegateway.com/passage/?search=Matthew%205&version=ISV&fen-ISV-23251i
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everything that you will encounter should move you in that direction. 

 

In this regard, the office of the Dean of Students stands in readiness to assist you in 

accomplishing your theological education goal at the NCBIC – welcome aboard. 

 

 

Junior Headlam, JP, DMin.  

Dean of Students 
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WELCOME 

We are extremely happy to welcome you to the New 

Covenant Bible Institute of the Caribbean (NCBIC). We 

are honoured that you have chosen NCBIC for your 

foundation studies in theological education. We are 

looking forward to serving you and helping you to 

achieve your theological educational goals. We hope 

your time here at NCBIC will be rewarding and 

fulfilling as you embark on your journey toward a 

successful spiritual career. 

 

This handbook provides information that will assist you in achieving success in your 

studies at NCBIC. It outlines the responsibilities of students and what students should 

expect from the school. Included in the handbook are the policies and procedures that 

will be useful guidelines for your educational journey. 

 

Our competent and dedicated Lecturers and Administrators are committed to the 

achievement of your success. Our goal is to be there for you every step of the way. 

Welcome again to NCBIC. We look forward to celebrating with you at your graduation. 

 

Eugenie Brown-Myrie, MA(CP), MAR, PharmD 

Administrator 
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MISSION, VISION, MOTTO VALUES AND LOGO 

VISION STATEMENT 

NCBIC will become a leading innovative Bible School in the Caribbean committed to 

the continual advancement of providing theological education so that each student 

will mature emotionally, socially, and spiritually as servant leaders. 

MISSION STATEMENT 

New Covenant Bible Institute of the Caribbean (NCBIC) promotes diligence and discipline 

in Bible studies, love for God and neighbour: it creates opportunities through instruction 

and training for academic and personal development and is committed to prepare 

students to be biblically competent, academically proficient, spiritually cultivated, and 

culturally engaged servant leaders. 

Motto 

“I am among you as one who serves.” 

 

Values 

1) Spiritual Formation 

2) Servanthood 

3) Integrity and Ethics 

4) Excellence 



7  

Logo 
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 ACADEMIC CALENDAR  
Term 1 - September to December 

Date Activity 

September (First week) Student Orientation 

September (First week) Classes begin for all students on all campuses. 

October (Third Monday) National Heroes Day (School closes) 

December (First 2 Weeks) Study Week & Examination Period 

December (End of Week 2) End of Term 

 

Term 2 -January to April 

January (First week) Student Orientation 

January (First week) Classes begin for all students on all campuses. 

Anywhere between February 4 

and March 10 Ash Wednesday (School closes) 

 

March/April Good Friday (School closes) 

Monday after Good Friday Easter Monday (School closes) 

April (Weeks 2 & 3) Study Week & Examination Period 

April (Third weekend) End of Term 

 

Term 3 – May to July 

May (First week) Student Orientation 

May (First week) Classes begin for all students on all campuses. 
 

May 23 Labour Day (School closes) 

July (last 2 weeks) Study week & Examination Period 

July (Last week) End of Term 
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SECTION A:  GENERAL INFORMATION AND GOVERNANCE  

Brief History 

The New Covenant Bible Institute of the Caribbean was born out of a need in the 

Church of God of Prophecy, Jamaica to prepare and equip church leaders to deal with 

the emerging challenges confronting the church. The primary purpose of the 

institution is to provide leadership development within the church, through various 

initiatives. 

The institution is concerned with: 

(1) Providing a programme of study that maintains a strong spiritual and   

devotional emphasis along with academics. 

(2) Facilitating the continuing development of biblical leadership that follows the 

Lord Jesus Christ’s description of His own vision of leadership “I am among you 

that serves.” (Luke 2:27) thus our motto was chosen. 

(3) Providing a curriculum that is purposely designed to reflect the needs of the church. 

The main campus of the New Covenant Bible Institute of the Caribbean is located at 41 

Old Harbour Road, Spanish Town St. Catherine. There are extension schools or sites in: 

Mandeville, Montego Bay, and Ocho Rios. 

The programmes of study offered by the school cater also to members from other 

denominations. 
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Campuses 

The NCBIC currently operates from four (4) locations. You can take classes at a campus 

near you or earn your certification fully online. 

The main campus is located at 41 Old Harbour Road, Spanish Town, St. Catherine. 

Three (3) extension schools or sites are located at: 

a. 42 Caledonia Road, Mandeville, Manchester. 

b. 35 Union Street, Montego Bay, St. James 

c. 1 Buckfield Rd, Ocho Rios, St. Ann 

In July 2022, The NCBIC “Received Candidacy for Registration Stage 1 from the 

University Council of Jamaica (UCJ).
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GOVERNANCE 

The Board of Governors 

The New Covenant Bible Institute of the Caribbean is a Theological institution 

sponsored by the Church of God of Prophecy and is governed by seven-member 

Board of Governors drawn from the laity, staff, student, and external academics. Each 

member serves for a period of two years and is replaced or re-elected at the end of the 

two - year tenure by the National Bishop, Church of God of Prophecy Jamaica. 

 

Academic Dean 

It is the responsibility of the Dean, with support from Campus Coordinators and 

Course Leaders to: 

a. ensures that the staff comply with all policies and that Student Dean follows 

due process to confirm that Quality Assurance practices, such as moderation and 

external peer-review of assessment, are undertaken as 

appropriate. 

b. approves supplementary assessments. 

 

Dean of Student Affairs 

The role of the Student Dean is to help students overcome challenges and difficulties. 

During the orientation exercise the Campus Coordinator along with the Dean of 

student meet with new students to make them aware of this facility and assist with 

initial adjustment to the Institute’s academic life. Special sessions are scheduled 

throughout the first academic year to document and advise students on all designated 

educational transactions for example, pre-registration/registration schedule, course 

drops/adds, withdrawals, changes, and graduation requirements. The Dean of 

Students primarily assists students to define and develop realistic educational goals 
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through schedule planning for each term. Additionally, the Dean of Student’s role 

includes monitoring progress toward ministerial goals and by follow-up with the 

student on any report of unsatisfactory work (notice of class probation for poor 

attendance, notice failing grades, incomplete grades from past term(s). 

 

 

SECTION B: STUDENT AFFAIRS  

REGISTRATION & ENROLMENT 

Students are mainly drawn from the Church of God of Prophecy (COGOP). Some are 

from other denominations or organizations but are nonetheless Christian leaders who are 

serving in leadership or aspiring leaders who are preparing for leadership within their 

local churches. Students who can enroll into the NCBIC must fall into one of the 

categories. 

1. Christians who are in leadership or aspiring leaders. 

2. Lay Ministers of the COGOP 

3. Established leaders who are seeking to improve their ministerial competence. 

 

Candidates who apply for training in Christian Leadership must satisfy the following 

matriculation requirements. 

1. Candidates with 5 CXC or its equivalent will be accepted for the Diploma 

Programme. 

2. Candidates without or less than 5 CXC will be accepted for the Certificate 

Programme. However, students can transfer from the Certificate Programme to the 

Diploma if they meet a prescribed Grade Point Average (GPA) of 2.7 or above as set 

by the school. 
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Students from the Certificate Programme who are allowed to matriculate to the Diploma 

level will complete all the required courses by applying when these courses are being 

offered. Students who earn below 2.7 will graduate with a Certificate; those who 

matriculate will graduate with a Diploma. 

