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INTRODUCTION 

Mission Statement 
 
Emmaus Theological Seminary exists to cultivate humble orthodoxy* through embodied 
formation in life together for Christ, His Church, and His mission in the ecclesial 
community. 
 
*Humble orthodoxy can be understood as the pursuit of right thinking and practice as 
revealed by God in keeping with the spirit of Christ through cooperation, respect, and 
humility towards all people made in the image of God. 
 
Core Values 
 
Embodied Formation 
We believe that while information can be accessed anywhere, formation is intended to 
be an embodied experience. We value the importance of theological education set in a 
community of students and scholars working towards spiritual development and 
academic competence.Emmaus’ learning model elevates local and contextual learning 
through in-person classes, remote hubs, and Communio Intensives. For those unable to 
attend in person, Emmaus strives to facilitate local hubs where 3–5 students attending 
the same course are able to join the live lecture remotely via video conference while still 
being in the room together. Communio Intensives happen once per semester and are 
built around the gathering of God’s people to eat, worship, and learn together, 
integrated with both relevant course studies and wider ministry.  
 
Ecclesial Theology 
We believe that the best theological education happens in partnership with and for the 
mission of the Local Church. For this reason, all students are required to be members in 
good standing of a local church where they are able to use their gifts and capacities to 
serve the body of Christ. Further, all faculty are required to have ministry experience, to 
know personally how and why theology works in the church. This is because we use a 
Christocentric lens through which we view hermeneutics, theology, cooperation, and 
cultural engagement. This necessarily includes a great breadth of students, churches, 
and traditions. This means those which value and have the means to provide for that 
education and others that need a training that is as accessible and affordable as it is 
relevant to their unique cultural context. Emmaus seeks to hold this tension by coming 
alongside the church as it calls and commissions the work of ministry. 
 
Humble Orthodoxy  
We believe that theological inquiry is rooted in the authority and sufficiency of Scripture 
with Christ as its subject for the good of God’s people and His glory. In addition to our 
Statement of Faith, Emmaus holds an intentionally broad pedagogy wherein students 
are not expected to simply regurgitate the positions of faculty but to understand the 
strengths and weaknesses of the range of orthodox positions found across various 
traditions of the global and historic church. Our faculty are committed to a posture of 
catholicity and graciousness.  
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STATEMENT OF FAITH 

 
In addition to the historic and global faith expressed in the Apostles Creed, Nicene 
Creed, and Athanasian Creed, we have adopted A Mere Protestant Statement of 
Common Belief as our confession.1 
 
We Believe: 

TRIUNE GOD 
That there is one God, infinitely great and good, the creator and sustainer of all things 
visible and invisible, the one true source of light and life, who has life in himself and 
lives eternally in glorious light and sovereign love in three persons – Father, Son, and 
Holy Spirit (Matt. 28:19; 2 Cor. 13:14) – co-equal in nature, majesty, and glory. 
Everything God does in creating, sustaining, judging, and redeeming the world reflects 
who God is, the one whose perfections, including love, holiness, knowledge, wisdom, 
power, and righteousness, have been revealed in the history of salvation. God has freely 
purposed from before the foundation of the world to elect and form a people for 
himself to be his treasured possession (Deut. 7:6), to the praise of his glory (Eph. 
1:3-14). 

 
HOLY SCRIPTURE 

That God has spoken and continues to speak in and through Scripture, the only 
infallible and sufficiently clear rule and authority for Christian faith, thought, and life 
(sola scriptura). Scripture is God’s inspired and illuminating Word in the words of his 
servants (Psa. 119:105), the prophets and apostles, a gracious self-communication of 
God’s own light and life, a means of grace for growing in knowledge and holiness. The 
Bible is to be believed in all that it teaches, obeyed in all that it commands, trusted in 
all that it promises, and revered in all that it reveals (2 Tim 3:16). 

 
HUMAN BEINGS 

That God communicates his goodness to all creatures, but in particular to human 
beings, whom he has made in his own image, both male and female (Gen. 1:26-27), and 
accordingly that all men, women, and children have been graciously bestowed with 
inherent dignity (rights) and creaturely vocation (responsibilities). 

 
FALLENNESS 

That the original goodness of creation and the human creature has been corrupted by 
sin, namely, the self-defeating choice of the first human beings to deny the Creator and 
the created order by going their own way, breaking God’s law for life (Rom. 3:23). 
Through disobedience to the law- giver, Adam and Eve incurred disorder instead of 
order (Rom. 8:20-21), divine condemnation instead of approval, and death instead of 
life for themselves and their descendants (Ps. 51:5; Rom. 5:12-20). 

 
JESUS CHRIST 

That Jesus Christ is the eternal Son of God become human for us and our salvation 
(John 3:17), the only Mediator (solus Christus) between God and humanity (1 Tim. 2:5), 
born of the virgin Mary, the Son of David and servant of the house of Israel (Rom. 1:3; 
15:8), one person with two natures, truly God and truly man. He lived a fully human life, 
having entered into the disorder and brokenness of fallen existence, yet without sin, 
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and in his words, deeds, attitude, and suffering embodied the free and loving 
communication of God’s own light (truth) and life (salvation). 

 
THE ATONING WORK OF CHRIST 

That God who is rich in mercy towards the undeserving has made gracious provision for 
human wrongdoing, corruption, and guilt, provisionally and typologically through 
Israel’s Temple and sin offerings, then definitively and gloriously in the gift of Jesus’ 
once-for-all sufficient and perfect sacrificial death on the cross (Rom. 6:10; 1 Pet. 3:18) in 
the temple of his human flesh (Heb. 10:11-12). By his death in our stead, he revealed 
God’s love and upheld God’s justice, removing our guilt, vanquishing the powers that 
held us captive, and reconciling us to God (Isa. 53:4-6; 2 Cor. 5:21; Col. 2:14-15). It is 
wholly by grace (sola gratia), not our own works or merits, that we have been forgiven; it 
is wholly by Jesus’ shed blood, not by our own sweat and tears, that we have been 
cleansed. 

 
THE GOSPEL 

That the gospel is the good news that the triune God has poured out his grace in the 
life, death, resurrection, and ascension of the Lord Jesus Christ, so that through his work 
we might have peace with God (Rom. 5:1). Jesus lived in perfect obedience yet suffered 
everything sinners deserved so that sinners would not have to pursue a righteousness of 
their own, relying on their own works, but rather through trust in him as the fulfillment of 
God’s promises could be justified by faith alone (sola fide) in order to become fellow 
heirs with him. Christ died in the place of sinners, absorbing the wages of sin (Rom. 
6:23), so that those who entrust themselves to him also die with him to the power, 
penalty, and (eventually) practice of sin. Christ was raised the firstborn of a renewed and 
restored creation, so that those whom the Spirit unites to him in faith are raised up and 
created a new humanity in him (Eph. 2:15). Renewed in God’s image, they are thereby 
enabled to live out his life in them. One with Christ and made alive in him who is the 
only ground of salvation, sinners are reconciled with God – justified, adopted, 
sanctified, and eventually glorified children of the promise. 

 
THE PERSON AND WORK OF THE HOLY SPIRIT 

That the Holy Spirit is the third person of the Trinity, the unseen yet active personal 
presence of God in the world, who unites believers to Christ, regenerating and making 
them new creatures (Tit. 3:5) with hearts oriented to the light and life of the kingdom of 
God and to peace and justice on earth. The Spirit indwells those whom he makes alive 
with Christ, through faith incorporates them into the body of Christ, and conforms them 
to the image of Christ so that they may glorify him as they grow in knowledge, wisdom, 
and love into mature sainthood, the measure of the stature of the fullness of Christ (Eph. 
4:13). The Spirit is the light of truth and fire of love who continues to sanctify the people 
of God, prompting them to repentance and faith, diversifying their gifts, directing their 
witness, and empowering their discipleship. 

 
THE CHURCH 

That the one, holy, catholic, and apostolic church is God’s new society, the first fruit of 
the new creation, the whole company of the redeemed through the ages, of which 
Christ is Lord and head. The truth that Jesus is the Christ, the Son of the living God, is 
the church’s firm foundation (Matt. 16:16-18; 1 Cor. 3:11). The local church is both 
embassy and parable of the kingdom of heaven, an earthly place where his will is done 
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and he is now present, existing visibly everywhere two or three gather in his name to 
proclaim and spread the gospel in word and works of love, and by obeying the Lord’s 
command to baptize disciples (Matt. 28:19) and celebrate the Lord’s Supper (Luke 
22:19). 

 
BAPTISM AND LORD’S SUPPER 

That these two ordinances, baptism and the Lord’s Supper, which some among us call 
“sacraments,” are bound to the Word by the Spirit as visible words proclaiming the 
promise of the gospel, and thus become places where recipients encounter the Word 
again. Baptism and the Lord’s Supper communicate life in Christ to the faithful, 
confirming them in their assurance that Christ, the gift of God for the people of God, is 
indeed “for us and our salvation” and nurturing them in their faith. Baptism and the 
Lord’s Supper are physical focal points for key Reformation insights: the gifts of God 
(sola gratia) and the faith that grasps their promise (sola fide). They are tangible 
expressions of the gospel insofar as they vividly depict our dying, rising, and 
incorporation into Jesus’ body (“one bread ... one body” – 1 Cor. 10:16-17), truly 
presenting Christ and the reconciliation he achieved on the cross. Baptism and the 
Lord’s Supper strengthen the faithful by visibly recalling, proclaiming, and sealing the 
gracious promise of forgiveness of sins and communion with God and one another 
through the peace-making blood of Christ (1 Cor. 11:26; Col. 1:20). 

 
HOLY LIVING 

That through participating in baptism and the Lord’s Supper, as well as prayer, the 
ministry of the Word, and other forms of corporate worship, we grow into our new 
reality as God’s people, a holy nation (1 Pet. 2:9, 10), called to put on Christ through his 
indwelling Spirit. It is through the Spirit’s enlivening power that we live in imitation of 
Christ as his disciples, individually and corporately, a royal priesthood that proclaims his 
excellent deeds and offers our bodies as spiritual sacrifices in right worship of God and 
sacrificial service to the world through works of love, compassion for the poor, and 
justice for the oppressed, always, everywhere and to everyone bearing wise witness to 
the way, truth, and life of Jesus Christ. 

 
LAST THINGS 

That in God’s own time and way, the bodily risen and ascended Christ will visibly return 
to consummate God’s purpose for the whole cosmos through his victory over death and 
the devil (1 Cor. 15:26). He will judge the world, consigning any who persist in unbelief 
to an everlasting fate apart from him, where his life and light are no more. Yet he will 
prepare his people as a bride for the marriage supper of the Lamb (Rev. 19:7-9), giving 
rest to restless hearts and life to glorified bodies (1 Cor. 15:42-44; Phil. 3:21) as they 
exult in joyful fellowship with their Lord and delight in the new heaven and the new 
earth (Rev. 21:1-2). There they shall reign with him (2 Tim. 2:12; Rev. 22:5) and see him 
face to face (1 Cor. 13:12; Rev. 22:4), forever rapt in wonder, love, and praise. 
 
 
We affirm without reservation the total truthfulness of Holy Scripture and the great 
principles of historic Christian orthodoxy embodied in this statement of faith. At the 
same time, Emmaus Theological Seminary seeks to affirm the humble orthodoxy of the 
wider theological community of the historic and global expressions of the church. Our 
faculty agree to teach in accordance with and not contrary to those evangelical 
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essentials of the Christian faith, such as the Holy Trinity, the person and work of Jesus 
Christ, salvation by grace alone, and a life of discipleship and faithful obedience to 
God’s Word. Students and Faculty who, for reasons of conviction and conscience, are 
unable to affirm this statement in its entirety are able to submit in writing their own 
convictions concerning those articles in the statement of faith to be considered for 
approval by the seminary. In this way, we seek to humbly preserve both the theological 
integrity and diversity of the kingdom of God. 

 
1 Walls, Vanhoozer, et al. “A Reforming Catholic Confession,” 2017. 
https://reformingcatholicconfession.com.  
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PURPOSE OF HANDBOOK  
This handbook contains information on the policies, benefits, and mutual expectations 
during employment at Emmaus Theological Seminary. This is a general guide and not a 
detailed explanation of every rule and policy. If there is inconsistency between a 
statement in the handbook and actual practice, the Staff Handbook will govern.  
 
This handbook does not create any type of contract between Emmaus and any 
employees, nor should it be construed as such. The policies below have been 
developed at the discretion of Emmaus Theological Seminary.  
 
This handbook supersedes all previous memos, employee handbooks, and other written 
or oral communication that may have been issued at any time on subjects covered in 
this manual.  
 
Organizational change is inevitable and, as such, Emmaus reserves the right to 
interpret, modify, suspend, or cancel all or any part of the policies, procedures, and 
benefits outlined below. Changes will be effective on the dates determined by Emmaus, 
and after those dates all previous versions of that policy will be null and void.  
 
No individual employee has the authority to alter policies in any way without permission 
from Emmaus’ Board of Directors.  
 
Additional policies and procedures, along with a full treatment of some policies 
contained herein, may be found in Emmaus Theological Seminary’s governing 
documents (e.g. Statement of Faith, Constitution and Bylaws, etc.).  
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ORGANIZATIONAL STRUCTURE 
 
Board of Directors: 
The Board of Directors shall ensure that the organization complies with the 1) Duty of 
Care: Taking care of the nonprofit by ensuring prudent use of all assets, including 
facility, people, and good will; 2) Duty of Loyalty: Ensuring that the nonprofit's activities 
and transactions are, first and foremost, advancing its mission; Recognizing and 
disclosing conflicts of interest; Making decisions that are in the best interest of the 
corporation; not in the best interest of the individual board member (or any other 
individual or for-profit entity). 3) Duty of Obedience: Ensuring that the nonprofit obeys 
applicable laws and regulations; follows its own bylaws; and that the nonprofit adheres 
to its stated corporate purposes/mission. 
 
President:  
The President is the Chief Executive Officer of this Corporation. The President shall be 
directly accountable to the Board of Directors as a whole but not to any individual 
Director. The President or his designate shall hire and manage all non-officers of the 
Corporation in accordance with all governance policies established by the Board. The 
Board of Directors may appoint an Executive Committee to assist the President in 
accomplishing the goals of the Corporation. 
 
Vice President of Academic Affairs and Provost:  
The Vice President of Academic Affairs is the Chief Academic Officer of the 
Corporation. The Vice President reports to the President and will perform all duties and 
exercise all powers of the President when the President is absent or unable to act. The 
Vice President will perform any other duties that may be prescribed in writing by the 
Board of Directors. 
 
Vice President of Student Services:  
The Vice President of Student Services reports to the President and will perform any 
duties that may be prescribed in writing by the Board of Directors. 
 
Faculty: 
All Faculty report to the Provost and will perform any duties that may be prescribed in 
writing by the Board of Directors. 
 
Adjunct Faculty are contract professors or instructors whose primary source of income 
and vocation may be the local church or other gainful employment. Adjunct faculty 
titles are set by the Faculty Council in the order of Adjunct Instructor and Adjunct 
Professor of their respective fields or disciplines. Adjunct Faculty are contract instructors 
and will be counted as one-quarter faculty for the purposes of accreditation. 
 
Ecclesial Faculty are salaried professors and instructors whose primary source of income 
and vocation is the local church. Ecclesial faculty titles are set by the Faculty Council in 
the order of Assistant Ecclesial, Associate Ecclesial, Full Ecclesial, and Distinguished 
Ecclesial Professors of their respective fields or disciplines. Ecclesial Faculty are counted 
as one-half faculty for the purposes of accreditation. 
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Full-Time Faculty represent those professors and instructors whose primary source of 
income and vocation is the seminary, in both their teaching and administrative 
capacities as Executive Staff. Full-Time faculty titles are set by the Faculty Council in the 
order of Assistant, Associate, Full, and Distinguished Professors of their respective fields 
or disciplines. 
 
Initial rank and each promotion are based on the review and recommendation of the 
Faculty Council as follows: 
 
​ Adjunct Instructor:  

i. Minimum graduate degree, or its equivalent, relevant to the course of 
study for which they are employed to teach. Terminal degree, or its 
pursuit, preferred. 
ii. Evidence demonstrating that the candidate is a dedicated and 
effective teacher, or has the potential to become one. 
iii. Evidence indicating that the candidate will fulfill all other Seminary 
responsibilities. 

 
​ Adjunct Professor:  

i. Minimum doctorate degree, or its equivalent, relevant to the course of 
study for which they are employed to teach.  
ii. Evidence demonstrating that the candidate is a dedicated and 
effective teacher, or has the potential to become one. 
iii. Evidence indicating that the candidate will fulfill all other Seminary 
responsibilities. 

 
​ Assistant Ecclesial Professor/Assistant Professor:  

i. Minimum doctorate degree, or its equivalent, relevant to the course of 
study for which they are employed to teach.  
ii. Evidence demonstrating that the candidate is a dedicated and 
effective teacher, or has the potential to become one. Normally, 1–5 
years of seminary-level teaching experience.  
iii. Evidence indicating that the candidate will fulfill all other Seminary 
responsibilities. 
v. A commensurate publishing record for the position. 

 
​ Associate Ecclesial Professor/Associate Professor:  

i. Minimum doctorate degree, or its equivalent, relevant to the course of 
study for which they are employed to teach.  
ii. Excellence in research and writing. Quality is judged by the 
contribution that the work makes to a specific body of knowledge and is 
usually indicated by its impact and/or relevance to the church. 
iii. Excellence in teaching. Quality of teaching is assessed in terms of a 
thorough knowledge of the subject(s) being taught, a demonstrated 
ability to communicate that knowledge, and the skill to stimulate 
students to reach their potential. Normally, 6–10 years of seminary-level 
teaching experience.  
iv. Effective professional or institutional service. 
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​ Ecclesial Professor/Professor:  

i. Promotion to the rank of Full Professor requires a sustained level of 
achievement according to the same indicators of excellence as those 
required for the rank of Associate Professor. This rank is awarded in the 
expectation that the rest of the faculty member’s professional career will 
live up to this standard. Promotion to Professor is recognition of 
achievement at a level that meets or exceeds what is generally expected 
for full professors at peer institutions, a commitment to excellence in 
teaching, and substantial service and leadership with every expectation 
of continuing contributions to the Seminary and the church. The promise 
of sustained excellence in teaching and of substantial service and 
leadership must be demonstrated as well. 

 
​ Distinguished Ecclesial Professor/Distinguished Professor:  

i. Promotion to the rank of Distinguished Professor is an honorarium 
reserved only for the highest levels of scholarship, teaching, publishing, 
and service in and for the Seminary and the church. This rank is reserved 
for faculty who have served at the rank of Full Professor at Emmaus 
Seminary for no less than five years, and have established an exemplary 
and recognized record of institutional service and contributions to the 
wider ecclesial community.  

 
Faculty Council: 
Together, Full-Time and Ecclesial Faculty represent Emmaus senior faculty and members 
of the Faculty Council. The Faculty Council is responsible for curricular oversight and 
implementation as well as faculty appointment and promotion.  
 
Faculty Qualification and Equivalency Policy: 
Faculty who lack one or more of the above qualifications may qualify for degree 
equivalence at the recommendation of the faculty council.  

Proposed faculty must submit documented evidence of: Advanced theological 
scholarship and acumen in their field of study; Significant ecclesial leadership; 
Graduate-level teaching experience. 

All equivalency exceptions for Ecclesial Faculty require formal Board approval and 
documentation in Board minutes. 

Adjunct faculty equivalency determinations may be approved internally by the Provost, 
with written documentation retained in the faculty file. 

Staff:  
All Staff report to the President and will perform any duties that may be prescribed in 
writing by the Board of Directors. 
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Executive Staff represent senior staff overseeing academic or institutional work, either 
full- or part-time.  
 
Support Staff represent administrative, clerical, or general maintenance staff, either full- 
or part-time.  

JOB DESCRIPTIONS 
 
President 
The President serves as the Chief Executive Officer of Emmaus Theological Seminary, 
responsible for providing spiritual, academic, administrative, and financial leadership in 
alignment with the Seminary’s Mission, Statement of Faith, and Board-approved 
policies. The President is directly accountable to the Board of Directors and ensures that 
the Seminary fulfills its calling to prepare students for faithful service to Christ and His 
Church. 
 
Vice President of Academic Affairs and Provost 
The Vice President of Academic Affairs and Provost serves as the Chief Academic 
Officer of Emmaus Theological Seminary, providing leadership and oversight for all 
academic programs, faculty, curriculum development, and academic support services. 
The Provost reports directly to the President and works closely with faculty and 
administration to ensure academic quality, mission alignment, and compliance with 
accreditation standards. 
 
Vice President of Student Services and Formation 
The Vice President of Student Services & Formation provides leadership for all aspects 
of student life, including student support services, spiritual formation, counseling, 
housing, co-curricular programs, and community life. The VP ensures that students are 
supported in their academic, personal, and spiritual growth, in alignment with the 
Seminary’s Mission and Statement of Faith. This role reports directly to the President 
and works collaboratively with the Provost and faculty. 
 
Chief Financial Officer 
The Chief Financial Officer (CFO) provides leadership and oversight of the Seminary’s 
financial operations, ensuring integrity, accuracy, and stewardship of resources. The 
CFO reports directly to the President and works closely with the Board Finance 
Committee. The CFO ensures compliance with accounting standards, nonprofit 
regulations, and accreditation financial requirements. 
 
Office Administrator 
The Office Administrator provides clerical, organizational, and operational support to 
ensure the smooth daily functioning of Seminary offices. This role assists in 
communication, scheduling, recordkeeping, and coordination across departments. 
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Director of Communications 
The Director of Communications develops and manages Seminary communications, 
branding, and media strategy to effectively promote the Seminary’s mission to internal 
and external audiences. 
Director of Development: The Director of Development leads Seminary fundraising and 
advancement initiatives, building strong relationships with donors, churches, and 
foundations to support the Seminary’s mission and growth. 
 
Librarian 
The Librarian provides leadership in developing and managing the Seminary’s library 
collections, digital resources, and research services to support academic and ecclesial 
formation. 
 
Special Projects Coordinator 
The Special Projects Coordinator manages strategic and time-bound projects on behalf 
of Seminary leadership, ensuring effective planning, execution, and evaluation. 
 
Ecclesial Faculty 
Ecclesial Faculty members at Emmaus Theological Seminary are responsible for 
teaching, mentoring, and scholarly engagement that integrates academic rigor with 
faithfulness to the Seminary’s Mission and Statement of Faith. They serve both as 
educators and spiritual mentors, modeling Christian character and theological integrity. 
Ecclesial Faculty report to the Provost / Vice President of Academic Affairs and 
collaborate with colleagues in advancing the Seminary’s academic and spiritual 
objectives. 
 
Adjunct Faculty 
Adjunct Faculty members are responsible for teaching assigned courses in their area of 
expertise in accordance with the mission, values, and academic standards of Emmaus 
Theological Seminary. They contribute to student learning through high-quality 
instruction, assessment, and mentorship, while upholding the Seminary’s theological 
commitments and Statement of Faith. 

CLASSIFICATIONS AND DEFINITIONS 
 
Employment Types: 
Employee/Staff: any person working in the service of Emmaus Theological Seminary 
pursuant to a mutual agreement, where Emmaus has the power and right to control and 
direct the material details of how work is performed in return for financial compensation  
 
Independent Contractor: a self-employed person under an expressed or implied 
agreement who performs a service for Emmaus according to their own methods and is 
subject to his employer’s control only as to the end product or final result of the work. 
An independent contractor is not subject to Emmaus’s power and right to control and 
direct the material details of how work is performed.  
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Volunteer: any person who renders a service or takes part in a ministry while having no 
legal concern or interest in Emmaus and does not receive monetary pay or 
compensation  
 
Vendor: an individual, company or organization offering something for sale  
 
Employment Classifications:  
Part-time: any person who received remuneration for services rendered to Emmaus 
under an employee-employer relationship working less than 30 hours per week  
 
Full-time: any person who received remuneration for services rendered to Emmaus 
under an employee-employer relationship working 40+ hours per week  
 
Temporary: an employee expected to leave the employer within a certain period of time 
(may also be called seasonal or interim). Temporary status should not be considered a 
contractual obligation by Emmaus guaranteeing employment for a period of time.  
 
Employment Status:  
Active: an employee working or on paid leave (such as vacation, sick time, sabbatical, 
disability, etc.) 
 
Inactive: an employee on unpaid leave, severance, extended sick leave without pay, or 
under investigation on either paid or unpaid leave  
 
Retired: a former employee who retired or left Emmaus employment on disability  
 
Separated Employee: an employee separated from the employer-employee relationship 
for a variety of reasons other than termination or retirement  
 
Terminated Employee: an employee separated from the employer- employee 
relationship either voluntarily or involuntarily  
 
Fair Labor Standards Act (FLSA) Definitions:  
Exempt: an employee not subject to the overtime provisions of the FLSA and is not 
eligible to receive overtime pay  
 
Non-Exempt: an employee who does not meet the exemption tests of the FLSA and is 
eligible to receive overtime pay  
 
Ministerial Exception: an employee who is not subject to the overtime provisions of the 
FLSA based on religious duties as listed in the job description and is ineligible to 
receive overtime pay  
 
At Will Employment:  
Employment with Emmaus is considered “at will.” The employment relationship is 
entered into voluntarily and any employee is free to resign at any time, with or without 
cause. Similarly, Emmaus may terminate the at-will employment relationship at any 
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time, with or without cause, in cases in which there are no violation of applicable federal 
or state law.  
 
Background Check:  
Emmaus conducts criminal background checks of all new employees to determine 
suitability of employment. Emmaus also reserves the right to conduct criminal 
background checks of existing employees. In the event a criminal record exists, 
consideration will be given to the relationship between the conviction and the 
responsibilities of the position that is or will be held. A relevant job-related conviction is 
grounds for termination of employment or non-selection of an applicant. Conviction is 
defined as including all felonies and misdemeanors except minor traffic violations in 
relation to any position that does not require driving. For positions that do require 
operation of a motor vehicle, the term conviction shall include minor traffic violations. 
Falsification of application materials, including failure to disclose criminal convictions, is 
grounds for termination of employment or non-selection of an applicant.  
 
Equal Employment Opportunity:  
Emmaus is an Equal Opportunity Employer. This means that we will extend equal 
opportunity to all individuals without regard for race, sex, national origin, age, disability, 
or veteran status. This policy affirms Emmaus’s commitment to the principles of fair 
employment and the elimination of all existing vestiges of discriminatory practices.  
As a religious organization, Emmaus discriminates on the basis of religion to the full 
extent permitted by law and in accordance with Emmaus’s bylaws. This discrimination 
governs all aspects of employment, including selection, job assignment, compensation, 
discipline, termination, and access to benefits and training.  
 
In order to provide equal employment and advancement opportunities to all 
individuals, employment decisions at Emmaus will be based on merit, qualifications, 
and abilities. Subject to the preceding paragraph, Emmaus does not base such 
employment decisions on race, sex, national origin, age, disability, or veteran status. 
This policy governs all aspects of employment, including selection, job assignment, 
compensation, discipline, termination, and access to benefits and training.  
 
Employees with questions or concerns about discrimination in the workplace are 
encouraged to bring these issues to the attention of the President or one of the 
Emmaus Board of Directors. Employees may raise concerns and make reports without 
fear of reprisal. Anyone found to be engaging in unlawful discrimination will be subject 
to disciplinary action, up to and including termination of employment.  
Each staff member must be a Christian, must be in full agreement with the Emmaus 
Statement of Common Beliefs, and Bylaws, and must be a member in good standing of 
a church which is able to affirm the same Statement. 
 
Disabilities and Reasonable Accommodations:  
It is the policy of Emmaus to comply with all the relevant and applicable provisions of 
the federal Americans with Disabilities Act (ADA), the Americans with Disabilities 
Amendments Act (ADAAA), and all state and local laws concerning the employment of 
persons with disabilities. Emmaus will not discriminate against any qualified employee 
or job applicant because of a person’s physical or mental disability with respect to any 
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terms, privileges or conditions of employment, including, but not limited to, hiring, 
advancement, separation, compensation and training.  
 
Employees who become disabled should notify Emmaus if the conditions of the 
disability impair their ability to perform the essential functions of their position. Where 
necessary and feasible, reasonable accommodations will be made for qualified disabled 
employees to perform the essential functions of the job in question, so long as the 
accommodation does not cause Emmaus undue hardship.  
 
All employees are required to comply with safety standards. Applicants who pose a 
direct threat to the health or safety of other individuals in the workplace, which threats 
cannot be eliminated by reasonable accommodation, will not be hired. Current 
employees who pose a direct threat to the health or safety of other individuals in the 
workplace will be placed on appropriate leave until a decision has been made by the 
Board of Directors regarding the employee’s immediate employment status. 
 
Immigration Law Compliance:  
Emmaus employs only United States citizens and those non-citizens who are authorized 
to work in the United States in compliance with the Immigration Reform and Control Act 
of 1986. Emmaus does not discriminate on the basis of citizenship or national origin.  
Every new employee, as a condition of employment, must complete the Employment 
Eligibility Verification Form I-9 and present sufficient documentation establishing 
identity and employment eligibility. Former employees who are rehired must also 
complete the form, if they have not completed an I-9 with Emmaus within the past three 
years, or if their previous I-9 is no longer retained or valid. 
 
Whistleblower Protection: 
This policy is designed to protect employees and address Emmaus’s commitment to 
integrity and ethical behavior. A whistleblower is an employee of Emmaus who reports 
an activity that they consider to be illegal, dishonest, or in violation of an Emmaus 
Seminary policy. This might also include participating in an internal or external 
investigation of such a complaint or violation of the law.  
 
The whistleblower is not responsible for investigating the activity or for determining 
fault or corrective measures. If an employee has knowledge of or a concern of such 
activity, the employee should contact their immediate supervisor or one of the Board of 
Directors.  
 
Whistleblowers are provided the protection of freedom from retaliation. Insofar as 
possible, confidentiality of the whistleblower will be maintained. However, the identity 
of the whistleblower may need to be disclosed to conduct a thorough investigation. 
Negative employment sanctions, such as demotion or termination, as a result of an 
employee's decision to provide good-faith information will not be tolerated. In addition, 
discrimination, threats, and harassment are prohibited. An employee who retaliates in 
any manner, including but not limited to the above examples, will be subject to 
discipline up to and including termination.  
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The right of a whistleblower for protection against retaliation does not include immunity 
for any personal wrongdoing that is alleged and investigated.  
An employee who intentionally files a false report of wrongdoing will be subject to 
discipline up to and including termination.  
 