 

School Fees 

Fees are charged based on credit hours. There will be a charge of $3000.00 per 

credit. NCBI courses are 3 credit courses therefore, one course will cost $9000.00. A late 

fee of $2000.00 will be charged if fees are not paid within the time allotted to students by 

the NCBIC. Registration is conducted every term and the one-time registration fee is 

$1000.00. Effective September 2024, a library fee was introduced.  The current fee is 

$2,000/Term. 

 

Student Finances 

Students enrolled in NCBIC are expected to conduct all their financial and business 

affairs with integrity. It is long held knowledge that when not handled correctly, money 

can cause grave disruption to life and the community around it. 

 

Class Attendance 

Consistent class attendance will ensure that students are afforded the best opportunity to 

achieve great success. Students are expected to attend all classes allocated for each course. 

However, you are required to attend a minimum of 80% of your classes. Failure to meet 

this requirement will result in you being barred from sitting your final examination. If 

you are experiencing difficulties that could affect your attendance, please alert your 

lecturer and faculty as soon as possible. Once you have registered, you should ensure 

that you sign the register or that your name is registered for your class each session you 

are in attendance. 
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BEHAVIOURAL STANDARDS 

Code of Conduct 

The New Covenant Bible Institute of the Caribbean (NCIBC) is an affiliate of The Church 

of God of Prophecy of Jamaica. In this regard, the Institute is governed by tenets 

of the Church as a Christian organization. Therefore, all students enrolled in the 

NCBIC are required to conduct themselves in a manner befitting traditional Judeo-

Christian values. As a community of Christian believers, students should encourage 

and support others to live in a manner that pleases God. Below is a list of some of the 

important expectations of the students enrolled in the NCBIC: 

 

Church Membership/Affiliation 

It is a requirement for students to be actively involved in their local church. 

 

Students’ Enrollment Status 

The administration of the Institute reserves the right to review a student’s status at any 

time during the educational process. This will happen if a student fails to behave in a 

manner that is in harmony with the school community and demonstrates moral lapse, 

poor relational skills, and inappropriate church involvement. 

 

Decorum & Dress 

It is expected that students conduct themselves with respect and dignity. Mutual 

respect among students and between staff and students must be the hallmark of 

campus and classroom life. Students must also be dressed in a manner that is not 

considered offensive to others. 

 

Intimate Relationships 
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Students should practice Biblically wholesome relationships in their public and private 

life, while enrolled as students at NCBIC. Once the student’s relationship status changes 

they are required to advise the Dean of Students. 

 

Gender Identity 

The NCBIC believes in the Biblical identity of male and female. God created each indi- 

vidual in His image. Rejecting or changing one’s biological gender/identity goes against 

scriptural beliefs. 

Use of Alcohol, Illicit Drugs & Contraband 

COGOP teaches that members must abstain from liquor and all strong drinks. It also 

teaches its members not to absorb or trade in illicit drugs or use any other form of 

substance that has the potential to alter their judgment. Students are not permitted to 

attend classes with any contraband in their possession. 

Harassment, Abuse, And Discrimination 

Any behavior (even in jest) that places the health and safety of any student in jeopardy 

including hazing (ragging), bullying will not be tolerated. 

 

Sexual Harassment 

NCBIC forbids all forms of sexual harassments, such as, a request for sexual favours 

and unwelcome sexual advances. Perceived sexual solicitation/harassment of a staff 

member should be reported to the Campus Coordinator. In the case of a student, it 

should be reported to the Dean of Students. 

Family Life 

Family plays an important role in the life of students, and this is strongly encouraged 

by the NCBIC. Therefore, students must maintain a good family life and where family 
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issues arise should advise the Dean of Students. 

 

Electronic Communication 

Electronic mailing (email) and WhatsApp are the primary means that the NCBIC will 

communicate with students regarding matters relating to classes, registration, 

activities, and campus functions. This means of communication facilitates the 

exchange of information in support of and consistent with the mission of NCBIC. 

Students are hereby advised to check emails and WhatsApp messages on a regular 

basis. The NCBIC cannot be held responsible for electronic communication dispatched 

to students not reaching them. 

Students must ensure that electronic communication, which is the prerogative of the 

NCBIC remains as such and should not be shared with any third party without the 

written consent of the NCBIC’s Administrator. 

 

Student Complaints & Conflict Resolution 

If a student has a complaint, the proper channel must be used to arrive at a resolution 

and reconciliation. The student must engage the Dean of Student in writing, outlining 

the complaint, the Dean of Student will then trigger the relevant actions to deal with 

the grievance within seven days of receiving the complaint. The complaint is 

considered resolved when an amicable position is reached by the parties involved. 

 

Plagiarism 

Students of the NCBIC programme should ensure that all papers submitted are their 

original work with appropriate referencing and citations using the Kate Turabian format 

(www.eturabian.com). Students should access the latest edition of the reference manual 

so that references and citations are appropriate and accurate. 

Students must ensure that where they are using other people’s intellectual material 

http://www.eturabian.com/
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that the requisite credit be accorded its author. 

If plagiarism, self-plagiarism, unauthorized assistance, copyright infringement, 

misrepresentation or collusion is detected, disciplinary actions will be taken such as 

failure of the course, suspension, or expulsion from the NCBIC. 

 

Written Coursework Assignments 

All assignments should be typed using the font Times New Roman and a font size of 12. 

Assignments should be submitted by the deadline given unless special permission has 

been granted by the lecturer for an extension. Late submissions may result in a 

reduction in the written coursework grade. 

Students are expected to ensure that they have carefully reviewed their assignments prior 

to submission, to ensure it is free of grammatical errors, run-on sentences, and poorly 

constructed sentences. Information presented should be clear, concise, and relevant to the 

assignment. 

 

Course Preparation 

When preparing for the course, the student should read widely on the subject area to 

become familiar with the content. Reading sources are indicated in the course outline but 

other relevant material should also be read. The library can assist you in locating the 

appropriate reading material either directly in the library or through online databases. 

The school is dedicated to helping students with academic support, financial assistance 

(where possible), biblical guidance and counselling services, thereby equipping them 

to fulfill God’s will for their lives. 
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STUDENT SUPPORT SYSTEMS 

ITech Student Information Management Systems (ISIMS) 

The ISIMS system was acquired in August 2024.  It will serve to benefit NCBIC in many 

ways, ultimately improving efficiency and service to its primary stakeholders. The system 

is capable of managing all aspects of the operations of the institution. Some of the main 

features include:  

• Academics Management – the management of programmes, courses, specializations 

and offerings.  

• Application Processing – management of applications, scheduling and processing of 

interviews, online acceptance, proficiency test, registration and orientation.  

• Admissions - this gives the ability to create schedules, generate timetables and manage 

student exemptions, student programme transfer and examination timetable.  

• Training – facilitates the assigning of grades (which also includes verifying final 

grades), marking attendance and practicum management. 

• Accounts – manage programme fees, payment plans, student payments and statements  

• Student Services –it will generate students’ documents such as status reports, 

transcripts, user defined documents and exam cards.  

• Student Portal – used to display students’ academic records such as grades book, 

financial information, online registration, online student requests, library services. 

 

Library services 

The NCBIC’s library is located on the main campus at 41 Old Harbour Road, Spanish 

Town, St. Catherine. It offers a wide range of books and other information resources to 

support teaching, learning and research. In addition to the print book and journal 

collections, limited access is available through online resources made available through 

collaboration with other Theological institutions. EBSCO online library information 

System will increase access to online resources through e-books and library subscription, 

which gives access to several databases. 
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Academic Counselling 

 

The Office of the Dean of Students will support each student’s ministerial educational 

goals through two modalities, individually or collectively with relevant interventions. 