Personnel Files and Data Changes:  
Employee personnel files maintained by Emmaus are the sole property of Emmaus. 
Access to information contained therein is restricted. Management personnel of 
Emmaus with a legitimate reason to view the file will be permitted to do so at the 
discretion of Executive Staff. Emmaus will take reasonable precautions to protect 
employee files and employee personally identifiable information in its records.  
It is important that the personnel records of Emmaus are accurate. To avoid issues with 
benefit eligibility or legal compliance, it is the responsibility of employees to notify their 
supervisor of any change in name, home address, contact information, marital status, 
number of dependents or any other pertinent information that changes.  
For the purposes of benefits eligibility, employees have exactly thirty (30) days from the 
date of the qualifying event to notify Emmaus of changes.  
 
Employees who wish to view their own files should contact their supervisor. With 
reasonable advance notice, employees may view their own personnel files on Emmaus 
premise. The request will become a permanent part of the personnel file.  
 
Intellectual Property:  
The growth and maturity of Emmaus and the culture of excellence in designing and 
creating fresh content makes Intellectual Property (IP) a complicated issue. IP is an 
umbrella term for various legal entitlements that attach to certain names, written and 
recorded media, and inventions. The term implies that intellectual works are analogous 
to physical property. Any creative work that is fixed in a “tangible medium of 
expression” is automatically subject to copyright protection.  
 
Employees should have a clear understanding of Emmaus’s IP policy before creating any 
content while under the employment of Emmaus so as to prevent complexity and 
confusion after the fact. Should an employee’s job responsibilities require the creation 
of IP, unless otherwise agreed to in writing between such employee and Emmaus, any IP 
created by an employee in performance of their respective job duties shall be owned by 
Emmaus as a “work made for hire” under the Copyright Act of 1976. As such, Emmaus 
retains all rights to the use, duplication, distribution, and sale of such materials.  
 
Conflict of Interest:  
The central goal of the Conflict of Interest (COI) policy is to help Emmaus operate with 
integrity and remain above reproach before both God and man. The COI policy 
provides one means for ensuring that the people responsible for governing, managing, 
and operating Emmaus exercise the utmost good faith in all transactions and not use 
their positions within Emmaus or knowledge gained there from for their own personal 
benefit.  
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A conflict of interest occurs when a person is responsible for promoting the interest of 
the institution at the same time he or she is involved in a competing personal 
interest—financial, business, or personal. Such interests might arise through:  

• Owning stock or holding debt or other property interests in any third party 
dealing with Emmaus  
• Serving as a Trustee or Management Employee of Emmaus and being 
employed (or formerly employed) by any third party dealing with Emmaus 
• Receiving direct or indirect remuneration or benefits for services with respect 
to individual transactions involving Emmaus  
• Using Emmaus’s personnel, equipment, supplies, or goodwill for other than 
organization approved activities, programs, and purposes  
• Receiving personal gifts or loans from third parties dealing with Emmaus. 
(Receipt of any gift is disapproved except of nominal value [less than $75], which 
could not be refused without discourtesy. No personal gift of money should ever 
be accepted. For gifts in general, the nature of the gift [and not the dollar 
amount] is the guiding principle. The gift can be accepted if: 1) it is given in love 
and affection with no strings attached; 2) not given as compensation for services 
rendered in the past, present, or future; and 3) the donor of the gift received no 
economic benefit [such as tax deduction].)  
• Obtaining an interest in real estate, securities, or other property that Emmaus 
might consider buying or leasing  
• Expending staff time during Emmaus’s normal business hours for personal 
affairs or for other organizations, civic or otherwise, to the detriment of work 
performance for Emmaus 

 
The fact that one of the interests described above exists does not necessarily mean that 
a conflict exists, or that the conflict, if it exists, is material enough to be of practical 
importance, or if material, that upon full disclosure of all relevant facts and 
circumstances that it is necessarily adverse to the interests and integrity of Emmaus. 
However, it is the policy of Emmaus that the existence of any of the interests described 
or recognized by analogy must be disclosed before any transaction is consummated. It 
shall be the responsibility of the employee to scrutinize their transactions with outside 
business interests and relationships for potential conflicts and to immediately make such 
disclosures to their supervisor or Executive Staff.  
 
 
Employment of Relatives:  
As used in this section, the term “relatives” will include grandparents, parents, children, 
grandchildren, brothers, sisters, first cousins, in-laws and any members of the 
employee’s household, whether or not related by blood. The term relative will also 
include those with a similar relationship which has been established through adoption 
or remarriage, i.e. stepchild, half-sister, etc. Hiring the best-qualified applicant for any 
position is Emmaus Seminary’s primary objective. To this end, we neither encourage nor 
discourage the employment of relatives to those presently on staff. Relatives of 
seminary employees will be considered under the same arrangement as any other 
applicant for a position opening and will not receive any preferential treatment. Related 
employees will not normally be allowed to work in the same department and shall never 
be placed under the direct supervision of each other. The reasons for this practice are 
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the considerations of employee morale, security, or other legitimate business reasons 
including potential conflicts-of-interest. If a conflict-of-interest does arise or another 
general performance issue is noted which affects the morale of the related employee, 
an employee may be asked to transfer to another department or resign. 

PEDAGOGICAL POLICY 
 
1. Purpose and Scope 
This policy articulates the pedagogical commitments of Emmaus Theological Seminary 
and establishes expectations for faculty in all instructional settings. It reflects the 
institution’s mission and applies to all full-time, ecclesial, and adjunct faculty across all 
delivery modalities. 
 
Faculty are further expected to teach in a manner consistent with the Seminary’s 
Institutional Learning Outcomes (ILOs), particularly Theological Competence, 
Christocentric Mission, Spiritual Transformation, and Mature Integration. 
 
Emmaus Theological Seminary understands theological education as an ecclesial, 
formational, and integrative task ordered toward Christ, His Church, and His mission. 
Our pedagogy is not merely the transmission of theological content but the cultivation 
of mature integration—forming students in truth, virtue, and practice within the life of 
the church. Faculty serve as ecclesial-theologians in the classroom, embodying the 
seminary’s mission to cultivate humble orthodoxy through theological formation in life 
together. 
 
The following pedagogical commitments guide faculty in the classroom. 
 
2. Core Pedagogical Commitments 
 
2.1 Ecclesial Theology as the Integrative Framework 
We believe that the best theological education happens in partnership with and for the 
mission of the local church. Our students, faculty, and programming are in and for the 
church because the church is the vehicle of Christ’s work.  
 
At Emmaus, theology is not abstracted from the life of the church but arises from and 
returns to it. Ecclesial theology serves as the central thread of instruction, integrating 
biblical, historical, systematic, and practical disciplines into a unified vision ordered 
toward the worship, witness, and formation of the local church. This reflects our 
institutional commitment to Christocentric Mission and Mature Integration, ensuring 
that all learning is oriented toward the edification of the body of Christ in her diverse 
expressions. 

Standards of Practice 
1.​ Instruction will orient course content toward the life and mission of the local 

church. 
2.​ Faculty will integrate theological disciplines rather than treating them as isolated 

domains. 
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3.​ Assignments and lectures should demonstrate the application of course content 
to ecclesial contexts (e.g., preaching, teaching, counseling, discipleship). 

4.​ Faculty will situate theological claims within the witness of Scripture and the 
global and historic church. 

5.​ Faculty will model accountability to ecclesial authority and the unity of doctrine 
and practice. 

6.​ Faculty will model Christlike interaction in their lectures and with students, 
especially in cross-listed courses with students from wide-ranging academic 
backgrounds, knowing that this unique diversity better reflects the churches in 
which their students are called to serve. 
 

2.2 Humble Orthodoxy in Instruction and Engagement 
 
We believe character and doctrine are equally essential to right theological formation. 
We seek to hold the tension of conviction and charity so that learning from Jesus is not 
separated from living like Jesus.  
 
Faculty are called to hold firm theological convictions while embodying humility in 
disagreement. Humble orthodoxy maintains fidelity to primary doctrines while engaging 
secondary and tertiary disagreements with charity, restraint, and love. It recognizes that 
the Spirit marks his people by fruit as much as truth, and calls believers to pursue unity 
without erasing conviction. This posture is essential for forming students who can 
faithfully navigate theological diversity within the global and local church. 
 
Standards of Practice 

1.​ Faculty will distinguish between primary, secondary, and tertiary doctrines in 
course instruction, when applicable. 

2.​ Faculty will represent differing theological positions accurately and charitably. 
3.​ Faculty will not bind student consciences in matters where Scripture does not 

require uniformity. 
4.​ Faculty will cultivate intellectual and spiritual humility in both instruction and 

classroom interaction. 
5.​ Faculty will engage disagreement as an opportunity for formation rather than 

division. 
6.​ Faculty will model the integration of truth and virtue, recognizing that the Spirit’s 

work is evidenced by both.  
 
2.3 Embodied Formation and Instructional Presence 
 
We believe that while information can be accessed anywhere, God’s design for 
formation is life together in community, gathered as one at the table of fellowship and 
edification. 
 
Emmaus affirms that theological education is fundamentally embodied, even within 
technologically mediated environments. Formation involves the integration of head, 
heart, and hands within real communities. As such, faculty must cultivate practices that 
engage both in-person and virtual students as full participants in a shared learning 
community. This reflects our commitment to Spiritual Transformation and the realities of 
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synchronous online education, ensuring that technology serves formation rather than 
fragmenting it. 

Standards of Practice 
1.​ Faculty will foster meaningful presence and interaction in all modalities, ensuring 

regular and substantive engagement. 
2.​ Faculty will design courses to enable equitable participation for both in-person 

and online students. 
3.​ Faculty will incorporate formative practices (e.g., prayer, Scripture reading, 

theological reflection) appropriate to course context. 
4.​ Faculty will exercise discernment in the use of technology, ensuring that it 

serves, rather than diminishes, theological formation. 
5.​ Faculty will maintain consistent and substantive communication with students 

through approved institutional platforms. 
6.​ Faculty will assess student interaction and assignments through the lens of the 

ecclesial theologian to provide consistent care and instruction to all students 
through the values and tools (e.g., grading rubric) of Emmaus Theological 
Seminary. 

 
Conclusion 
Emmaus pedagogy is ecclesial in content, humble in posture, and embodied in 
practice. Faculty are not merely instructors but participants in the Spirit’s work of 
forming students for the church. By centering theology in the life of the church, 
engaging disagreement through humble orthodoxy, and cultivating embodied 
formation across modalities, faculty contribute to the seminary’s mission of forming 
students for faithful service in Christ’s Church. 

COMMUNICATIONS 
 
Email 
At their time of hire, faculty and staff will be provided with an @emmausseminary.org 
email address.  
 
Populi 
Emmaus uses Populi as its Learning Management System (LMS) to centralize class 
communication including course documents such as syllabi and articles, announcements 
and updates, and assignments. Should class need to be canceled, for inclement 
weather as an example, Populi will be the primary means for this notice. Faculty and 
Staff are encouraged to add and update any relevant personal information and upload 
a picture to their Populi account to maintain accurate records. 
 
Website 
Emmaus maintains a website at the following address: EmmausSeminary.org. 
 
Blog 
Emmaus maintains a blog at the following address: Humbleorthodoxy.org  
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Humble Orthodoxy exists to foster generous dialogue and thought towards embodied 
formation for the Church. As a resource of Emmaus Theological Seminary, Humble 
Orthodoxy fully affirms Emmaus’s statement of common beliefs and seeks herein to 
advance beautiful truths which serve the kingdom of God. 
 
Social Media 
Emmaus utilizes Facebook, Twitter, and Instagram for communicating information to 
students. Social channels use the handle @EmmausSeminary. Please like, follow, and 
share our pages. 
 
Inclement Weather Days 
In the event of inclement weather, if class is canceled, students should be notified via 
Populi and email. 

PERSONNEL POLICIES 
 
Representation 
Although not your main job, all faculty and staff have a responsibility to help recruit 
future students and help promote Emmaus in their circles of influence. 
Faculty and staff also play a key role in student retention, especially by maintaining 
students’ satisfaction with their courses and the program and by counseling students 
through difficulties that might tempt them to leave the program prematurely. 
Student enrollment and retention is essential not only for Emmaus’s success but its very 
existence. 
 
Student Care 
Faculty and staff should take time to get to know students and their circumstances 
beyond academics. Since the class meetings are focused primarily on achieving 
academic success, success in other areas (spiritual, vocational, relational, physical) is 
largely the responsibility of partnering churches, mentors, and community leaders. 
 
Spiritual Life 
Faculty and staff have a responsibility to maintain and deepen their own spiritual life. 
This should include at minimum service and good standing in their local church as well 
as growth in the image of Christ by the power of the Spirit.  
 
Professional Development 
Emmaus has an interest in its faculty and staff’s  professional growth and development 
and encourages an ongoing professional development plan. Employees may report at 
the end of each year on the progress made toward meeting the goals in their 
professional development plan and work with their supervisor in meeting future goals. 
 

Key ingredients of a professional development plan: 
Milestones of recent accomplishments related to your role that should be 
celebrated.  
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Ideas for ways in which you might grow in the semester or year ahead. 
Adjustments to make in the current way of doing things, whether in class or 
elsewhere in the program, inasmuch as they relate to your involvement. 

 
Purposes of professional development plan: 
To provide a discussion point for how administrators might help you do your job 
better and improve Emmaus overall. 
To brainstorm ways for you to grow and improve in your God-given vocation. 
To provide a document to assist your supervisor in your annual review at the end 
of each year. 

 
Open Door Policy  
Emmaus Seminary recognizes that employees will have suggestions for improving the 
workplace as well as complaints about the workplace. Employees are encouraged to 
bring concerns to the attention of their immediate supervisor. While not every concern 
may be resolved to the full satisfaction of an employee, Emmaus Seminary believes that 
a healthy and strong work environment only exists when employees can discuss 
concerns without fear of reprisal (see Anti-Harassment and Whistleblower policies).  
If you do not feel comfortable discussing the concern with your supervisor, or if you are 
not satisfied with the response of your supervisor, employees are encouraged to speak 
with either the President or Vice President of Academic Affairs.  
 
Confidentiality  
The nature of work as a staff member at Emmaus Seminary will naturally bring access to 
information of confidential nature. Confidential information may include, but is not 
limited to, internal staff communication, counseling, finances, employment matters, and 
student or donor information. Such information may not be discussed, used or 
disclosed except where appropriate among staff or where clearly indicated by necessity 
of law or the situation. In addition, staff members should only share with their spouse 
information that is publically available. If in doubt, please check with your immediate 
supervisor. This confidentiality requirement shall survive termination of employment.  

ACADEMICS 

Student Learning Outcomes 
 
Emmaus graduates will demonstrate: 

 
1.​ Theological Competence 

conversant in the spheres of theological development throughout the history of 
the church and across ecclesial traditions—Historically, Systematically, Globally, 
Biblically, and Practically. 
 

2.​ Christocentric Mission 
Joining the mission of the local church, given to her by the Lord Jesus Christ 
concerning himself, to root every element of theology and practice in each 
student’s unique cultural context, in partnership with and for the local church. 
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3.​ Spiritual Transformation 
continually being transformed into the image of Christ by the power of the 
Spirit, bearing the fruit of maturity in thought, word, and deed. 
 

4.​ Mature Integration 
faithfully seeking the formation of the head, heart, and hands through all 
disciplines, seeking the unity of the church for the faithful witness of the church, 
and demonstrating a value of embodied formation, ecclesial theology, and 
humble orthodoxy. 

 
Academic Calendar 
 
Emmaus primarily holds regular Fall, Spring, and Summer semesters with additional 
intensives and concentrations as needed. 
 