 

Individual Intervention: 

• Each student has access to the Dean of Students both physically and virtually. 

• With the consent of students, the Dean of Students may refer students to a 

counselor whose situation falls outside of the remit of that office. 

• The Dean of Students may assist students struggling financially to meet their 

educational goals at NCBIC to identify scholarship or financial assistance. 

 

• Where there is a dispute between the student body and the institution or among 

students it is the responsibility of the Dean of Students to ensure that the matter 

is amicably resolved. 

Collective Intervention 

• At orientation the Dean of Students or his/her representative must be present to 

inform the students of the function of the office. 

• The Office of the Dean of Students hosts seminars and workshops to assist 

students achieve the best outcomes from their educational experience at the 

NCBIC. 

• The Office of the Dean of Students ensures that the exit activities of the students are 

executed in a professional manner. 

• The Dean of students will at least once per term motivate and encourage the 

student body. 

Psychological Counselling 

The Institute provides psychological counselling for students through individual and 
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group sessions. If a campus is affected by any unforeseen tragedy, counselling is 

provided to that specific group. 

A requirement of the Christian Counselling course is that each student is asked to write 

an essay on an issue that is unresolved, and which would affect him/her in counselling 

with an individual that they may meet with the same issue and could lead to transference. 

Based on the assessments, students may be assigned to a counselor from the Church of 

God of Prophecy for counselling sessions. Where the assessment suggests that more in- 

depth counselling is needed, the student is referred to a Clinical Psychologist or a 

Counselling Psychologist. 
 

  

Student Security 

At the 41 Old Harbour Road campus, the Institute benefits from the paid security system that 

monitors entrance and exit. The Mandeville campus is monitored by Hawkeye Security 

and camera installation on premises. It is our intention to address students’ security at 

the other two campuses. 

Student Governance 

  

Student Governance Framework 

The NCBIC Student Council body is the official student governance body.  It will have 

representation from each academic site. The representatives may be considered co-class 

reps or one representative and an assistant. 

NCBIC Student Council body comprises ten representatives: 

Student Council President Appointment 
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The Student Council President must be a second-year student. The appointment of such 

person would be in the form of a Campaign. Due to the geographical location of the sites, 

a campaign for election would be done using the different media platforms to educate, 

inform and get the general population of the school involved. There would be a day for 

general votes and then the public announcement. With this done a date would be set 

when all students are invited to a meeting for this event. This voting date and the 

campaign would also be for other positions on the Council body which include: 

i. Vice Presidents 1st & 2nd 

ii. Secretary  

iii. Assistant Secretary  

iv. Treasurer 

v. Public Relations Officer 

vi. Assistant Public Relations Officer    

vii. Student Relation Officer  

Tenure for the body 

Each member of the body will serve for 1 year and can run for reelection to serve another 

year. This duration is based on the time frame for the course, which is 2 years and 1 term.  

Annual Fees  

To be a member of this body all students are required to pay dues of $1000,00. The 

Student Council body members are also required to pay their dues.  (The dues would be 
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used to assist students in need, specifically those who may be facing hard times to 

complete tuition payments, and to aid in scholarships.) 

Election of Officers 

The election of officers will take place during the first term of each academic year. Only 

full-time enrolled students can be elected for the offices. 

Duties of Officers 

1. President 

a. Shall be responsible for the general supervision of the Student Council. 

b. Shall call to order all meetings of the Student Council and serve as an ex-

officio member of all sub-committees. 

c. Shall be responsible for carrying out all decisions of the Student Council. 

d. Shall be responsible for making recommendations to the Student Council 

for corporate action.  

e. Shall be the official representative of the Student Council to the 

Administration of the school.   

2. Vice-President 

a. Shall assist the president in carrying out his/her duties. 

b. Shall substitute for the president in case of absence. 

3. Secretary/Treasurer 
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a. Shall keep proper minutes of all meetings of the Council and the Executive 

Committee. 

b. Shall be responsible for preparing and recording all correspondence of the 

Council and Executive Committee. 

c. Shall be accountable to the Council for receiving and keeping all monies of 

the Council. 

d. Shall ensure the disbursement of funds after the same has been approved 

by the Executive Committee. 

e. Shall keep proper records of all financial transactions. 

f. Shall present an up-to-date financial statement at each regular meeting of 

the Council. 

4. Assistant Secretary/Treasurer  

a. Shall assist the secretary/treasurer in carrying out his/her duties. 

b. Shall substitute for the secretary/treasurer in case of absence. 

5. Public Relations Officer 

Liaise between the student population and the Council. 

6. Student Complaint Officer 

Report student-related issues to the Council, who would report to the Dean of 

Students of Affairs  

NB: A member of the Student Council will sit on the Board of Governance – preferably 
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the president but open for recommendation from the president for someone else. 

The structure of the Student Council is represented by the chart shown below:  

 

STUDENT COUNCIL’S ORGANIZATIONAL CHART  

 

 

 

 

 

 

 

 

 

Communication with Students 

Communication with students takes several forms. At the beginning of the academic 

year, students receive an orientation package which outlines information about the 

school and what students should know about studying at NCBIC. An Orientation 

session is also conducted at the beginning of the Academic Year for reinforcement of 

vital information. Throughout the programmes of study, ongoing communication 

occurs face to face, through emails and WhatsApp. Memos from the Administrative 

Secretary and letters/emails from the Student Dean are sent to students on a periodic 

basis. 

STUDENT COUNCIL PRESIDENT 

 

 

 
STUDENT COUNCIL BOARD 

 

STUDENTS’ REPRESENTATIVES   

GENERAL STUDENT BODY 
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FINANCIAL POLICY 

The New Covenant Bible Institute of the Caribbean (NCBIC) is a subsidiary of The Church 

of God of Prophecy (COGOP) of Jamaica with registered office at 6 Phoenix Avenue, 

Kingston 10, Jamaica. Therefore, this Financial Policy of the NCBIC is governed by the 

said COGOP. However, the NCBIC Board/Committee is empowered to establish 

specific policies that must govern the daily operations of the NCBIC. 

 

BANKING 

The NCBIC shall maintain the relevant bank accounts as seen fit by its Board/Committee. 

All signatories must be officials of the NCBIC. The NCBIC retains its account at the Bank 

of Nova Scotia, New Kingston; however, payment of fees may be made at any branch of 

Scotia Bank. 

Credit/Debit card payments are accepted at the National Office at 6 Phoenix Ave, Kingston 

10. Cash payment is also accepted by the coordinator at each campus. We strongly 

recommend that payment be made at the bank prior to registration. 

 

Payment of Tuition and Fees 

The fees payable by students shall be determined by the NCBIC Board/Committee at the 

start of each school year. 

 

Fees Charged By NCBIC. 

a. Tuition – these fees are calculated per credit; each course is equivalent to three 

credits. There will be a charge of $3000.00 per credit. 

b. Registration – each student will be required to pay a registration fee of $1,000.00 at 

the beginning of each term. 

SECTION C: FINANCIAL INFORMATION 
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c. Students enrolled in the online programme are required to pay a Technology fee. 

d. Library Fee 

e. Independent Study Fee 

f. Exam Re-sit Fee 

g. Graduation Fees (including absentia) 

h. Request for Transcript Fee 

i. Letter Request Fee 

j. Continuation Fee 

k. Audit fee - 20% tuition 

l. Certificate Reprint Fee 

m. Internship Fee (operational fee) 

n. Student ID Fee 

 

 

Fee Payment Terms 

All fees are due and payable prior to the service request. Fees may be paid using bank 

transfer or cash/cheque payments. 

 

Fee Payment Options 

Payment may be made using any of the following options: 

• On an annual basis 

• Per term 

• Deferred payment plan. 

 

 

Payment of Tuition & Fees 

All issues regarding tuition charges must be settled prior to the commencement of class. 

Tuition charges are payable no later than the first day of class unless the student has 



27  

decided to use the Deferred Payment Plan (DPP). Students with outstanding fees will not 

be able to: 

• Continue to attend classes. 

• Obtain an examination pass. 

• Obtain a transcript. 

 

Deferred Payment Plan (DPP) 

A deferred payment plan is available. Under the DPP the student shall pay 50% of 

tuition upon registration. He/she then receives a bill to pay the balance according to the 

agreement between the NCBIC and the student. Students in the DPP must complete all 

payments before the final examination period for the Term/Term. Failure to pay will 

result in the student being asked to terminate the course. 

 

Proof of Payment 

Sponsored students who are being sponsored should submit the receipt of payment or 

sponsorship letter at the time of registration. Evidence of payments includes cheques, 

deposit receipts, or bank statements. 

 

Fee Payment Penalties 

1. A late fee of $2,000.00 will be charged if the fees are not paid within the time 

allotted to students by NCBIC. 

2. Students with outstanding fees are liable to be barred from classes until such fees 

are paid. 

3. Students with outstanding fees WILL DEFINITELY NOT be allowed to sit exams. 

4. No student with outstanding fees in any category will be able to graduate. 

5. If a student withdraws from a course and decides to restart, the full tuition fee 
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must be paid – there will be no transfer of fees. 

6. Except for tuition fee that is partially refundable on a prorated basis, all other fees 

are non-refundable. 

 

 

Fee Refunds 

During a term, students may be granted permission to drop/withdraw from a course. 

Depending on the date of dropping or withdrawal from the course, the student may be 

entitled to a refund of tuition as follows: 

 

✓ 1-2 weeks 75% 

✓ 3-4 week 25% 

✓ After the 4th week 0% 

 

 

Note: The current costs of all fees may be obtained from the office. 

 

 

Refunds will only be made when the drop/withdrawal form is submitted and signed 

off by the Administrative Secretary
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ADMISSIONS POLICY 

The New Covenant Bible Institute of the Caribbean Admission’s Policy requires that 

applicants be High School graduates or persons who possess equivalent qualifications 

However, persons with ministry experience can benefit from the programme. 

 

Admission Requirement 

• Satisfying the matriculation requirements. 

• Proof of qualification 

• Verifiable ministry experience of a minimum of five years. 

• Reference letter from the applicant’s Pastor/Minister 

• Completed application with photograph and prescribed fee. 

• Be a practicing Christian. 

 

NCBIC does not discriminate in its admissions policy on the following bases: race, 

gender, colour, nationality, disabilities, or Christian denominational affiliations. 

 

SECTION D: ACADEMIC AFFAIRS 
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Assessment Policy 

(1) Assessment at NCBIC is: 

a. Aligned: Assessment tasks are aligned with the programme and course 

learning outcomes. Assessment will fairly and reliably validate student 

attainment of these learning outcomes. 

b. Supportive: Assessment will support effective student learning and the transition 

to Ministry. Early formative assessment tasks, particularly for students in their first 

terms of study, will provide diagnostic feedback to identify and support at-risk 

students. 

c. Guided: Feedback on assessment tasks will be timely and informative to provide 

students with guidance on performance on the task and how this can be 

improved on subsequent assessment tasks. Guided feedback is applied to 

encourage effective learning. 

d. Authentic: Assessment tasks that reflect the circumstances and complexity of 

the Ministry add authenticity to assessment tasks. Where possible in the 

programmes, authentic assessments will be developed in partnership with 

students and external organizations to enrich the student experience and 

enhance the effective ministry of NCBIC graduates. 

Criteria and standards-based: Assessment is based on clearly established criteria 

and standards, not ranking. These are designed to sufficiently, fairly, validly and 

reliably   measure student performance of intended learning outcomes and define 

and maintain academic standards. 

e. Quality Assured: Quality assurance processes are applied to ensure the 

appropriateness and quality of assessment meet the standards required 

by the Institution. 
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(2) Each course of study will have: 

a. assessable tasks developed to collect evidence of student attainment of course 

learning outcomes. The logic of the assessment tasks will be explained to the 

students in the form of a rationale. 

b. standards developed by applying professional judgements about expected levels 

of student performance on assessment criteria. Standards will be benchmarked 

against acceptable levels of performance within the Institution. 

c. clear criteria and standards of performance developed for each assessment task, 

based on criteria published in the Learning Guide. Assessment criteria should 

align with the learning outcomes for the course and guide students’ efforts, 

informing them what is important and what they must do in an assessment task. 

These criteria and standards will be described so that students are informed 

about the level of performance required for each assessment task; and 

d. a clear indication in the Learning Guide as to the required referencing style for 

the subject, based on the supported options in the Referencing Styles 

Guidelines. 

 

(3) Programmes and, where possible, courses will include a variety of assessment 

tasks, including authentic assessment, that are academically appropriate and 

consistent with professional accreditation requirements. This policy applies to all 

types of assessment. 

(4) Programmes, courses, and assessment tasks will be designed to ensure that all 

students receive clear instruction about maintaining academic integrity, and 

that opportunities for contract cheating and other breaches of integrity are 
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minimized. 

Table 1: Grading Scheme 

 

 

 

Grade 

 

 

Full Grade Name 

 

Percent 

age 

 

Grade 

Points 

 

 

Pass/Fail 

 

Included in 

GPA 

Calculation 

 

A 

 

Excellent Pass 

 

85-100 

 

10 

 

P 

 

Y 

B Very Good Pass 70-84 8 P Y 

C+ Good Pass 60-69 7 P Y 

C Satisfactory Pass 50-59 6 P Y 

D Moderate Pass 40-49 4 P Y 

E Marginal Fail 30-39 2 F Y 

F Fail 0-29 0 F Y 

 

W 
Withdrawn 

(Without 

Academic 

Penalty) 

   

WITHDRAWN 

 

N 

 

FNS 
Fail (Non- 

Submission) 

  

0 

 

F 

 

Y 

X Removed   WITHDRAWN N 
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Table 2: Grading Criteria 
 

Grade Range GPA Grade Range GPA 

A 88 – 100 4.0 C+ 64 - 69 2.3 

A- 84 – 87 3.7 C 57 - 63 2.0 

B+ 80 – 83 3.3 C- 50 - 56 1.7 

B 75 – 79 3.0 F 0 - 49 0.0 

B- 70 – 74 2.7    

 

 

Exemptions 

Students coming from other Bible Schools may be eligible for exemptions 

from certain courses. Exemptions are granted by the Administrator/President of 

NCBIC on a case-by-case basis upon written request of student. 

 

Practicum / Internship 

Active learning is demonstrated during the practicum exercises. These experiences are 

critical elements of the Christian education programme, as they place a priority on 

developing the ability of the student-minister to become effective, reflective minister. 