The Fall Semester contains 14 course sessions usually beginning the Monday of the 
fourth week of August. Classes do not meet on Labor Day. After 7 weeks of courses, 
Fall Break begins on Tuesday of the next week (Monday courses make up Labor Day’s 
absence). Thanksgiving Break is the full work week of the week of Thanksgiving. 
Courses conclude on the second Friday of December. The Friday and Saturday of that 
final week, will be Emmaus’s Communio Intensive. Friday Evening includes dinner and 
evening worship and exhortation in the form of a ministry panel or lecture (6p–8p), 
Saturday includes breakfast, theological instruction and integration, and dismisses after 
lunch (9a–12p). Graduation commencement will be held Friday evening. 
 
The Spring Semester contains 14 course sessions usually beginning the fourth Monday 
in January. After 5 weeks of courses, classes will not meet during a Spring Break. After 
resuming again, classes do not meet the full Holy Week leading up to Easter. Courses 
conclude on the second Friday of May. The weekend of that final week, will be 
Emmaus’ Communio Intensive. Friday Evening includes dinner and evening worship and 
exhortation in the form of a ministry panel or lecture (6p–8p), Saturday includes 
breakfast, theological instruction and integration, and dismisses after lunch (9a–12p). 
Graduation commencement will be held Friday evening. 
 
The Summer Semester usually contains 8–10 course sessions beginning the first full 
week of June. Due to the nature of these intensive courses, class times may either be 
extended or offered on more than one day per week. 
 
Course Load 
Course lectures will meet a minimum of two hours per week for the duration of the 
course.  
 
Course Audits do not have reading or writing requirements.  
 
Certificate courses must have a minimum of 500 pages of assigned readings and 6 
pages of written assignments, or a substantial ministry project, in addition to the course 
lectures, or an equivalent project. Examples of projects may include a detailed teaching 
outline, presentation, or other media of the material in the context of their local church 
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(E.g., a sermon, bible study lesson, church podcast, presentation, etc.). Students should 
consult the professor before beginning to confirm their project idea, and may follow the 
same guidelines as research papers, excluding the academic style requirements. 
Certificate courses are Pass/Fail.  
 
Undergraduate courses (BDiv) must have a minimum of 800 pages of assigned readings 
and 9 pages of written assignments in addition to the course lectures.  
 
Graduate courses (MAET,MAEC, MATS, MDiv) must have a minimum of 1,000 pages of 
assigned readings and 12 pages of written assignments in addition to the course 
lectures.  
 
Postgraduate (ThM) courses must have a minimum of 1,800 pages of assigned readings 
and 15 pages of written assignments and include discipline-specific assigned readings 
and course lectures. ThM research seminars will move from an initial prospectus and 
draft to a final thesis of 50–100 pages. The completed thesis is then presented and 
defended before a panel of their program supervisor and one outside reader. 
 
Doctoral (ThD) courses must have a minimum of 1,800 pages of assigned readings and 
15 pages of written assignments and include discipline-specific assigned readings and 
course lectures. The curriculum for the ThD includes three academic years of research 
seminars, a comprehensive exam, and finally the completion and defense of a 150–250 
page dissertation that represents significant and original scholarly research in service of 
the church. 
 

Academic Freedom and Theological Triage Statement​
Emmaus affirms responsible academic freedom for its faculty within the bounds of its 
Statement of Common Belief and mission. Matters essential to historic Christian 
orthodoxy are non-negotiable; secondary and tertiary matters may allow charitable 
diversity consistent with institutional commitments. Any written exemption to the 
Statement of Common Belief by a current or proposed faculty member must be 
reviewed by the Provost and approved by the Board. All faculty will reaffirm the 
Statement of Faith annually in writing. 

 
Distance Education Faculty Training 
Emmaus Theological Seminary requires all faculty teaching in distance education 
formats to complete initial training in the Learning Management System (LMS) and 
synchronous instructional delivery prior to their first course assignment, with completion 
documented through annual contract affirmation or acknowledgment in the Faculty 
Handbook. Faculty also participate in annual refresher training that addresses regular 
and substantive interaction requirements and best practices in online pedagogy. The 
effectiveness of distance learning instruction is reviewed as part of regular semester 
touchpoints to ensure continued instructional quality and compliance. 
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Grading Rubric 
Grade 
Range 

Content (40%) Argument (40%) Presentation (20%) 

A+, A, 
A- 

Mastery 
Score: 36–40 

Clear; Logical; 
Comprehensive; 

Critical; Innovative; 
Persuasive 

Score: 36–40 

Almost no errors re: 
format, grammar, and 

syntax; Elegantly 
written 

Score: 18–20 
B+, B, 

B- 
Above-Average 

Grasp 
Score: 32–35 

Coherent; 
Well-stated 

Score: 32–35 

Several errors re: 
format, grammar, and 

syntax 
Score: 16–17 

C+, C, 
C- 

Adequate Grasp 
Score: 28–31 

Marginally coherent; 
Rudimentary; 

Minimal 
Score: 28–31 

Significant errors re: 
format, grammar, and 

syntax 
Score: 14–15 

D+, D, 
D- 

Low-Level Grasp 
Score: 24–27 

Incoherent; Illogical 
Score: 24–27 

Abundant errors re: 
format, grammar, and 

syntax 
Score: 12–13 

F Little-to-no grasp; 
fails to grasp basic 
concepts and omits 
required elements 

Score: 0–23 

Incomprehensible; 
Extremely illogical 

Score: 0–23 

Egregious errors re: 
format, grammar, and 

syntax 
Score: 0–11 

Grade 
__/100 

Content Subtotal 
__/40 

Argument Subtotal 
__/40 

Presentation Subtotal 
__/20 

 
Textbooks 
Textbooks required for individual classes will be posted in the individual class syllabus or 
uploaded to Populi. Students may access their course texts through Emmaus’s access to 
the Digital Theological Library (DTL) or secure physical textbooks from the bookstore or 
online distributor of their choice. Faculty should ensure that all required course texts are 
available to students through the DTL, or request that they be added. 
 
Digital Theological Library 
Emmaus students and faculty have access to a Digital Theological Library (DTL) which 
includes more than 1,400,000 books (including all required course texts), 104,000,000 
articles, 61,000 journals, and 150 databases as well as student introductions to those 
tools in the DTL, Populi (Emmaus’s Learning Management System), research guides, 
paper templates and more. These resources are made available in student syllabi as 
well as a student resource tab in Populi.  
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Emmaus core staff and administrators are also available to help students access and 
navigate these resources, including our part-time staff librarian as well as a volunteer 
university librarian consultant. This staff partners with Emmaus faculty to aid in student 
learning and formation. Part of the budgeted cost of our access to the Digital 
Theological Library includes up to one third of our dues being allocated to the 
acquisition of new materials at the direction of our staff to ensure that resources reflect 
the school’s core curriculum development, implementation, and evaluation.  
 
Emmaus also gives access to the AtlaSerials PLUS, Religion Collection particularly for 
students in its research programs (ThM and ThD). The Emmaus librarian can be 
contacted at library@emmausseminary.org for reference support, research assistance, or 
acquisition requests. 
 
Attendance Policy 
Faithful attendance to class is necessary for success in academic studies.  Students 
taking classes for credit should attend every class session. If a student knows they will 
be absent from class, they are expected to email the professor as soon as they are 
aware of the absence.  Students should then consult the syllabus and/or Populi to make 
up any assignment missed, and are responsible for any content missed. Four to Five 
absences will automatically result in a lowered letter grade. Six absences will result in an 
automatic F.  Students taking classes on an audit basis may attend as many or as few 
classes as they wish.  Courtesy still remains to email the Professor if not attending.  
 
Communio Intensive 
All credit students are required to attend the end of semester Communio Intensive 
(Friday evening and Saturday morning, specific dates may be found in course syllabi 
class schedules as well as the academic calendar in Populi). Auditors may choose to 
participate in all or none of the weekend but are encouraged to attend.  
 
All credit students are required to attend at least 66% of Communio Intensives during 
their time in the program in order to graduate. Communio Intensive courses (0 credits) 
autoregister as corequisites in Populi during Fall and Spring semesters. Communio 
attendance and participation counts as 100% credit of any semester’s Communio 
Intensive requirement. Excused absences may be approved by the Seminary and 
replaced with an assignment to honor the work and time of your fellow students and 
faculty. Make-up assignments may count towards 50% of that Communio’s credit. 
Unexcused absences will count as 0% of that semester’s Communio grade. Communio 
grades do not affect GPA in themselves, but may result in the reduction of the final 
course grades as much as a full letter grade. Repeated absences may forfeit the 
eligibility to receive financial aid from the Seminary.  
 
Recognizing the unique travel, visa, and financial burdens often faced by international 
students, eligible students residing outside the United States shall only be required to 
attend at least 50% of Communio Intensives during their time in the program in order to 
graduate, rather than the 66% otherwise required under the general policy. 
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For students traveling from outside of Cleveland, host-homes may be provided. Please 
complete the “Communio Housing Request Form” on Populi.   
 
Faculty are expected to attend the Communio of any semester in which they are 
teaching, and encouraged to attend all others when possible.  
 
Grading Scale 

Letter Grade Percent Grade 4.0 Scale 
A 95-100% 4.00 
A- 90-94% 3.67 
B+ 87-89% 3.33 
B 84-86% 3.00 
B- 80-83% 2.67 
C+ 77-79% 2.33 
C 74-76% 2.00 
C- 70-73% 1.67 
D+ 68-69% 1.33 
D 65-67% 1.00 
F 0-64% 0.00 

AU Audit Only 0.00 
I Incomplete 0.00 
L Failure due to language deficiency 0.00 
W Withdrawn after 4th day of class 0.00 

 
Add/Drop/Withdrawal 
A student may add a class within the first week of class, but not after the second class 
meets.  The student should contact the Professor immediately upon enrollment to 
determine what was missed during the first class.   
 
A student may change from audit to credit (and vice versa) by requesting the change in 
writing to the Provost within the first week of class, before the second class meets.   
 
A student may drop a class within the first two weeks of class by notifying the change in 
writing to the Provost, before the withdrawal date.  If a student drops the class the 
course will then be removed from the student’s transcript.   
 
A student may withdraw from a class by requesting the change in writing to the Provost 
by the halfway point of the class.  No refund will be given.  A “W” will then be recorded 
on the student’s transcript.   
 
Incompletes 
A student who wishes for an extension on coursework should discuss with their 
Professor. If an extension is agreed upon, the student should notify the Provost in 
writing before the last day of class to confirm Professor approval.   
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Course Evaluations 
Near the conclusion of each semester, students will be prompted to complete a Course 
Evaluation in Populi for the course(s) in which they are enrolled.  
 
Academic Integrity 
All students are expected to use consistent, academic style. Emmaus students are 
expected to use the Turabian Manual of Style. Papers must be composed in Times New 
Roman using #12 font size. Pages of text must be double spaced. Quotes and unique 
facts must be documented using footnotes.  
 
Students should consult the “Emmaus Paper Template and Guide” document on 
Populi’s home dashboard.  
 
All forms of academic dishonesty, including plagiarism, are strictly prohibited. 
Plagiarism is the misrepresentation of another’s work as one’s own. Plagiarism is any use 
of 4 or more words in a row from another author without quotation marks and 
subsequent citation. When the professor concludes that a student has plagiarized an 
assignment, the student will receive the grade of zero for the assignment, and the office 
of the Vice President for Student Affairs will be notified about the incident. The same 
actions apply to other acts of academic dishonesty such as cheating on examinations. 
Utilizing AI software, such as ChatGPT, to generate ideas or written content and pass 
them off as one’s own will also be considered plagiarism and will be disciplined in the 
same manner. In particular, using generative AI tools to substantially complete a written 
assignment or exam (e.g. by entering writing prompts, assignment descriptions, or 
questions) is not permitted. The use of AI software for personal study and editing 
purposes is permissible, so long as the student does not use it to produce any material 
that the student would in turn present as their own.  
 
Academic Probation 
At the conclusion of each semester, students whose term GPA is below 2.0 will be 
placed on academic probation.  The student will be notified via email.  If the student is 
on probation for two consecutive semesters, the student will be academically dismissed.   
 
Grade Appeals/Grievances 
Students can appeal their grades by submitting a written explanation to the Provost via 
email.  The Provost will forward the letter to the Dean who will request the student’s 
work be reviewed by another professor.  The Dean will notify the student of the 
outcome in writing within 14 days.   
 
Repeated/Failed Courses 
If a student repeats a course, their previous grade will be erased from their transcript 
and the new grade calculated into their cumulative GPA.   
 
Records and Transcripts 
Current and former students can view their grades, preform grade audits, and 
download unofficial transcripts in Populi. Visit your student profile for more information. 
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Student Right to Privacy 
Students of Emmaus have the right to contact the Provost in writing asking to: 
inspect and review their education records within 45 days of the day that Emmaus 
receives a written request for access; request an amendment to items in their education 
records that they believe are inaccurate or misleading; block disclosure of "directory 
information," except to the extent that FERPA authorizes disclosure without consent. 
 
Graduation and Matriculation 
Students who wish to earn a degree from Emmaus should complete a Graduation 
Application Form at least 3 months prior to their expected graduation date (the Friday 
of Communio). Students are charged a $100 graduation fee which covers the cost of the 
diploma and regalia (excluding ThD). ThD students may rent or buy their doctoral 
regalia, and should consult the Provost’s office for details. All outstanding tuition, fees, 
and other payments must be paid for a student to be eligible to graduate. All enrolled 
units must be completed and any cross credit applications processed before a student 
is eligible to graduate. Students with outstanding assessments and results will not be 
able to graduate. If Emmaus students wish to transfer their credits to an accredited 
seminary with which Emmaus has an articulation agreement, the students should 
contact an Advisor at that seminary regarding their graduation requirements and fees.  
 
Students with Disabilities 
Students with a documented physical or learning disability should provide 
documentation in writing to the Provost who will meet with the student to discuss 
accommodations in the classroom and communicate accordingly to professors. 
 
Academic Advising 
The purpose of academic advising is to support students in achieving their educational 
and vocational goals in alignment with the Seminary’s Mission, academic policies, and 
degree requirements. Advising fosters student success through intentional guidance, 
planning, and mentoring. 
 
Each student is assigned a faculty advisor upon admission, typically within the student’s 
degree program or area of interest. Advisor assignments are made by the Provost/VP of 
Academic Affairs. Changes in advisor assignment may be made upon student request 
and with approval of the Provost. 
 
Advisors are expected to: Meet with students to review the Seminary’s Mission, 
academic expectations, and degree requirements; Assist students in developing an 
academic plan that aligns with their vocational goals; Meet with students as needed to 
review course registration, progress toward degree completion, and academic standing; 
Inform students of policies on course loads, prerequisites, academic probation, and 
transfer credit; Provide spiritual and vocational mentoring, connecting academic 
learning with ministry practice; Direct students to appropriate campus resources 
(Registrar, Student Services, Digital Library, Financial Aid) as needed; Consult with the 
Provost if a student demonstrates persistent academic or personal challenges. 
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Syllabi Development and Approval 
To ensure consistency, academic quality, and mission alignment in all courses, Emmaus 
Theological Seminary requires that all syllabi and course materials follow approved 
formats and undergo faculty and Provost review. Faculty will be provided with syllabi 
templates and standards including course descriptions, student learning outcomes, 
course load requirements, and other relevant information.  
 
The Provost reviews syllabi for general alignment with the Seminary’s theological 
commitments as well as academic rigor and appropriateness for the course level in all 
textbooks, additional readings, and assignments.  
 
Faculty must submit completed syllabi and textbook requests at least 4 weeks before 
the start of the semester to allow for review and revisions if necessary. Approved syllabi 
will be posted to the course channel on Populi. 
 
Accreditation 
Emmaus Theological Seminary is a member of the Transnational Association of Christian 
Colleges and Schools (TRACS) [15935 Forest Road, Forest, VA 24551; Telephone: (434) 
525-9539; e-mail: info@tracs.org], having been awarded Candidacy as a Category IV 
institution by the TRACS Accreditation Commission on April 28, 2026. This status is 
effective as of January 1, 2026, and is good through December 31, 2030. TRACS is 
recognized by the United States Department of Education (ED), the Council for Higher 
Education Accreditation (CHEA), and the International Network for Quality Assurance 
Agencies in Higher Education (INQAAHE). 
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INSTITUTIONAL PLANNING AND ASSESSMENT 
 
Budget Development and Strategic Alignment Policy 
Emmaus Theological Seminary maintains a budget development process intentionally 
aligned with its Strategic Plan. The Chief Financial Officer meets quarterly with the 
Cabinet for financial review and planning, and Strategic Plan goals initiate and shape 
budget proposals by mapping institutional priorities to specific line items within the 
annual budget and long-term financial planning. The Cabinet drafts the proposed 
budget prior to submission to the Board for approval.  
 
Assessment Plan 
Emmaus Theological Seminary is committed to continuous institutional improvement 
and faithful stewardship of its mission: to form students for Christocentric ministry 
through theological competence, spiritual transformation, and mature integration. The 
Assessment Plan provides a framework for measuring institutional and educational 
effectiveness, ensuring that outcomes are achieved consistently across programs, 
delivery methods, and operational areas. 
 
This plan fulfills the expectations of the Transnational Association of Christian Colleges 
and Schools (TRACS)—particularly Standards 8 (Educational Programs), 12 (Student 
Learning and Institutional Outcomes), 13 (Institutional Effectiveness), and 17.11 (Public 
Disclosure)—as well as the Ohio Department of Higher Education (ODHE) requirements 
for educational effectiveness, student achievement, and integrity in reporting. 
 
Assessment Cycle 
Emmaus operates on a five-year rolling cycle integrating multiple layers of review: 
 

Cycle Element Focus Frequency Responsible Party 

Course- & 
Program-Level 
Review 

Student learning outcomes, 
curriculum effectiveness 

Annual Faculty 

Institutional Vision Faith Statement, Mission and 
Name, Institutional 
Objectives, Strategic Plan, 
and Assessment Plan 

Every 3 years  President & Board 

Institutional Review Mission fulfillment, 
enrollment, retention, 
finance, support 

Annual Cabinet & Assessment 
Committee 

Comprehensive 
Program Review 

Deep evaluation of 
curriculum and outcomes 

Every 3 years 
(undergrad) / 5 
years (grad) 

Provost & Faculty Council 
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Strategic 
Alignment Review 

Links assessment findings to 
Strategic Plan goals 

Annual President & Board 

 
Student Learning Assessment 
Student learning is evaluated through both direct and indirect measures, ensuring that 
every program demonstrates achievement of its stated outcomes.  
 
1. Direct Measures 

●​ Course-embedded rubrics and signature assignments. 
●​ Capstone projects and theological reflection papers. 
●​ Supervised ministry evaluations by faculty and mentors. 
●​ Comprehensive exams or thesis defense (as applicable). 

2. Indirect Measures 

●​ Graduating student surveys. 
●​ Alumni and employer feedback. 
●​ Ministry mentor evaluations. 
●​ Student course evaluations. 

Planning and Oversight 

●​ The President oversees institutional effectiveness and ensures assessment results 
inform strategic decisions. 

●​ The Provost leads academic assessment, supervises the Faculty Council and 
Assessment Committee, and maintains the assessment archive. 

●​ Faculty conduct course- and program-level assessments, record results, and 
implement improvements. 

●​ The Assessment Committee synthesizes results, prepares the annual Assessment 
Report, and ensures alignment with TRACS and ODHE standards. 

●​ The Board of Directors reviews results and approves institutional priorities 

Documentation and Evidence Management 

All assessment data and reports are maintained by the Provost’s Office in an electronic 
assessment archive. 

●​ Course-level materials (syllabi, rubrics, anonymized student samples) are 
retained for three years. 

●​ Program-level reviews, surveys, and annual reports are retained for seven years. 
●​ Annual assessment summaries are included in the institutional data dashboard 

and archived for Board and accreditation review. 
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Each syllabus includes: 

●​ Clearly stated course outcomes linked to program and institutional outcomes. 
●​ Documentation of contact hours and workload in alignment with the federal and 

ODHE definition of a credit hour. 
●​ Evidence of accessibility, learning resources, and regular and substantive 

interaction for distance education delivery. 

Program Review 

Formal Program Review occurs every three years (undergraduate) or five years 
(graduate), ensuring each academic program: 

1.​ Demonstrates sustained learning outcome achievement. 
2.​ Maintains curricular coherence and relevance. 
3.​ Shows consistent student retention and graduation rates. 
4.​ Integrates alumni and mentor feedback. 
5.​ Aligns with faculty qualifications and resource needs. 

Each review includes, at minimum, evaluation of enrollment trends, retention and 
completion rates, Program Learning Outcome (PLO) achievement data, faculty 
credentials and qualification alignment, and budgetary alignment with program 
sustainability and institutional strategic priorities. 

Program Reviews result in written reports with recommendations to the President and 
Cabinet. Findings are used to inform budget allocations, faculty development, and 
academic planning. 

D. Use of Results and Closing the Loop 

Assessment is meaningful only when it leads to action. Each year, after reviewing 
findings: 

●​ Faculty identify changes in course design, pedagogy, or sequencing. 
●​ Administrators identify improvements to student services, facilities, and resource 

support. 
●​ Cabinet integrates assessment findings into the annual strategic priorities and 

budget planning cycle. 
●​ The President reports outcomes and improvement actions to the Board. 

Follow-up documentation tracks implementation and evidence of improvement, 
ensuring that every recommendation leads to measurable progress. 

V. Distance Education and Modality Comparability 
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Emmaus also delivers courses in synchronous distance format. To ensure equivalence 
across delivery methods: 

●​ Course outcomes and assessments are identical for all modalities. 
●​ Faculty provide evidence of regular and substantive interaction in online 

formats. 
●​ Student learning data are disaggregated and compared between in-person and 

synchronous courses each term. 
●​ Any variance greater than 5% in assessment results prompts review and 

corrective action. 

Public Disclosure of Student Achievement 

Consistent with TRACS Standard 17.11 and ODHE transparency expectations, Emmaus 
publishes annually on its website: 

●​ Retention and graduation rates. 
●​ Post-graduation placement rates. 
●​ Student learning achievement summaries. 
●​ Summary of institutional effectiveness measures and improvements. 

The data are reviewed by the President and Assessment Committee prior to publication 
to ensure accuracy and integrity. 
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RESEARCH PROGRAM DETAILS 
 
ThM Seminar Phase 
Each ThM student must complete 3 hours of foundational methods practicums in their 
first two semesters, and 12 hours of core research seminars, or core seminar 
equivalencies (e.g. TH 602 in place of TH 601). 
 
ThM Research Practicums: (1 Credit Each) 

●​ Foundations of Research (MP 601) 
●​ Writing for the Church (MP 602)  
●​ Teaching in the Church and Higher Education (MP 603) 

or 
●​ Foundational Methods (MP 604) (3 Credits) 

 
ThM Core Seminars: 

●​ Biblical Theology for the Church (BT 601) 
●​ Historical Theology for the Church (CH 601) 
●​ Dogmatic Theology for the Church (TH 601) 
●​ Practical Theology for the Church (PT 601) 

 
ThM Thesis Phase 
After the completion of their core seminars, ThM students may prepare for the research 
and writing of their ThM thesis. ThM students may concurrently enroll in their Thesis 
Reading Seminar (RP 601)—in which no less than 3,000 pages of primary and secondary 
literature are assigned including monographs, research journals, dissertations, and other 
material as deemed suitable by the thesis supervisor—and their Research Seminar I (RP 
602)—in which they work with their supervisor on expanding an initial prospectus into a 
rough draft. Then they work to refine, submit and defend their thesis in their Research 
Seminar II (RP 603) 
 
Thesis Seminars: 

●​ Thesis Reading Seminar (RP 601)  
●​ Research Seminar I (RP 602) 
●​ Research Seminar II (RP 603) 

 
The thesis must adhere to the Turabian Manual of Style. 
 
The body of the thesis should be greater than 50 pages, but not exceed 100 pages 
double spaced, using Times New Roman 12 point font. 
 
The thesis must include a title page, approval sheet, abstract, table of contents, and 
bibliography. 
 
The thesis may include a dedication page, preface, and relevant appendices.  
 
Defense drafts may be submitted by February 1 (Spring) or September 1 (Fall). 
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Thesis defense committees are determined between the candidate, their supervisor, 
and the ThM office. In most cases, defenses will have two readers: the candidate’s 
supervisor and an internal reader, though an additional external reader may be 
requested. The supervisor will send potential readers an informal request prior to 
defense draft submission. 
 
Readers will be given four weeks to return their comments, after which the oral defense 
may be scheduled.  
 
Candidates who fail their thesis defense or otherwise are unable to complete their 
thesis in the two semesters initially allotted, may register for Research Seminar II (RP 
603) up to three additional semesters.  
 
Candidates who fail their thesis defense three subsequent times will be awarded a 
compensatory MA. 
 
 
ThD Seminar Phase 
Each ThD student must complete 3 hours of foundational methods practicums in their 
first two semesters, 21 hours of ecclesial research seminars, and 12 hours of ecclesial 
theology elective seminars. Completion of the Emmaus Master of Theology in Ecclesial 
Theology (ThM) may reduce seminar requirements. 
 
Doctoral Foundations Core Practicums: (1 Credit Each) 

●​ Foundations of Research (MP 701) 
●​ Writing for the Church (MP 702) 
●​ Teaching in the Church and Higher Education (MP 703) 

or 
●​ Foundational Methods (MP 704) (3 Credits) 

 
Ecclesial Theology Core Research Seminars: 

●​ Biblical Theology for the Church (BT 701) 
●​ Historical Theology for the Church (CH 701) 
●​ Dogmatic Theology for the Church (TH 701) 
●​ Practical Theology for the Church (PT 701) 
●​ Ecclesial Theology (TH 702) 
●​ Ecclesial Theology of the Word (TH 703) 
●​ Ecclesial Theology of Liturgy and Sacraments (TH 704) 

 
Ecclesial Theology Elective Seminars:  (12 Credit Hours) 

●​ Historical Profiles of the Pastor Theologian (CH 702) 
●​ Theology of Pastoral Ministry (PT 702) 
●​ Ecclesial Theology in Global Contexts (MS 701) 
●​ Virtue and Ecclesial Formation (ET 701) 

 
The student should discuss dissertation topics with the faculty throughout the seminar 
stage of the program. As soon as a viable topic is identified, the student should begin 
to conduct initial research to test its potential. Based on the research topic, the student 
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should select, or be assigned, a ThD Supervisor in consultation with the head of the 
program.  
 
ThD Comprehensive Examinations 
Emmaus ThD comprehensive examinations are a combination of written and oral 
components and are designed to demonstrate competency in ecclesial theology at 
large as well as expertise in the student’s area of research.  
 
Students who fail to demonstrate competency in these areas will be permitted to retake 
their comprehensive examinations once. After two failures, the student may work 
towards a ThM thesis or otherwise withdraw from the program.   
 
After the successful completion of comprehensive examinations, ThD Students become 
ThD Candidates (ABD).  
 
ThD Prospectus 
After completing their coursework and comprehensive examinations, ThD Candidates 
may submit a dissertation prospectus outlining a dissertation that represents significant 
and original scholarly research in service of the church.  
 
The student should determine that no other dissertation has been written about the 
proposed topic, has treated the topic in the same way, and has drawn similar 
conclusions. The student should complete a dissertation search using Dissertation 
Abstracts, in addition to the normal processes of building a bibliography using indexes, 
catalogs, and the bibliographies and footnotes of works consulted. The student may 
need to use other resources to discover dissertations completed abroad. 
 
The student begins by identifying the research question, followed by the establishment 
of the method of research and resulting thesis statement (proposed answer to the 
research problem). Out of the thesis statement flow the dissertation’s argument, 
structure, and title.  
 
The title of the dissertation should be concise and clear. 
 
The prospectus must carefully communicate the purpose and methodology of the 
investigation. The student may make some minor modifications later as the dissertation 
develops, in consultation with their supervisor.  
 
The prospectus includes proposed chapter divisions, detailing each chapter’s 
subheadings.  
 
A working bibliography will receive careful scrutiny. The bibliography should be 
sufficiently detailed to indicate that enough material exists to develop the dissertation. 
Primary sources should receive special attention. Students must not overlook foreign 
sources in the preparation of the bibliography. The prospectus should give the faculty 
confidence that the student has read widely from the bibliography and possesses 
sufficient maturity to articulate the general direction of the research. 
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The prospectus must adhere to the Turabian Manual of Style. 
 
The body of the prospectus should not exceed 26 pages double spaced, using Times 
New Roman 12 point font. 
 
The prospectus must include the proposed title page. 
 
ThD Dissertation Phase 
The student preparing a dissertation must enroll each semester in Dissertation Research 
and Writing. Each semester the supervisor sets objectives by which the student’s work 
will be graded. If the work fails to meet expectations, the supervisor notifies the ThD 
office which places the student on probation. Normally, two successive semesters on 
probation result in termination from the program. 
 
The ThD dissertation must argue for a clearly articulated thesis which constitutes a 
contribution to scholarship in its field. It should demonstrate the candidate’s ability to 
design a viable research project, pursue the research in relative independence, and 
write with clarity and force. 
 
The dissertation must adhere to the Turabian Manual of Style. 
 
The body of the dissertation should be greater than 150 pages, but not exceed 250 
pages double spaced, using Times New Roman 12 point font. 
 
The dissertation must include a title page, copyright page, approval sheet, abstract, 
table of contents, and bibliography. 
 
The dissertation may include a dedication page, preface, and relevant appendices.  
 
Defense drafts may be submitted by February 1 (Spring) or September 1 (Fall). 
 
Dissertation defense committees are determined between the candidate, their 
supervisor, and the ThD office. In most cases, defenses will have three readers: the 
candidate’s supervisor, an internal reader, and an external reader who is an expert in the 
field. The supervisor will send potential readers an informal request prior to defense 
draft submission. 
 
Readers will be given four weeks to return their comments, after which the oral defense 
may be scheduled.  
 
Candidates who fail their dissertation defense three subsequent times will be awarded a 
compensatory ThM. 