They provide the opportunity for student-ministers to apply what has been learned in 

content courses to the ministry situation. These exercises depend upon close cooperation 

and effective relationships among the external examiners, supervisors, cooperating 

pastors and student-pastors. 

 

Graduation Policy 

Graduation is scheduled for every two years on the fourth Sunday in November. The 

Dean of Student plays an integral role in the planning and smooth running of graduation 

activities and ceremony execution. 
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Tentative Dates on Graduation Calendar (Revised 2024)   

Mid- July  Coordinators perform course audit for graduation. 

July 31 Last day to send in to the NCBIC office the names of prospective 

students. 

August 15 Students will receive application for graduation. 

 

Mid-August Students will make their first payment for graduation. 

August 30 Students will make a second payment. 

September 1 Last Day for students to return applications with correct name, 

format, spelling. 

 

September 15 Letter of invitation to the graduand’s local church  

October 15 Student will make final payment and collection of 

                   invitations. 

 

Eligibility to graduate from NCBIC. 

Students must complete and pass all the courses and be cleared of all financial obligations 

before their names can be presented for ratification. Only after this has been done will a 

student be recommended for graduation. 

An application form will be sent to prospective students to be completed and returned. 

 

Graduation Packages 

Students may choose from one of two graduation packages based on cost: 

Package 1 

• Rental of graduation gown, cap, and cape 

• Token 
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• Photograph. 

 

 

Package 2 (For persons graduating in absentia only under extenuating conditions) 

(See graduation application for criteria for graduating in absentia). 

 

The graduation photo package will include 2 photographs - a portrait (1 - 8 x 12) taken 

after a graduate received his/her Certificate on graduation day and one while receiving 

certificate. For the Photograph, ladies should wear a top that will not show when the cape 

is put on, while men are encouraged to wear a white shirt and coloured tie. 

 

Payment for Graduation Packages: 

Prospective graduates are required to complete and submit a form by mid-November; 

two months before graduating, indicating which graduation package they desire. 

Payment for the desired package can be made at each school campus or at the NCBIC 

office at 41 Old Harbour Rd or directly to the NCBIC account (submit receipt of payment). 

As with all financial policies regarding graduation, prospective graduates must be 

cleared by the Office to “walk” on graduation day, or in the event they do not attend the 

graduation ceremony, their accounts must be cleared to collect their Certificate. The 

individual should ensure that they keep all receipts. Graduation payment can be in full 

or in three installments. 

 

Graduation invitation 

Each prospective graduate is entitled to six (6) invitations that may be used for special 

invited guests. We also encourage graduands to invite his or her church. A letter will be 

sent from the NCBIC office informing your Local Church of the graduation. These 

invitations can be collected at your respective campus. The Graduation Calendar will 
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indicate the dates for collection. 

 

Graduation Attire 

While graduands are allowed a level of freedom in what they wear for graduation, there 

are a few guidelines that should be kept in mind as they choose their attire for their special 

day. Ladies should ensure that the neckline and the hem of their dresses are not seen 

when they put on their gowns; they are to wear dark-coloured shoes. The gentlemen are 

to wear a plain white or light coloured shirt with a plain tie; stripes and plaids should be 

avoided. Both their pants and shoes should be black or a dark coloured. 

 

Gowns should be collected on the day before graduation. Students will sign both for 

picking up and returning gowns. 

 

Graduation Ceremony: 

Traditionally the Graduation Ceremony is held at 41 Old Harbour Rd, Spanish Town St. 

Catherine. 

 

All those participating in the Graduation are expected to arrive at the venue at least 

two hours prior to the start of the ceremony. This is to ensure that all the persons are 

properly fitted with their gowns and arranged in the correct order in which they are to 

be seated and to receive their Certificate. 

 

Return of Gowns 

Graduates are required to return their graduation gowns to the location they received 

them and sign the return form. Failure to return the gown, cap, and cape will result in 

the student replacing them at full cost
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Policy and Procedures for Withdrawing or Dropping a Course 

Policy 

Students may drop a course after registering up to the first week of the term.  Students wishing 

to drop a course must complete the Drop/Withdrawal Form within the first week of the school 

term.  Courses dropped within the first week of classes will not appear on the student’s 

transcript or carry a financial penalty. Requests for Course Drop or Withdrawal must be in 

writing and the relevant form completed.   

When a student requests to withdraw from a course after the official drop deadline (or after day 

7) of a course, a letter of “W” will be notated on the student transcript. “W” grades do not 

impact a student’s overall GPA but will remain on the transcript as an attempt was made in the 

course, but the student withdrew prior to the completion of the course. 

Dropping a course after being enrolled will result in the dropped course being removed 

from your academic record.  Withdrawing from a course may result in a refund of the 

tuition fee.  Fees for courses dropped after the end of the allowable withdrawal period will 

not be reimbursed.  Depending on the date of withdrawal the student may be entitled to a 

refund of tuition as follows: 

 1-3 weeks 75%; 3-4 weeks 25%; >4 weeks 0% 

Withdrawing from a class is different from a course drop as this does leave students liable for 

either all or a portion of the tuition fees (depending on when the withdraw request was 

SECTION E: OTHER NCBIC POLICIES & PROCEDURES 
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initiated). There is a deadline to withdraw from classes. Once a student knows he or she needs 

to withdraw from a class, a written request should be submitted via email. No withdrawal 

requests can be taken over the phone – all registration adjustments must be submitted in writing to be 

processed. 

Please note: if a withdrawal or drop request is submitted over the weekend or after office hours, the 

request will be processed effectively at the timestamp indicated on the email. 

If a student stops attending class/course without dropping or withdrawing by the stipulated deadline, a 

failing grade for the course will be placed on the transcript. 

 

Course Drop or Withdrawal Procedures 

1. Seek advisement from the Course Teacher/Advisor before making the decision to 

withdraw from a course. 

2. Request Course Drop or Withdrawal by completing the Course Drop/Withdrawal form.  

3. Submit request by email. 

4. For all withdrawal requests, continue to attend classes until the official granting of the 

withdrawal has been processed. 

5. A refund fee will be processed and paid over to the student within a month after the 

request. 

6. The appropriate notation will be placed on the student’s transcript in the case of a 

withdrawal. 
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NEW COVENANT BIBLE INSTITUTE OF THE CARIBBEAN (NCBIC) 

COURSE WITHDRAWAL/DROP FORM  

 

During the term, students may be granted permission to drop / withdraw from a course. 

Depending on the date of withdrawal the student may be entitled to a refund of tuition as 

follows:  

[  ] 1-2 weeks 75%, [  ] 3-4 weeks 25% , [  ] > 4 weeks 0%  [please put a tick at the number of weeks 

you attended.]  

Student’s Name ______________________  Date ___________________  

  

Course Dropped/Withdrawn ____________  Term ___________________ 

 

Reason for dropping/withdrawing from course  

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________ 

I understand that by dropping/withdrawing from this course I will not earn any credits and will 

have to re-register should I decide to take it again.  

 

Signed _______________________    Date ___________________ 

 

 

FOR OFFICIAL USE 

Date of Student’s Enrollment _____________ Date of Drop/Withdrawal 

_________________ 

Signed _____________________                         Date _________________ 

 

 

This is to certify that I have received ___________________ as refund for dropping/withdrawing 

from the above course  

 

Student/Recipient _____________________ Date ______________________  
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REDO/RE-SIT POLICY 

As stipulated by NCBIC regulations, students who achieve a combined coursework and final 

examination grade of F or between 0 - 49%, have two years from the date of failing to do a re-sit 

of the examination. Course grades can be changed to grades attained for the resit 

(supplemental) examination. Both failing and supplemental grades will be used to compute the 

final GPA. 