FACULTY AND STAFF INTEGRITY POLICIES AND PROCEDURES 

Standards of Conduct 
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As a Christian community, Emmaus has characteristics and structures which express its 
nature, enhance its purpose, and provide for the life and growth of its students, faculty, 
and staff. The distinctives of the Emmaus community include commitment to the 
authority of the Word of God, the dignity of persons and the mutual support of fellow 
believers. These characteristics of community life are based upon: 
 

1. Principles derived from Scripture 
2. Insights discerned from various academic disciplines 
3. Awareness of contemporary societal trends 
4. Appreciation for the ecclesial context of the seminary and its constituency 

 
Membership in the Emmaus community offers unique privileges and implies unique 
responsibilities. These privileges include opportunities for academic, personal, and 
spiritual growth.. These responsibilities involve both general patterns of community 
lifestyle and particular requirements regarding specific activities. The standards of the 
seminary are very demanding, beyond normal societal standards. Faculty and staff 
assume the responsibility to maintain the Emmaus Standards of Conduct as outlined 
below, those established by the employee’s local church, and others as announced. 
These standards allow employees to affirm the authenticity of their commitment to the 
community, to learn to trust themselves and to let their word be trusted, that is, to grow 
in integrity by maintaining congruence between their life and these standards. 
 
Scripture sets the overall parameters for Christian community that include love, joy, 
peace, patience, kindness, generosity, faithfulness, goodness, and self-control. In 
relationships with each other, community members are expected to practice 
compassion, to bear one another’s burdens, to forgive one another, and to encourage 
one another. In relation to the material world, they are expected to exercise good 
stewardship and appropriate use of resources. 
 
These expectations are in contrast to sins such as jealousy, gossip, conceit, greed, the 
sowing of discord, and the expressing of prejudice based on race, creed, ethnic origin, 
sex, and/or socio-economic status. All such sins are an affront to God and are 
destructive to the community. 
 

1. Practices, which are specifically forbidden in Scripture, will not be condoned, 
such as dishonesty, theft, pre-marital sex, abortion, adultery, homosexual 
behavior, use of pornography, profanity, gossip, racism, and infringement upon 
the rights of others. 

 
2. In a Christian academic community, academic dishonesty, including cheating, 
plagiarism, and misappropriation of library materials, is regarded as a serious 
violation. Please see the policy on Academic Dishonesty for more information. 

 
3. Discrimination and harassment of any type toward any individual (including 
domestic relationships) will not be tolerated by the institution. This includes any 
form of verbal, physical, written (including electronic transmissions) abuse, 
threats or stalking. This also may include a persistent pattern of behavior 
directed at another individual that distresses, frightens, or is in some manner 
inappropriate or threatening. Examples of this include, but are not limited to, 
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hate speech, abuse because of one’s race, religion, nationality or disability. In 
the event of threats or the potential of stalking, Emmaus reserves the right and 
responsibility to contact law enforcement agencies. 

 
Policy On Academic Dishonesty 
The community at Emmaus Theological Seminary promotes a commitment to integrity 
in all areas of life. Academic integrity is essential in the search for and promotion of 
truth. This pursuit of truth, while being an important goal in itself, is integral to other 
essential beliefs foundational to the Emmaus community: (1) all individuals, being in the 
image of God, are to be respected for their intellectual contributions; (2) the use of 
one’s God-given talents is the responsibility of every individual, and, for the Christian, 
excellence is a sacrifice to the Lord Jesus Christ to the glory of God; and ​​ ​
(3) relationships within our community are to be nurtured in an environment of trust.  
Therefore, no form of plagiarism or cheating will be condoned within the Emmaus 
community. Plagiarism is defined in this handbook’s Academic Integrity Policy as well as 
in individual course syllabi.  
 
In the case of breaches of academic honesty such as plagiarism or cheating on 
examinations, the matter will be reported to the Provost. Emmaus is committed to 
fairness, due process, and proper compassion. At the same time, given its objectives, 
Emmaus cannot overlook failure of personal integrity in members of the community and 
will deal with them in a manner that seeks the best interests of all concerned. Students 
should be advised that normally in cases of plagiarism the penalty shall be a “0" for the 
paper and an “F” for the course, while plagiarism on a thesis or dissertation shall result 
in rejection of the project. Normally cheating on an examination (mid-term, final, or 
other tests) shall result in a “0" for the exam and an “F” for the course. Academic 
dishonesty may further lead to dismissal from the Seminary. 
 
Social Media and Digital Presence 
Emmaus faculty and staff are expected to maintain consistent character online as well as 
offline. Emmaus may investigate any information brought to the attention of Seminary 
officials when individuals have allegedly been involved in violating federal, state or local 
law(s), Emmaus’s community expectations or actions that harass, harm and/or 
discriminate against other individuals. This may include information found on personal 
websites, Facebook, Instagram, Twitter or other online posts. Employees should refrain 
from any online activity which might harm their gospel integrity and may be asked to 
remove or delete online posts which violate this policy. Repeated or severe violations 
may result in further disciplinary action. 
 
Policy on Mandatory Reporting 
All Emmaus community members including all students, staff, and faculty are required 
to immediately contact the Police if they are observer or hearer of the following 
incidents: 

● Assault (including child abuse) 
● Battery 
● Sexual assault (including but not limited to rape and child sexual abuse) 
● Murder, or attempted murder. 
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Immediately after contacting the Police, the nearest faculty and/or staff must also be 
notified so that they can be aware that the Police have been called, assist them 
accordingly, and can contact all other necessary Seminary officials. 
 
In addition, all Emmaus community members including all students, staff, and faculty 
are also required to immediately report the following incidents to Seminary officials . 

● Illegal activity, including but not limited to theft, illegal drug possession or 
use, sexual or physical assault. 
● Any situation judged to be dangerous or threatening for a student or the 
community, including but not limited to a suicide threat, bomb threat, or 
possession of a weapon. 

 
Individuals who have been sexually assaulted or are in immediate danger should do the 
following: 

1.​ Get to a safe place. After experiencing a traumatizing event such as sexual 
assault, it can be important to find a place where you feel comfortable and safe 
from harm. This could be your home, friend’s room, local hospital, or police 
station, among others. 

2.​ Remember: sexual assault is never the survivor’s fault. Use these resources to 
assist you in taking action. 

3.​ Call ​9-1-1.​ If you would like assistance in filing a report with local police, please 
contact a faculty or staff member. The Seminary encourages individuals to call 
the police because your safety, health, and well-being are of the utmost 
importance. Calling the police does not relinquish your right to confidentiality or 
to not press charges. 

4.​ Seek medical attention to check for injuries and to collect evidence.  
5.​ For the purposes of evidence collection, we suggest that you avoid drinking, 

eating, showering, brushing your teeth, combing your hair, changing your 
clothes. If you have done any of these things, evidence may still be collected 
and it remains important for you to seek medical attention. If you have changed 
your clothes, take the clothes you were wearing at the time of the assault to the 
hospital in a paper bag. If you have not changed your clothes, it may be a good 
idea to bring a change of clothes to the hospital. 

6.​ Contact a Seminary official as soon as possible via phone, email, or in person so 
that we can process any necessary reports, cooperate with law enforcement, and 
take appropriate action to care for you and help ensure the safety of others. 

 
Sexual Harassment and Abuse 
Emmaus defines sexual harassment as unwelcome sexual advances, requests for sexual 
favors, and other verbal or physical conduct of a sexual nature when, for example: 

●​ Submission to such conduct is made a term or condition of an individual’s 
employment or grades; or 

●​ Submission to or rejection of such conduct is used as a basis for 
employment or academic decisions; or 

●​ Submission to or rejection of such conduct has the purpose or effect of 
unreasonably interfering with an individual’s work performance or studies, 
or creating an intimidating, hostile, or offensive work or learning 
environment. 
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Sexual harassment may include a range of subtle and not so subtle behaviors and may 
involve individuals of the same or different sexes. These behaviors may include, but are 
not limited to: unwanted sexual advances, subtle or overt pressure for sexual favors, 
sexual jokes, innuendos, advances or propositions, verbal abuse of a sexual nature or 
about a person’s life style, graphic commentary about a person’s body, sexual prowess 
or sexual deficiencies, leering, whistling, touching, pinching, assault, coerced sexual 
acts, or suggestive, insulting or obscene comments, gestures, pictures, cartoons, 
photographs, objects or other conduct of a sexual nature. 
 
Procedure for Filing Complaint of Discrimination/Sexual Harassment 
Emmaus cannot respond to sexual and other harassment of which it is unaware. It is 
imperative for an employee or student with a concern involving potential sexual 
harassment or other harassment to promptly make use of this complaint procedure. 
Employees and students should report harassment before it becomes severe or 
pervasive. 
 
An employee or student may report a complaint or concern to any/all of the following: 

1. To their supervisor/advisor 
2. To theVP of Academic Affairs or President 
3. To any senior leadership team member 

 
Follow-up and/or an investigation of the complaint will be initiated as soon as possible. 
 
Confidentiality will be guarded to the extent possible, although it may be necessary to 
discuss the allegations in order to conduct a thorough and impartial investigation. If the 
investigation confirms the allegations, Emmaus will take disciplinary action against the 
harasser, up to and including termination or expulsion, and reporting any and all 
criminal activity to the appropriate legal authorities.  
 
Emmaus will not tolerate any form of retaliation against a student or other person for 
reporting sexual harassment, assisting in making a sexual harassment complaint, or 
cooperating in a sexual harassment investigation. Retaliation based on an employee or 
student reporting any other form of harassment is also prohibited. 
 
Consensual Relationships 
Intimate or romantic relationships between employees, or between employees and 
students, even when within the bounds of acceptable Christian conduct, may 
nonetheless pose potentially serious moral, ethical and legal concerns to the individuals 
and to the institution. 
 
Where a power differential between the parties exists, even consensual relationships 
may constitute sexual harassment if the effect of such a relationship interferes with an 
individual‘s academic or professional performance or if it creates an intimidating 
environment. Further, conflicts of interest or breaches of professional ethics may arise if 
one party to the relationship evaluates the work or academic performance of the other, 
during the relationship or even after it ends. This includes situations in which a faculty 
member teaches a student or employee with whom he or she has had a relationship.  
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Employees are cautioned that such relationships could potentially result in a harassment 
charge, and could result in the individual with the power in the relationship bearing the 
burden of responsibility. The institution recommends that where such relationships 
develop, the individual in a position of authority notify his or her supervisor and that he 
or she surrenders responsibility for evaluation. Further, where an employee is called 
upon to supervise an individual with whom he or she has had a romantic relationship, he 
or she should discuss this with a supervisor. The institution discourages romantic 
relationships between faculty members and students, and discourages faculty members 
teaching students with whom they have or have had an intimate or romantic 
relationship. 
 
Policy on Seminary Violence Prevention 
Emmaus Theological Seminary is committed to a safe and secure environment for all 
employees, students, and visitors​. ​Conduct ​that ​threatens the health or safety of any 
person, or creates a reasonable fear that such a result will occur, including but not 
limited ​to: ​acts of violence, threats of violence, possession of weapon(s) on Seminary 
controlled property without proper written authorization, threatening behavior​, ​and/or 
reckless disregard for ​the health or safety of any person are not acceptable conduct at 
Emmaus Theological Seminary ​and will not be tolerated. Violation of this policy and/or 
the Standards of Conduct will ​result ​in disciplinary action up ​to ​and including 
termination of employment and/or dismissal from the Seminary. 
The entire Seminary community shares the responsibility for a safe and secure campus. 
Knowledge of violent acts or threats planned or ​carried ​out are to be reported to 
supervisors or other appropriate campus administrators ​immediately. ​In their absence or 
in the case of emergency, Police (9-1-1) should be contacted. 
 
Violence is the use of physical force or activity that causes harm, damage, or abuse of 
an individual or property. This includes physical force and/or activity, which cause 
mental anguish. 
 
Threat or Threatening Behavior​: ​A threat is any statement or action, expressed or 
implied, that could cause a reasonable person to fear for the safety of him/herself, that 
of another person, and/or Seminary property. Examples of threats include, but are not 
limited to words or actions which intimidate; harassment; stalking or following someone 
with the intent to harass, intimidate, harm, or cause other malicious activity; and the use 
of communication mediums to threaten such as telephone, fax, electronic or 
conventional mail. 
 
Weapons are not permitted on Seminary controlled property except for purposes of law 
enforcement and as specially authorized for purposes of instruction, research, or service 
and as approved in writing by the Seminary President​. 
 
Prohibited weapons include but are not limited to any: (l) firearm, firearm ammunition, 
BB gun, pellet gun, paintball gun, tear gas gun, stun gun, taser, or other dangerous or 
deadly device of similar type; (2) knife with a blade of at least 3 inches in length (except 
an ordinary eating utensil), dagger, dirk, switchblade knife, stiletto, ax, hatchet, or other 
deadly or dangerous weapon or instrument of similar type; (3) bludgeon, blackjack, 
slingshot, sandbag, sandclub, metal knuckles, billy club, throwing star, nunchaku, or 
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other dangerous or deadly weapon of similar type​, ​(4) bomb, bombshell, grenade, 
firework, bottle or other container containing an explosive, toxic, or noxious substance, 
(other than an object containing a non-lethal ​noxious liquid, gas, or substance designed 
solely for personal defense possessed by a person 18 years of age or older); (5) souvenir 
weapon or other weapon that has been rendered permanently inoperative; and any 
weapons deemed illegal by state or federal law.  
 
Grievances  
It is the policy of Emmaus Seminary to maintain a healthy and harmonious work 
environment that is free of intimidation and harassment. Emmaus Seminary encourages 
employees to express concerns directly with their immediate supervisor (see Open Door 
Policy).  
Employees who do not feel as though their concern has been satisfactorily addressed 
through the Open Door Policy may follow the procedure below:  
 

1. Submit a written grievance to his/her immediate supervisor containing the 
facts of the grievance, policies/procedures that have been violated, and a 
proposed resolution. The immediate supervisor will provide a written resolution 
to the employee within 3 business days.  
2. If the employee is not satisfied with the response from step 1, the employee 
may submit the written grievance to any member of senior staff. Senior staff will 
then formulate a plan and respond to the employee within 10 business days. 
The decision will be given to the employee in writing and will become part of 
the employee’s personnel folder.  

​ ​ ​  
Personal Appearance  
Employees of Emmaus Seminary are to present a clean and professional appearance at 
all times when representing Emmaus Seminary. The dress code is flexible; however, staff 
members are expected to dress appropriately and in a manner that upholds the 
integrity of Emmaus Seminary. Dress of each employee should be appropriate for the 
requirements of the job and the nature of the employee’s activities or meetings.  
 
While Emmaus Seminary has no specific policy guidelines regarding other personal 
appearance items (including but not limited to: hair styles or color, piercings, tattoos, 
facial hair, etc.), it reserves the right to determine whether such items are outside the 
boundaries of what is considered acceptable for the culture of Emmaus Seminary.  
 
Cleanliness, good personal hygiene and grooming are required. Questions regarding 
what is considered appropriate attire should be directed to your immediate supervisor. 
 
Seminary Property  
Emmaus Seminary property shall be defined as any piece of equipment, furnishing, 
vehicle, building or supply which is leased, owned, donated or otherwise in the 
custodial care of Emmaus Seminary. It is the responsibility of each employee to 
maintain their work environment in an orderly fashion and follow Emmaus Seminary 
guidelines to ensure proper use and maintenance. Should any employee have 
knowledge of any misuse, they must notify their immediate supervisor immediately.  
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No employee shall use Emmaus Seminary property for personal use unless specific 
permission has been granted. Should permission be granted, the employee is 
responsible for the return and care of the loaned property. Senior staff retain sole 
discretion in making a determination as to whether this provision has been violated. 
Should an employee damage or destroy Emmaus Seminary property in the course of 
their personal use of the property, the employee is responsible for repairing or 
replacing the property.  
 
Any employee found to neglect or misuse Emmaus Seminary property may be subject 
to discipline, up to and including termination. Misappropriation of Emmaus Seminary 
property is grounds for possible criminal action.  
Any seminary-owned property (i.e. keys, credit card, computer, etc.), which have been 
issued to an employee in order to perform their job, remain the property of Emmaus 
Seminary. It is the employee’s responsibility that these items be used solely by the 
employee for business use and remain in proper functioning order. All Emmaus 
Seminary owned items must be returned to Emmaus Seminary at the time of 
termination of employment. 
 
Purchasing  
Only authorized persons may purchase supplies in the name of Emmaus Seminary. No 
employee whose regular duties do not include purchasing shall incur any expense on 
behalf of Emmaus Seminary without approval from his or her immediate supervisor. The 
purchase of a single item totaling $100 or more requires the approval of senior staff. 
Any purchase of items totaling $200 or more likewise requires the approval of senior 
staff.  
 
All purchases must serve to further the mission of the seminary, or as part of the 
employee’s professional development. No purchase with seminary funds can be for the 
employee’s personal gain or profit.  
 
Internet and Computer Usage  
Use of Emmaus Seminary’s computer equipment, email system, intranet and internet 
access to transmit, download, retrieve or store any communications or materials that are 
a violation of Emmaus Seminary’s policy, contrary to Emmaus Seminary’s best interests, 
or is a violation of federal or state law is prohibited. Examples of prohibited material 
and communication include:  

• Discriminatory or harassing messages or materials of any kind  
• Sexually-explicit, pornographic, or obscene messages, cartoons, jokes, or 
images  
• Defamatory or libelous messages  
• Communications that disclose confidential information  
• Messages or materials that contain abusive, profane, or offensive language  
• Any message or material that could be construed as harassment or 
disparagement of others based on sex, race, age, national origin, disability, 
political beliefs, etc.  
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Emmaus Seminary email, intranet, and internet access should not be used to solicit 
outside business, personal causes, outside organizations, or other non-Emmaus 
Seminary related solicitation.  
 
Emmaus Seminary owned computers may be used for limited personal use in most 
cases. All computer purchases (including laptops, tablets, etc.) will be made centrally.  
Emmaus Seminary does not advocate nor will it tolerate any form of copyright 
infringement. Seminary owned equipment may not be used to unlawfully copy or 
reproduce materials for ministry or personal use.  
 
Employees are given computers and internet access to assist them solely in the 
performance of their job. Employees shall have no expectation of privacy in anything 
they create, store, send or receive via the email system using Emmaus Seminary 
computer equipment. The network is the property of Emmaus Seminary and should be 
used for Emmaus Seminary purposes only. This policy shall also apply to voicemails and 
other data received or created within seminary communication or information systems.  
Emmaus Seminary reserves the right to monitor and log onto any and all aspects of its 
computer system, including, but not limited to, monitoring internet sites visited by 
users, monitoring file downloads, and all communications sent and received by a user.  
 
Children in the Workplace  
The safety of children is of special importance to Emmaus Seminary. Staff members who 
bring their children to the seminary during office hours must keep them under constant 
supervision. Your direct supervisor must approve exceptions to this policy.  
 
Safety Conditions  
Emmaus Seminary strives to provide a clean, hazard-free, and safe environment for 
employees in accordance with the Occupational Safety and Health Act of 1970. Each 
employee is expected to take an active role in maintaining this safe environment. 
Employees must observe all posted safety rules, adhere to all safety instructions, and 
properly use safety equipment when required. Workspaces must be kept neat, clean 
and organized. 
 
Each employee is required to comply with all safety rules observed by Emmaus 
Seminary, assist in maintaining a hazard-free environment, immediately inform 
supervisors of any accidents or injuries, and report any unsafe equipment, working 
conditions, processes, procedures, or potential breach of safety to a supervisor.  
Any employee may report safety violations or injuries anonymously to a supervisor, if he 
or she is not the injured or violating party. No employee will be punished or 
reprimanded for reporting safety violations or hazards.  
 
Employees are expected to obey safety rules and exercise caution and common sense 
in all work activities. Employees must immediately report any unsafe conditions to their 
supervisor. Employees who violate safety standards, cause hazardous or dangerous 
situations, or fail to report or—if appropriate—remedy such situations, may be subject 
to disciplinary action up to and including termination of employment.  
In the case of an accident that results in injury, regardless of how minor the injury may 
appear, employees must notify their supervisor.  
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Any deliberate or ongoing safety violation, or creation of a safety hazard by an 
employee, will be dealt with through disciplinary action by Emmaus Seminary, up to 
and including suspension or termination.  

PERFORMANCE STANDARDS  
 
Job Descriptions  
All Emmaus Seminary employees (full-time, part-time or temporary) must have a current 
job description on file. Job descriptions will contain basic information on the nature of 
the position, including expected outcomes, key responsibilities, character requirements 
unique to the position, competency requirements unique to the position, supervising 
relationship, and any reporting relationship(s). Job descriptions are not all-inclusive 
representations of the day-to-day nature of a role and neither are they meant to limit or 
restrict an employee’s work. Job descriptions are created during the hiring process. 
New hires will review and sign the job description to affirm that it has been received. 
Job descriptions are reviewed and updated both as necessary and during the annual 
assessment process.  
 
Staff Evaluation Policy 
Emmaus Theological Seminary maintains a consistent staff evaluation process to 
support accountability and professional growth. Administrative and support staff 
participate in quarterly supervisory touchpoints for formative feedback and receive one 
annual written summative evaluation tied directly to their approved job description. All 
evaluation documentation is retained in the employee’s personnel file, and the 
President annually confirms that required evaluations have been completed. 
 
Annual Assessments Desired Outcomes  
A culture and system of assessing and developing staff serves both Emmaus Seminary 
and staff with four primary outcomes:  

1. Organizational Clarity: Get the right people serving in the right place  
2. Mission Alignment: Outcomes and responsibilities are aligned each year to  
prevent mission drift 
3. Staff Accountability: Staff members are assessed for growth and success 
based on their stated outcomes and responsibilities based on the current job 
description  
4. Staff Development: Staff members are empowered to use their gifts and given 
holistic goals for development  

 
Culture of Coaching  
Growth as an organization requires growing staff members. Staff members thrive best 
when they know both where they stand and how to grow. Rather than limiting 
assessment to one annual meeting, supervisors should be meeting regularly with their 
employees to provide task direction, encouragement, coaching, and evaluation. These 
types of feedback occur through informal conversations, 1:1 meetings, as well as in the 
annual assessment process.  
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Schedule of Assessments  
Annual Assessment: All employees will receive an annual assessment performed by 
their immediate supervisor. In addition to the supervisor assessment, employees may be 
asked to complete a self-assessment. Some employees may have additional 
assessments completed by their direct reports or peers. Supervisors should meet at 
least quarterly with their employees to discuss development.  
 
Progressive Discipline  
The purpose of this policy is to outline Emmaus Seminary’s position on administering 
fair and consistent discipline for unsatisfactory conduct (whether performance or 
behavioral) in the workplace. We strongly believe that the most effective approach to 
managing staff members begins with strong leadership that sets clear expectations. 
However, when more formal discipline is necessary for the good of an employee, this 
policy helps ensure fair treatment of that employee. The goal is to provide employees 
the space and opportunities to grow so as to prevent recurrence.  
 
Although all employment at Emmaus Seminary is at-will, Emmaus Seminary may at 
times use corrective actions at its discretion. That action will typically involve four steps: 
1) verbal warning; 2) written warning; 3) suspension with or without pay; and 4) 
termination of employment. Progressive discipline means that Emmaus Seminary will 
normally follow the sequence of steps. However, there may be circumstances under 
which one or more steps may be bypassed. Emmaus Seminary recognizes that certain 
types of employee behavior are serious enough to justify either suspension or 
termination without observing the above steps. These include, but are not limited to:  

• Workplace violence  
• Harassment  
• Theft or other criminal activity 
• Insubordination  
• Divulging confidential information  

 
Significant Sin  
At times, a staff member may find himself/herself in significant sin. A significant sin is 
defined as a sin that, should it come to light, could discredit the name of Christ or that 
of the Seminary. Examples of such sin are adultery, abuse, pornography addiction, 
alcoholism, criminal behavior, etc. In such cases, we believe that ultimately the Holy 
Spirit will bring these actions to light. However, Emmaus Seminary will not take such 
actions lightly.  
 
Confession: Taking the lead from 1 John 1:9, we hope and pray that staff members will 
be forthright with God and with Emmaus Seminary should they find themselves in 
significant sin. If a staff member confesses to such a sin before it is discovered, we will 
seek to extend greater grace in the form of counseling. If the sin results in the 
termination of their position, the employee remains eligible for severance.  
 
Discovery: If a staff member should not be forthright in confessing a significant sin, 
Emmaus Seminary will not have the opportunity to be as gracious. If a staff member is 
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discovered to be in or have committed a significant sin, the employee may be ineligible 
for severance.  
 
Emmaus Seminary may choose to place an employee on Administrative Leave (paid or 
unpaid) during which time further information can be sought prior to making an 
employment determination.  
 
Administrative Leave  
An administrative leave may be given to an employee who has been accused or named 
in an allegation or grievance that warrants investigation. Administrative leave will be 
initially established as paid leave during the period of investigation. After the facts are 
gathered and reviewed, next steps will be discussed, which could include counseling, 
paid or unpaid suspension or immediate termination from employment. Emmaus 
Seminary reserves the right to be reimbursed for compensation provided to the 
employee during an Administrative Leave should the employee be found guilty of gross 
misconduct. 
 
Attendance and Punctuality  
Emmaus Seminary expects regular attendance and punctuality from all employees. 
Absenteeism and tardiness place an undue burden on other employees and on the 
organization itself.  
 
Emmaus Seminary considers excellent attendance to be the foundation of great 
performance. Employees will work independently with their respective supervisors to 
determine work schedule. Employees are expected to arrive at work prior to their 
scheduled start times so that they may begin work at their scheduled start times. 
Excessive absence will result in disciplinary action, up to and including termination.  
Employees unable to report for work for any reason must notify as early as possible, but 
always before their scheduled start time. Should occurrences of absence or  
tardiness become regular or excessive, disciplinary action may be taken, up to and 
including termination of employment.  
 
Requests for special work hours will be considered on a case-by-case basis, depending 
on both the needs of the employee and of Emmaus Seminary.  
Staff members should strive to keep each other informed as to where they are and how 
they may be reached during office hours. Staff members are expected to keep their 
contact information, both personal and work, updated.  
 
Business Hours of Operation  
In general, Emmaus Seminary is open for business from 9:00am to 5:00pm, Monday 
through Friday; except for holidays recognized by the Seminary. 
 
The standard work week for full-time employees is 40 hours of work and less than 30 
hours for part-time employees. The work week is calculated for employee benefits, pay 
periods, and timekeeping purposes as Monday at 12a through Sunday at 11:59p.  
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Building Access and Security  
All employees are granted access to Emmaus Seminary buildings on an as-needed 
basis. Employees are issued keys and fobs/security codes during the on-boarding 
process.  
 
Emmaus Seminary will make reasonable accommodations to ensure that staff members 
have access to the buildings when needed, and that staff members feel safe when 
doing so. Staff members are responsible for their own safety ultimately and should 
speak with their supervisor if they have concerns for personal safety while on Emmaus 
Seminary premises.  
 
Working Offsite  
Each employee’s Supervisor shall retain discretion to determine what, if any, work may 
be performed by staff offsite.  
 
Visitors in the Workplace  
Staff members are required to report any unauthorized person on the premises 
immediately. All visitors are required to report themselves as being present. Staff 
members are responsible for personal belongings on Emmaus Seminary premises and 
should therefore keep them in safe places. Staff members should be sensitive to the 
work environment of other employees when inviting and accepting visitors. No visitor 
should be left on the premises unsupervised by Emmaus Seminary staff at any time. 
Children are not allowed on Emmaus Seminary property without proper supervision.  
 
Emergency Closings  
On occasion, emergency situations—severe weather, power failure, natural disaster, 
etc.—may disrupt the operations of Emmaus Seminary. The decision to close offices or 
delay business hours will be made by Executive Staff. If a decision is made to close or 
delay regular operations, employees will receive notification via phone call, text 
message, or email.  
 
Medical Emergencies  
In the event that an employee requires medical attention due to injury or illness while at 
work, the employee’s emergency contact will be contacted to transport the employee 
to the appropriate facility.  
 
If an emergency arises that requires an emergency medical service to evaluate the 
injury/illness of an employee on-site, the employee will be responsible for any charges 
incurred by an ambulance, etc.  
 
A physician’s “permission to work” notice may be required prior to an employee’s return 
to work.  
 
Time Worked  
Time worked includes all time that an employee is required to be performing duties for 
Emmaus Seminary or required to be available to perform duties. Any additional time an 
employee is allowed (i.e. by directive or approval) to work is considered time worked.  
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The following provisions are included as time worked:  
 
On-Site: If an employee is required to be on the premises of Emmaus Seminary or at 
any other prescribed place of work, then this time should be considered time worked.  
 
Off-Site: If approved, work performed off the premises of Emmaus Seminary or at home 
by a non-exempt employee will be counted as time worked. A non-exempt employee 
will not be permitted to perform work away from the premises unless approved by 
his/her supervisor.  
 
On-Call: An employee who is required to remain available to work while on Emmaus 
Seminary premises is working “on call,” and this time shall be considered time worked. 
An employee who is required to remain on call at home, or who is allowed to leave a 
message where he or she can be reached, is not working while “on call.”  
 
Home to Special Assignment Work Location Travel: Should an employee who regularly 
works at a fixed location be given a special one-day assignment and return home the 
same day, the time spent traveling to and returning from the specially assigned work 
location, minus time the employee would normally spend traveling from home to 
normal work location, should be considered time worked. 
  
Travel as Principle Activity: Travel as part of an employee’s principle work activity, such 
as travel from job site to job site during the workday, is work time and should be 
considered time worked.  
 
Travel Overnight Away from Home: All time working or required to be available to work 
while on a travel assignment should be considered time worked. Time not working or 
not required to be available to work is not time worked. Travel that occurs during the 
normal working hours should be considered time worked.  
 
Time Not Worked  
Per the Fair Labor Standards Act (FLSA) and additional employment laws, the following 
should not be considered time worked:  
 
Lunch Break: Employees are permitted an off-duty period of 30 minutes between the 3rd 

and 5th hour of work. This is not considered time worked.  
 
Emergency Closing: In the event that Emmaus Seminary decides to delay or close 
regular operations due to an emergency situation, time off work should not be 
considered time worked; however, employees may elect to use PTO (see PTO policy for 
additional details).  
 
Paid Leave: Approved absences including Family and Medical Leave Act (FMLA), 
military leave, civic duty leave, maternity leave, paternity leave and bereavement leave 
are not counted as time worked (see Leaves of Absence Policy for additional details).  
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Volunteering: Hours spent volunteering for Emmaus Seminary in a service area outside 
of an employee’s position, as defined by the job description, are not considered time 
worked (see below for additional detail on volunteering).  
 
Sleeping Time: An employee required to be on duty for 24 hours or more should 
exclude from hours worked bona fide sleeping periods of not more than 8 hours, 
provided adequate sleeping facilities are available and the employee can usually enjoy 
an uninterrupted night’s sleep. If the amount of sleep is less than five hours, adequate 
sleeping facilities are not provided, or the employee cannot usually enjoy an 
uninterrupted night’s sleep, then sleep time should be considered time worked.  
 