Students are allowed to sit a supplementary examination only once.  A student who fails to 

obtain a passing grade in a supplementary examination shall be required to re-do the entire 

course. 

To redo a course a student is required to retake the entire course again.  This involves 

registering for the course (paying the required fees), attending classes face-to-face, online or 

through independent study, completing all coursework and final assessments, where 

applicable.   

Opportunities for re-doing a course will only be possible at the time the course is being offered.  

Students should confirm with the school office or Campus Coordinator when the course will 

next be offered.   

Re-do fees are non-transferable from one academic session to another.  They may however be 

refundable for courses dropped within the Add/drop period (See Add/Drop policy & 

Procedures). 
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After a re-do is completed, the grade obtained for the re-do course will be entered in the record 

of grades and will count towards calculation of the final grade for that course.  

Redo/Re-sit Procedures 

1. Students must enroll and pay the redo fees during the normal registration period. 

2. Students should register by completing the Redo Registration Form and then submitting 

the completed form to the Administrative Secretary or Campus Coordinator. 

3. Redo courses will be added to the student’s profile. 
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NEW COVENANT BIBLE INSTITUTE OF THE CARIBBEAN (NCBIC) 

STUDENT REDO/RE-SIT APPLICATION FORM 
 

Student Information 

Name: ________________     _______________________   ____________  _________________ 

 Surname   First Name         Middle Initial Signature  

 

Term: ______________________ Programme: ________________________________ 

 

Course Information 

_________________________  ______________  __________________ 

Course Name/Redo Course:  Course Code   Number of Credits  

 

 

Payment Details:  (  ) Cash (   ) Credit Card   (   ) Bank Transfer 

 

Date: ___________________________ 

 

 

Approval Process 

 

Instructor’s Name & Signature:  ________________________________ 

 _____________ 

      Name     Signature 

 

 

Course Head or Designate’s Name & Signature ___________________  

 _____________ 

      Name     Signature 

 

 

 

FOR OFFICIAL USE ONLY 

Date Received:         _________________________ 

 

All Relevant Information included:      [    ] Yes                    [    ] No 

 

Approved by: ______________________________                  Date: _______________ 

                         Signature & Position 

 

 

 

 

 



43  

COURSE EXEMPTION/TRANSFER CREDIT POLICY 

A transfer credit is earned for a course successfully completed at another tertiary institution and 

which is considered equivalent at the New Covenant Bible Institute of the Caribbean (NCBIC).   

Transfer credits will not affect the grade point average (GPA) of the programme being pursued 

as no grades are assigned for the transfer credits.  However, transfer credits will appear on the 

student’s academic record as “Transfer Credit” and fulfill the requirements for graduation.  

Transfer credits for NCBIC programmes are allowable up to a limit of 60% (the percentage must 

be agreed upon).  Students must complete at least 40% of the NCBIC course to receive the 

NCBIC award. 

 

NCBIC will grant transfer credit for a course that satisfies the following criteria: 

a. The course was taken at an accredited academic institution, college, or university.   

b. It is an academic course equivalent (content and depth) to that which is offered in the 

NCBIC curriculum. 

c. For the course to be considered equivalent, the content of that course syllabus should 

represent 80% or more of the course to be awarded transfer credits. 

d. The course was passed at a grade of “C” or higher and the grade appears on an official 

transcript. 

e. The course must have been completed within seven years prior to submission of the 

application for transfer credits. 
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Transfer Credit/Exemption Procedures 

1. Apply for Transfer credits by completing the designated form  

2. Submit supporting documents (official transcript, course syllabus, module outline) 

3. Make a request for an official transcript to be mailed directly to the NCBIC Office at least 

four weeks before the start of the term in which the credits should apply. 

4. The Academic Dean conducts the evaluation for granting transfer credits. 

5. If the transfer credits/exemption is not processed before the start of classes, students 

must continue to attend classes and complete assignments until the transfer is granted. 

6. Upon completion of the evaluation for transfer credits, the applicant will be notified in 

writing of the results of the evaluation. 
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NEW COVENANT BIBLE INSTITUTE OF THE CARIBBEAN 

(NCBIC)COURSE EXEMPTION/TRANSFER CREDIT APPLICATION FORM 
Submit this form to the Campus Coordinator or Administrative Secretary 

 

NAME: _________________________________ ID NO. ______________ 

EMAIL ADDRESS: ___________________________ 

CAMPUS: _________________________________ 

PROGRAMME: ___________________________ 

ACADEMIC YEAR: ___________________________ TERM: ______________ 
 

I hereby apply for exemptions of the following courses from my programme 

COURSES TAKEN IN OTHER 

PROGRAMMES 

Equivalent Courses at 

NCBIC 

Decision 

Course Name Code Credits Institution/Year Course Name Code Approved Denied 

 

 

       

 

 

       

 

 

       

For each course for which exemption is requested, please find certified copies of relevant 

documents (tick the appropriate box) 

[    ] Transcript    [    ] Letter from Academic Institution 

[    ] Progress Report   [    ] Syllabus/Course Outline 

 

Student’s Signature: _____________________________ Date: ___________________ 

For Office Use Only 
 

Date Received:  __________________    Relevant Documents submitted: Yes [  ]  No [  ] 

 

Evaluator’s (Coord. /HOD) Recommendation: _______________________________________________ 

 

Dean’s Recommendation:  ________________________________________________________________ 

 

Evaluator’s Name:  _____________________________ Signature: __________________ Date:  _________ 

 

Dean’s Name: _________________________________ Signature: ___________________ Date: _________ 

 

Administrator’s Name: _________________________ Signature: ___________________ Date: _________ 
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POLICY FOR HANDLING STUDENT COMPLAINTS 

Introduction 

NCBIC is committed to providing an effective and harmonious teaching and learning 

environment.  To improve the students’ experience, NCBIC encourages students to seek redress 

for issues which must be handled formally. 

Before making formal written complaints, students should seek resolution to any concerns by 

raising and discussing them informally with the relevant faculty or staff members directly 

associated with the matter.  Usually, the concern can be resolved satisfactorily through honest 

and open communication with the faculty or staff members.  A staff member with whom a 

concern is raised by a student is expected to deal with the matter in an open and professional 

manner and to take reasonable and prompt action to try to resolve it informally. 

The policy is designed to handle complaints fairly, consistently, and promptly and achieve 

mutually acceptable resolutions. 

Complaints may be made concerning any aspect of a student’s educational experience at 

NCBIC.  In that regard, students may make complaints relating to: 

a. Members of staff (academic, administrative, and technical) 

b. Other students 

c. Internship supervisors or coordinators 

d. The learning environment 

Definitions 
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Complaint: A complaint is an allegation made by a student that expresses dissatisfaction with 

the handling of a matter for which redress was requested. The complaint should be a written 

letter that is sent to the NCBIC by a student regarding an issue that needs to be formally 

reviewed and resolved by the institution according to the guidelines outlined in this policy. 

Complainant: The aggrieved person: the person lodging a complaint 

PROCEDURES FOR THE HANDLING OF STUDENT COMPLAINTS 

1. A student should lodge a formal complaint in writing, using the designated Form.  Only 

complaints submitted via the complaint form will be considered as official written 

complaints. Complaints submitted via other methods will not be considered official 

written complaints. The complaint should be accompanied by all relevant documents 

(where possible) to the relevant Head of Department. As an alternative, a formal 

complaint may be made to the Dean of students. 

 

2. The designated officer, (Head of Department/Dean of Student) reviews the complaint 

and acknowledges its receipt within five (5) working days.  

3. The person against whom the complaint was raised should be informed of the complaint. 

4. The designated officer investigates the complaint. The designated officer may wish to 

discuss the matter with the student who has the right to be represented by a ‘friend’. 

4. The officer investigating the complaint keeps formal records of the actions taken in 

response to the complaint and the outcome thereof.  
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5. The student is informed via email of the outcome of the complaint, normally within two 

(2) to four (4) weeks after its submission. 

6. If the student is not satisfied with the outcome of the initial complaint, he/she may 

appeal within seven days of the decision rendered by providing additional 

support/documentation for review. 

7. A second review of the complaint will be completed by a higher authority within 

NCBIC.  
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NEW COVENANT BIBLE INSTITUTE OF THE CARIBBEAN (NCBIC) 

STUDENT COMPLAINT APPLICATION FORM 
 

Student Information 
Name: ________________     _______________________   ____________  _________________ 

 Surname   First Name         Middle Initial ID, No.  

 

Email Address:  _______________________________________ 

 

Term: ______________________ Programme: ________________________________ 

 

Details of the Complaint 
Please outline details of the complaint: 

 

________________________________________________________________________ 

 

________________________________________________________________________ 

 

 

Describe how you have pursued lodging the complaint to date and any action(s) that have been taken: 

________________________________________________________________________  

 

________________________________________________________________________ 

 

________________________________________________________________________ 

 

 

 

What outcome would you like to see? 

 

________________________________________________________________________ 

 

________________________________________________________________________ 

 

 

 

Student’s Name & Signature ___________________   _____________ 

    Name     Signature 

 

Date:  _________________________ 
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POLICY ON INDEPENDENT STUDY 

 

Independent study provides opportunities for the capable student to do academic work under 

individual supervision in areas not covered by class offerings. An Independent Study (IS)is a 

course of study done by a student with help from an instructor, but such study is not as part of 

an organized class. Independent study allows the student to learn about a subject that's unavailable in 

his institution’s established curriculum or about a topic the student would like to explore in greater depth.  

Students engaging in independent study are expected to be independent, self-motivated, 

autonomous, and unconventional in their approach to their learning. Also, students are 

expected to have completed courses that will provide the appropriate background or 

preparation needed to engage in independent study. The independent study must include an 

academic component and a learning product(s) that are graded. 

Independent study enables a student to pursue course credit, research, or other academic topic 

of interest under the supervision of a faculty member.  

Conditions for Approval of Independent Study 

1. Due to unforeseen circumstances, such as illness, or medical emergencies, a student was 

unable to complete a course at its scheduled time of offering.  The students would, 

therefore, must wait an extended time before the course is offered again. 
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2. Where only one student or a few students require a course, for example, to satisfy 

graduation requirements, and it is not viable to offer such course under normal delivery 

arrangements, or it may present timetable challenges, a request for independent study 

may be granted. 

3. Where due to curriculum changes, a course, once required as part of a programme, is no 

longer offered under regular course offerings, an Independent Study approach may be 

approved for such requirements to be satisfied. 

Procedure for Independent Study to be delivered: 

1. The student must complete the Independent Study Application Form  

2. Student submits completed forms to Campus Coordinator no later than the end of the 

first week of the term. 

3. Approval of the course to be delivered by Independent Study should be obtained from 

the Programme Director, or Campus Coordinator by the third week of the term in which 

the IS course will be delivered. The IS course is assigned to an equivalent course number 

or course title for transcript purposes. 

4. The student identifies a faculty member/Lecturer who is willing to supervise the 

Independent Study course. 

5. Student meets with Lecturer to agree on a Learning Contract or Work Plan (the activities 

and timelines that will achieve the learning objectives) 
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6. A schedule outlining dates for regular meetings with the supervising faculty/lecturer 

should be prepared. It is ideal to meet at least once every 2 weeks, when progress can be 

assessed, or a student engages in assessments. A student should expect to spend the 

same amount of time studying for an Independent Study course as would be spent on an 

in-class course. 

7. The student must be notified when the IS course and designated lecturer have been 

approved. 

8. Both Lecturer and student should sign the Learning Contract. 

Time Frame for Independent Study 

1. The Independent Study should be completed by the end of the term in which it is taken. 

2. Dates and time for submission of each assignment or project must be agreed on and set 

out in the Learning Contract. 
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NEW COVENANT BIBLE INSTITUTE OF THE CARIBBEAN (NCBIC) 

INDEPENDENT STUDY (IS) APPLICATION FORM 

 

Please submit the completed form to the Campus Coordinator or Administrative 

Secretary/Registrar 
 

Student & Instructor Information 
Student’s Name: ________________     ____________  _________________ 

         First Name              Middle Initial     Surname 

 

Student ID No. ______________________ 

 

Name of Lecturer: ______________________________________________  

 

Term: ______________________ Programme: ________________________________ 

 

_________________________  ______________  __________________ 

Course Name    Course Code   Number of Credits  

 

 

Student’s Signature: __________________________  Date: ___________________________ 

 

 

Approval Process 
 

Lecturer’s Name & Signature:  ________________________________  _____________ 

      Name     Signature 

 

 

Campus Coordinator or Designator’s Name & Signature _____________________ _____________ 

                     Name    Signature 

 

 

FOR OFFICIAL USE ONLY 

Date Received:         _________________________ 

 

All Relevant Information included: [    ] Yes                    [    ] No 

 

Approved by: ______________________________                  Date: _______________ 

                         Academic Dean’s Signature 
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PRIVACY POLICY 

The NCBIC is committed to protecting students’ personal information and rights to 

privacy. The institution takes privacy very seriously and therefore personal information 

will not be disseminated to the public, and student’s files will be restricted to only the 

authorized officers of the Institution. 

 

1. The NCBIC collects personal information students disclose. These may include 

names; phone numbers; email addresses; usernames; and other similar information. 

a. All information must be true and accurate; notification is required when there is a change 

to such information. 

2. The NCBIC uses students’ information only for administrative purposes. 

3. The NCBIC does not share students’ information only if they have given us personal 

consent. However, exemptions are given only with third party service providers who 

perform services (example our website provider and Learning Management system 

provider). We are also required to share academic information with the church’s 

International Office. 

4. Where there is suspicion of fraud, threats to safety or illegal activities we may share 

such information with security personnel. 

5. Students’ privacy is guarded by NCBIC. 

 

POLICY AND PROCEDURE TO SAFEGUARD ACCESS TO STUDENTS' RECORDS 

• Students’ records encompass all records, files, documents, and other materials that 

contain information directly related to the students and are maintained by the school. 
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• Documents that would be included in the student record and protected include but are 

not limited to the following: assessment results, attendance records, application forms 

with photographs and recommendations, disciplinary records, transcripts, and letters. 

• In keeping with NCBIC’s own Privacy Policy, information is protected by the institution. 

• Parents, spouse, or Pastor cannot access student records without a written permission 

from students. 

• Students’ records are kept in the main office and there are soft copies. (This process is still 

ongoing as we are still in the process of collecting all records from the extension schools 

so that all pertinent school records can be kept in one place.) 

• In the event of a closure of the school the students’ records, and information becomes the 

property of the Church of God of Prophecy. 