Lactation Breaks  
Emmaus Seminary will allow reasonable break time for an employee to express breast 
milk for her nursing child for 1 year after the child’s birth each time such employee has 
need to express milk. Emmaus Seminary will provide a place, other than a bathroom, 
that is shielded from view and free from intrusion from both coworkers and the public, 
which may be used by the employee. Speak with your supervisor to determine the 
location of the protected space. If the break can run concurrent with rest and meal 
periods already provided, the break will be paid for non-exempt employees. If the 
break time cannot run concurrent with already provided rest and meal periods, it will be 
unpaid for non-exempt employees. Lactation breaks do not affect the pay of exempt 
employees.  
 
Paid Time Off (PTO) 
Paid Time Off (PTO) is an all-purpose time off policy for eligible employees to use for 
vacation, illness, injury, or personal business. PTO combines traditional vacation and 
sick leave plans into one flexible policy. PTO is payable in the same manner as the 
regular salary and is subject to the same withholding elections.  
 
Paid Holidays  
The offices will be closed on the following holidays. Part-time staff may still work on 
non-mandatory holidays. In the case where a holiday falls on a date when an employee 
would not usually work, the employee may still take a paid day off on the working date 
closest in proximity to the actual holiday. Employees should always communicate with 
their supervisor when taking days off.  
 
New Year’s Day  
Memorial Day  
4th of July  
Labor Day  
Day before Thanksgiving  
Thanksgiving  
Day after Thanksgiving  
Christmas workweek (5 days)  
New Year’s Eve  
 
PTO Availability  
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Full-time staff members receive 15 days of PTO per calendar year. There is no rollover 
of vacation time. Additional PTO days must be pre-approved by a supervisor.  
 
0-4 years of service: 15 days  
5-9 years of service: 20 days  
10+ years of service will receive one additional day per year of service (e.g., 11 years: 
21 days, 12:22, 13:23, etc.) 
 
Maternity And Paternity Leave Of Absence  
Paternity leave applies to full-time staff working 40 hours per week. Two (2) weeks of 
paid paternity leave is granted upon the birth or adoption of an employee’s child or 
placement of a foster child. The leave is in addition to any PTO time available.  
Full-time employees working 40 hours per week receive six (6) weeks of paid maternity 
leave upon the birth or adoption of an employee’s child or placement of a foster child. 
The leave is in addition to any PTO time available.  
 
Part-time employees receive four (4) weeks of paid maternity leave upon the birth or 
adoption of an employee’s child or placement of a foster child. The leave is in addition 
to any PTO time available.  
 
Additional time may be granted at the discretion of the Emmaus Seminary Executive 
Staff. Per the Family and Medical Leave Act (FMLA) an employee may take unpaid, 
job-protected leave, with continued group health insurance coverage (if applicable) for 
up to 12 weeks to care for a newborn, adoptive, or foster child. See FMLA policy below 
for additional information.  
 
FMLA Leave of Absence  
It is the policy of Emmaus Seminary to provide family and medical leaves in accordance 
with the Family and Medical Leave Act of 1993 (FMLA), subject to a rolling-year 
calculation.  
 
Eligibility  
The FMLA entitles eligible employees to take up to a total of twelve weeks of unpaid, 
job-protected leave in a twelve-month period for reasons specified in the FMLA, 
utilizing the rolling-year calculation (rolling twelve-month period measured backward 
from the date an employee uses any FMLA leave). You are eligible for FMLA leave if you 
have, before the first day of your FMLA leave, 1) worked for at least twelve months, and 
2) provided 1,250 hours of service within the previous twelve-month period. We 
calculate the twelve-month period backward from the date the employee’s FMLA leave 
begins. If you and your spouse are both employed by Emmaus Seminary, your 
combined FMLA leave entitlement is twelve weeks for the birth, adoption, or placement 
of a child.  
 
Reasons For FMLA Leave  
FMLA leave will be granted to eligible employees for any of the following reasons:  

• The birth, adoption, or placement of a child  
• The care of a spouse, child, or parent who has a serious health condition  
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• The employee’s own serious health condition A serious health condition means 
an illness, injury, impairment or physical or mental condition that involves:  
• Any period of incapacity or treatment in connection with or after inpatient care 
in a medical facility  
• Any period of incapacity requiring absence from work, school, or other regular 
daily activities of more than three calendar days and involving continuing 
treatment by a health care provider  
• Any period of incapacity due to pregnancy or for prenatal care  
• Continuing treatment by a health care provider for a chronic or long-term 
condition that would likely result in a period of incapacity of more than three 
calendar days. Unless complications arise or if left untreated, the common cold, 
the flu, upset stomachs, headaches, or orthodontic problems will not generally 
be considered serious health conditions. Routine physical, eye, or dental 
examinations are not considered treatments indicative of a serious health 
condition.  

 
Guidelines Of FMLA Leave  
Leave may be taken, if medically necessary, on an intermittent or reduced schedule 
basis for the serious health condition of the employee or an immediate family member. 
Intermittent or reduced leave may be taken for the birth or adoption of a child only if 
approved by the Emmaus Seminary Executive Staff. Leave for birth, adoption, or foster 
care of a child must be taken within one year of the birth or placement of the child.  
Emmaus Seminary may temporarily transfer an employee to an available alternative 
position with equivalent pay and benefits if the alternative position would better 
accommodate the intermittent or reduced schedule.  
 
Emmaus Seminary requires the employee to first use his or her accrued paid time off 
(PTO) for any part of the twelve-week period. Therefore, all available PTO must be used 
and will be designated as FMLA leave time before any remaining FMLA leave can be 
taken on an unpaid basis.  
 
If an employee takes paid sick leave for a condition that progresses into a serious health 
condition, and the employee requests unpaid leave as provided under this  
policy, the seminary may designate all or some portion of related leave taken as leave 
under this policy, to the extent that the earlier leave meets the necessary qualification.  
 
Notice And Medical Certification  
If you become eligible for leave under the FMLA, you must follow these guidelines:  

• You must provide thirty days advance notice when the leave is foreseeable. 
When the need for leave is not foreseeable, you must provide notice to the 
Emmaus Seminary Executive Staff (within two business days of when you 
become aware of the need for leave). Notice may be provided by your spouse, 
family member, or other representative if you are unable to do so personally. 
Failure to provide notice could jeopardize your FMLA status.  
• FMLA requires that you attempt to schedule planned medical treatment or 
intermittent leave so as to avoid undue work-related disruption. This means that 
in cases where your treating physician is available, you may be required to 
schedule planned medical treatment outside of general business hours.  
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• If you take leave to care for a spouse, child, or parent, you must provide a 
medical certification within fifteen calendar days of the request for leave. This 
must be in the form of a written statement that certifies the need for the leave 
and an estimate of the length of time the employee will be unable to work due 
to the serious illness/health condition. The date the condition began should also 
be included. A second and/or third medical certification at Emmaus Seminary’s 
expense may be required. In the event that a third opinion is required, Emmaus 
Seminary and the employee will mutually select the third doctor and Emmaus 
Seminary will pay for the opinion. This third opinion will be considered final. The 
employee will be provisionally entitled to leave and benefits under the FMLA 
pending the second and/or third opinion.  
• If you take leave for your own serious health condition, you are required to 
provide the above mentioned medical certification including a statement that 
you are unable to perform work of any kind or a statement that you are unable 
to perform the essential functions of your position. Before returning to work, 
Emmaus Seminary requires a health provider’s written release of wellness and 
fitness for duty, verifying that you are able to perform your duties safely and that 
you pose no health risks to others before you will be allowed to return to work.  
• While on FMLA, you are required to report to your supervisor periodically on 
your status and your plans to return to work. This organization will take steps to 
maintain all medical information confidentially in accordance with the Americans 
with Disabilities Act.  

 
Returning to Work  
When returning to work after an FMLA leave, you will be restored to your original 
position or to an equivalent position with equivalent pay, benefits, and other terms and 
conditions of employment.  
 
Disability Plans And FMLA  
Situations may arise in which both this organization’s short-term and/or long-term 
disability plan and the Family and Medical Leave Act apply. While the purpose of FMLA 
is to provide twelve weeks of unpaid, job-protected leave, the purpose of short- term 
and long-term disability benefits is to help supplement lost income during long periods 
of incapacity.  
 
Any leave granted under the disability policies shall run concurrently with the twelve 
weeks granted under the FMLA. When an employee is eligible for FMLA only, all 
available PTO must be used and will be designated as FMLA leave time before any 
remaining FMLA leave can be taken on an unpaid basis. If you have any questions 
regarding how FMLA leave is applied, contact the Central Office Administrator.  
 
Guidelines  
When FMLA leave has been exhausted, employment may be terminated. If 
employment is not immediately terminated, Emmaus Seminary may designate any and 
all future absences as unexcused absences. Additionally, when FMLA has begun, and all 
PTO has been used, any non-qualifying FMLA absences may be considered unexcused 
absences. 
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Civic Duty  
Emmaus Seminary encourages employees to fulfill their civic responsibilities by serving 
jury duty when required. Employees must provide an immediate supervisor with a copy 
of their jury summons as soon as possible so that the supervisor may make 
arrangements to accommodate their absence.  
 
Employees are required to report to work as permitted by the court schedule. If you are 
released from jury duty with at least four hours remaining in your work day, you should 
return to work for the remainder of the day. Either Emmaus Seminary or the employee 
may request an excuse from jury duty if it is determined that the employee's absence 
would create serious operational difficulties.  
 
Any fees received as a juror may be retained by the staff member.  
 
Benefit accruals such as PTO or holiday benefits will be suspended during jury duty 
leave and will resume upon return to active employment.  
 
When an employee is subpoenaed, advance notification should be made through the 
supervisor. Appearances in court under subpoenas and/or out of civic responsibility 
(e.g. eyewitness to a crime) will normally be considered excused time off with pay for 
exempt staff and excused time off without pay for non-exempt staff. Time for 
appearance in court for personal business will be the individual employee’s 
responsibility. Normally, PTO should be used for this purpose.  
 
Employees are encouraged to participate in civic duties by voting. Employees who 
cannot vote before or after work are permitted up to two unpaid hours of leave to vote.  
 
Employees must notify their immediate supervisor of their intention to take time off 
before the actual Election Day.  
 
Military Leave  
Emmaus Seminary grants employees time off work for military service. All employees 
requesting time off for military service must provide a copy of their report orders to their 
immediate supervisor as early as possible.  
 
Under the Uniformed Services Employment and Reemployment Rights Act (USERRA), 
employees on military leave from employment are subject to the following conditions: 
no break in employment is considered to have occurred; no benefits will be forfeited; 
and no re-qualification for participation in a pension plan is necessary.  
 
Length of service continues to accrue during military leaves of absence. If active 
employment is not re-established, length of service is calculated with respect to the last 
day worked.  
 
In accordance with USERRA, employees are eligible for re-employment for up to five 
years from the date their military leave began. A leave of absence for long-term active 
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duty guarantees re-employment if the employee applies for re-employment within 90 
days of their release from active duty. Employees who qualify will return to active  
employment at a pay level and status equal to that which they would have attained had 
they not entered military service.  
 
Bereavement Leave  
Emmaus Seminary's bereavement leave policy allows up to five (5) days paid time off to 
full- and part-time employees for a death in the immediate family. The immediate family 
includes: spouse, child, mother, father, sister, brother, mother and father-in-law, brother 
and sister-in-law, grandparents and grandparents-in-law.  
 
You may request additional days to be determined by your supervisor, which must be 
approved by your immediate supervisor and Executive Staff. If accrued PTO is available, 
it may be used for the additional time to be determined by supervisor days; otherwise, 
the additional days will be unpaid. Bereavement leave for a death outside of an 
employee's immediate family must be approved by his or her immediate supervisor.  
 
Sabbaticals  
The purpose of the sabbatical is to provide eligible faculty and staff time for spiritual 
reflection and refreshment, personal study/publishing, and development. In summary, 
full-time faculty and staff are eligible to receive three months of sabbatical leave after 
every seven years of employment. Sabbaticals must be approved by the Board of 
Directors. Sabbaticals are considered paid time off and do not impact the available PTO 
for a staff member in that calendar year.  
 

COMPENSATION  

Pay Periods and Paydays  
Employees are paid on a monthly basis on the last day of each month. If the payday 
falls on a holiday or weekend, payday will be on the first business day prior. Emmaus 
Seminary uses a third party (Finch Financial) for the administration of paychecks and 
applicable deductions.  
 
For the purpose of calculating pay and benefits, the workweek is Monday at 12A to 
Sunday at 11:59P.  
 
Emmaus Seminary encourages its employees to take advantage of Direct Deposit as it 
saves time and provides added security. With Direct Deposit, each paycheck will be 
automatically deposited to employees' checking or savings account per their 
instruction.  
 
Employees can obtain paystubs at any time by email request to emmaus@finch.co.  
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Payroll Deductions  
Emmaus Seminary is required by law to make certain mandatory deductions from each 
paycheck. These deductions include federal, state, and local income taxes, Social 
Security and Medicare, and may also include elective benefit contributions.  
 
Wage And Salary Increases 
Each employee's hourly wage or annual salary will be reviewed at least annually during 
the staff assessments. Reviews may be conducted more frequently under some 
circumstances (i.e. for a newly created position or following a recent promotion).  
Any wage or salary increase will be determined on the basis of budget, merit, and any 
applicable salary matrix established by the Emmaus Seminary Board of Directors.  
 
Garnishments  
As required by law, Emmaus Seminary is required to honor legal garnishments of 
employees’ wages. The Seminary will notify the applicable employee of any 
garnishment notice received by the Seminary.  
 
Professional Development Policy  
Faculty and staff have access to up to an annual amount to be used for professional 
development purposes. Such amount shall be determined by the Emmaus Seminary 
Board on an annual basis. Each request for professional development funds must be 
submitted to their supervisor for approval. 
 

TERMINATION FROM EMPLOYMENT  

Definition And Types  
Termination of employment is an inevitable part of any organization. The most common 
circumstances under which employment is terminated are:  

• Voluntary Termination is a termination initiated by the employee (resignation 
or retirement).  
• Involuntary Termination is initiated by the Seminary for reasons other than 
changing ministry conditions.  
• A Layoff is termination of employment that results from changing ministry 
conditions which necessitate a reduction or restructuring of staff.  
 

Since employment with Emmaus Seminary is based on mutual consent, both the 
employee and Emmaus Seminary have the right, by law, to terminate employment at 
will, with or without cause, at any time.  
 
Voluntary Termination  
An employee wishing to voluntarily resign or retire from a position should submit a 
resignation letter to their supervisor. Support Staff should provide at least thirty days 
written notice of their resignation. Directors/Supervisors should provide at least a sixty 
day written notice of their resignation. These timelines allow Emmaus Seminary 
sufficient time to facilitate a smooth transition for both the staff member and Emmaus 
Seminary.  
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Involuntary Termination  
Executive Staff must approve involuntary terminations prior to being initiated or 
communicated to the employee. Based on the reasons for the termination, employees 
who are involuntarily terminated may be eligible to receive a severance package. If 
applicable, the severance package will be based upon years of service and position 
within Emmaus Seminary.  
 
Layoffs  
If necessary, layoffs will be communicated by Executive Staff. Employees who are laid 
off will be eligible to receive a severance package based upon years of service and 
position within Emmaus Seminary.  
 

CONCLUSION  
As an employee of Emmaus Seminary, it is your responsibility to read the handbook and 
abide by the policies contained herein. A digital or printed copy of this handbook may 
be requested at any time. 
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