 

All officers of the school are acutely aware of their duty of care regarding the protection 

of students’ information and the consequence of breaching such trust. 
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POLICY FOR CLOSURE OF THE INSTITUTION  

The Bible School was established by the Church of God of Prophecy (COGOP) in its National 

Convention which, is the highest decision-making body of the (COGOP) in Jamaica. The 

COGOP remains the sponsor of the Institution.  Therefore, any decision to close the institution 

rests with that body. If it necessitates the closing of the Institution, this must be placed before 

the National Convention with justifiable submissions from the Board and President of the 

Institute.  This is a matter that cannot be concluded in less than two years.  

The decision to cancel classes, delay opening, withdraw or suspend a programme, will be made 

by the School’s President under advisement of the Board of Governors and the GOGOP’s 

National Bishop. 

CONDITIONS THAT MAY PRECIPITATE CLOSURE, CANCELLATIONS, DELAYS, 

PROGRAMME SUSPENSION: 

1. CLOSURE OF SCHOOL OR CAMPUSES  

a) Insolvency 

b) Depletion of student population below fifteen at any campus 

c) Change of Policy direction of the sponsoring body of the NCBIC.  

2. CANCELLATION OF CLASSES 

a) Act of God or any such unforeseen conditions  

b) Low uptake  

c) Significant early dropouts  
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3. DELAY IN OPENING OF SCHOOL  

a) Bad weather,  

b) Emergency such as death of the schedule lecturer  

c) Delay in acquiring resources necessary for reopening. 

4. WITHDRAWAL/SUSPENSION OF A PROGRAMME 

a) Low registration  

b) Unavailability of lecturers for the programme 

c) The programme no longer meets students’ needs. 

d) Change of Policy direction of the sponsoring body of the NCBIC.  

Whenever conditions mandate an unscheduled closing, the decision will be adequately 

announced to the stakeholders via: NCBIC text message system, the NCBIC website, and 

COGOP weekly bulletin. 

Withdrawal or suspension of a programme can be reinstated when militating conditions have 

changed. 

Where the students’ studies are interrupted by no fault of their own, the NCBIC will work with 

each student via the Dean of Students to resolve the issues.  

If the sponsor decides to close the school all students’ information will be retained by the 

church at its National Office at 6 Phoenix Avenue, Kingston or on the church’s cyber storage 

facilities.   
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PERIOD ALLOWABLE FOR COMPLETION OF A PROGRAMME POLICY 

The maximum time span for completion of a programme shall be taken to be the normal 

duration of the programme (2 years) plus three (3) additional years, except in extenuating 

circumstances to be determined by the Administrative Secretary/Registrar, in consultation with 

the Administrator of the Bible School.  

A person who wishes to continue studying after the expiration of his or her training period may 

re-apply to the school. Upon acceptance, he/she may apply for a transfer of credits earned in the 

previous period. The application for transfer of credits must be submitted to NCBIC through 

the Administrative Secretary/Registrar and must include an official copy of said student’s 

transcript (NCBIC Student Handbook). 
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SECTION F: ONLINE DELIVERY OF COURSES  

 

All online students are registered for the Diploma 

Programme. Registration is done through the NCBIC 

website. 

Since students are fully online, there are set standards and best practices for online 

learning. There are three important presences for students: social presence, teacher 

presence/facilitator presence, and cognitive presence. 

• Social Presence - Forums are very important in developing social presence. This 

helps students to interact with one another as they do not come into the face-to-

face setting. 

• Teacher/Facilitator gives guidance during the learning process. Opportunities 

are given for students to interact with content. This can be done through 

discussion forums, quizzes, assignments, or group work. Examinations 

should be guided by principles that govern their validity. Examination 

proctoring is the preferred way to invigilate online examinations. Security 

must be put in place so that the assessment process can be deemed valid and 

reliable. 

• Cognitive presence is where students can construct and confirm meaning 

through reflection, and be engaged in inquiry, exploration, integration, and 
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resolution. 

Online Security Policies and Procedures 

There are several policies and protocols that are observed to keep the Learning 

Management System [LMS] secure for enrolled students of NCBIC. These are 

embedded in the Moodle Cloud application. 

1. Registration of users occurs in conjunction with the site coordinators and 

administrators who add each user who is duly registered through the specified 

processes outline by the NCBIC administration. Each student is then issued 

with a unique username and generic password. The administrator forces all 

users to change their password using the force password change option. The 

password once entered the system must be changed before the user can 

proceed. 

2. Authentication of users using unique usernames and passwords. Included in the 

NCBIC Moodle Cloud platform are the following security features: 

Force users to login 

a. If this setting is on, all users must login before they even see the Front Page of 

the site. 

b. Guess access can be restricted by deselecting auto login for guests in User 

policies. 

Account lockout 
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c. If a user fails to enter the correct password after a specified number of attempts, 

the user will be blocked and will have to seek technical staff support to have the 

password reset. 

Force users to log in for profiles 

d. Leave this set to Yes to keep anonymous visitors away from user profiles. 

Force users to login to view user pictures. 

e. If enabled, users must login to view user profile pictures, and the default user 

picture will be used in all notification emails. 

3. Profile visible roles 

Any role which is checked/ticked here will be visible on user profiles and the 

participation screen. This helps the user to be aware of the others who are using 

the system. 

4. Password policy 

It is highly recommended that students follow the password policy to force users 

to use stronger passwords that are less susceptible to being cracked by an 

intruder. Online NCBIC users are guided on the character type and minimum 

length of passwords to be created and used. 

• Password length - 8 

• Digits - 1 
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• Lowercase letters - 1 

• Uppercase letters - 1 

• Non-alphanumeric characters - 1 

If a user enters a password that does not meet the requirements, they are given an 

error message indicating the nature of the problem with the entered password. 

6. Log out after password change. 

By default, users can change their password and remain logged in. Enabling this 

setting will log them out of existing sessions except the one in which they specify 

their new password. This setting only applies to users manually changing their 

password. 

7. Protecting Data 

Students’ data are stored on the NCBIC LMS. Moodle Cloud, being a 

proprietary LMS, comes with its security features and corresponding policies 

which are especially important since the storage is managed by Moodle. 

8. Enable/disable user profile images. 

Profile pictures are to be uploaded to the user profiles. This becomes important 

during examinations for student identification. 

9. Logs that track user activity 

Site administrator and staff can access logs of student activity. This assists with 

verification of incidents and anomalies. 
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10. Instant help for perceived and bugs and systems issues 

Moodle Cloud support is accessible to site administrators for any help needed to 

maintain the smooth running of the LMS. Technical support is provided for 

students by the installation of a tech support officer. Students need to contact 

their online coordinator to have access to a tech support officer. 

AFFILIATIONS 

The NCBIC is directly affiliated with: 

▪ The Accredited Ministry Development (AMD) of the Church of God of Prophecy, 

Cleveland Tenn. 

▪ The Church of God of Prophecy, Jamaica 

▪ Other Theological Institutions (ongoing discussions) 
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IMPORTANT CONTACT INFORMATION 

 

School Address: 41 Old Harbour Road 

Spanish Town, St. Catherine 

Telephone: 876 3615684 

 

6 Phoenix Ave, Kingston 10 

 

Telephone: 876 9268543/9265571 

 

Website: www.ncbicja.org 

 

Email: ncbicogopja@gmail.com 

 

Social Media: NCBIC Facebook 

Instagram NCBICJA 

http://www.ncbicja.org/
mailto:ncbicogopja@gmail.com
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