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From the President

Dear Student,

Welcome to Cruse Institute for the Arts! This school was born out of a mandate from God. Due to the more
contemporary styles of worship and the fast changing needs of the local church today, we see a great need to train
young men and women in the arts. It is our desire, while enhancing your own musical gifts and talents, to equip you
to flow in the anointing as your serve under pastoral leadership in a team ministry setting.

Becky and | have been in music ministry for over 45 years, and it has been a blessing to lead worship for some of
the leading revivalists of our generation. What a tremendous blessing it's been to have worshiped around the world
with almost every nation, tribe and tongue! As well, it's been our privilege to serve key pastors who have laid a
strong foundation at the local church level.

In the early 1990’s while serving in a local church, God placed in my heart an overwhelming desire to train people in
specific areas of the arts/music ministry, providing for them opportunities | had not been afforded. My life’s verse
has been John 4:23, “A time will come, however, indeed it is already here, when the true (genuine) worshipers will
worship the Father in spirit and in truth (reality); for the Father is seeking just such people as these as His
worshipers.” (Amp)

Whether you desire a career/vocation in the arts or you just want to be a better worshiper, | fully believe Cruse
Institute for the Arts is the school for you! Our motto is “Coupling Excellence and the Anointing”, and under the
direction and leadership of the Holy Spirit, we trust you find CIFTA your choice for continued Christian education!

Blessings,
Dr. Joe Cruse, Il
President




From the Vice President

Dear Student,

We are so pleased you have chosen Cruse Institute for the Arts! We have had you in our hearts for many years,
and what a thrill it is to see our dreams become realities!

| can’t recall the number of times people have come and asked us if we knew of a Christian music school or if we
could help them in a particular area of the arts field. In my heart | knew God was preparing us for something big.
It's one thing to be a part of leading the Body of Christ in worship and another thing to train others to do it! It has
been such a desire for us to be able to impart to others the gift God has so richly blessed us with. Worship is not
only about giftings, it is more about the heart. Styles will change, but the heart of a worshiper is constant and fixed
on the object of his worship!! We will continually strive to impart the heart of the worshiper in every course we offer.

Here at Cruse Institute for the Arts, we have a tremendous responsibility to mix a spirit of excellence with the
anointing. Hence, our motto, “Coupling Excellence and the Anointing” is not just a catchy phrase but a genuine
desire to see both elements come together to raise the standard of arts/music at the local church level as well as
preparing you for the secular workplace.

Itis our prayer that as you entrust us at CIFTA with your continued Christian education, you will be better equipped
to take up the mantle of worship and take on the call to - “Go then and make disciples of all the nations, baptizing
them into the name of the Father and of the Son and of the Holy Spirit.” (Matt 28:9, Amp)

Sincerely,
Dr. Becky Cruse
Vice President




From the Dean

Dear Student,
Thank you for your interest in Cruse Institute for the Arts.

Cruse Institute for the Arts is a unique school. It is not simply a Christian music/arts school. Nor is it simply a Bible
school. Itis a school whose purpose is to train worship leaders, artists and musicians to operate in their gifts by
coupling excellence and the anointing.

The motto of Cruse Institute for the Arts is “Coupling Excellence and the Anointing”. This motto speaks volumes to
those who read it. It points out the necessity of the anointing while at the same time emphasizing the importance of
excellence in all that we do. The anointing is vital because without it, an individual (worship leader, musician, artist)
becomes little more than a performer. By the same token, we should never allow the anointing on our lives to be an
excuse to be lax or negligent in honing the skills and talents with which we have been entrusted.

At the very heart of CIFTA is a genuine desire to see the heart of worship ignited in every student and ultimately to
impact the music/arts programs at the local church level. With this in mind, | would invite you to be a part of CIFTA.
The music school offers a three-year program as well as a one-year track that provide students with a solid founda-
tion in music as well as intense training in the Word and the anointing.

In this handbook, you will find the essential information to help you make a decision about attending CIFTA and to
begin the application process. As you review this material, | trust the Lord will speak to your heart and make His
way plain for you.

If you have any further questions, please do not hesitate to contact us.
God's richest blessings,

Glenna Morrison
Academic Dean







Programs and Courses

DEGREE PROGRAMS

Cruse Institute for the Arts provides a variety of degree programs that are designed to give the student a solid foun-
dation in their area of study as well as Biblical/spiritual truths. We are confident that upon completion of each pro-
gram of study at CIFTA, you will be well equipped to do the work of the ministry, whether choosing a full-time minis-
try position or a secular vocation.

Associate of Media and Technology Degree
Associate of Theology Degree

Associate of Arts in Theology Degree

Bachelor of Media and Technology Degree
Bachelor of Music Ministry Degree

Bachelor of Theology Degree

Bachelor of Arts in Media and Technology Degree
Bachelor of Arts in Music Ministry Degree
Bachelor of Arts in Theology Degree

Specific requirements for each degree program may be found in the course catalog.

Each program at Cruse Institute for the Arts is designed to be completed within a three-year period. However, stu-
dents may choose to complete courses over a longer period of time. All requirements for any degree program must
be completed within ten years of a student’s initial enroliment.

COURSE INSTRUCTORS

Drs. Joe and Becky Cruse along with other seasoned worship leaders and ministers will be the primary instructors
for courses. The Cruse Family has a lot to offer. Their fifty plus years of “in the trenches” ministry, and their unique
anointing for worship is unparalleled. Joining them are some of the most skilled and anointed worship leaders,
musicians and ministers in the world today.




COURSE LISTINGS

A complete listing of courses along with descriptions is provided in the Course Catalog.

Courses will be offered as regularly as practical for CIFTA. Not all courses are offered every semester. Because of
this, students should be aware that failure to take a required course when it is offered may delay graduation.

Any course may be offered on demand should sufficient interest be demonstrated and should a qualified instructor
be available.

Courses and Numbering

All courses are listed alphabetically by course prefix and numerically within each prefix. CIFTA uses a four digit
numbering system.

The first digit of the course number indicates the level of the course. Courses numbered 1000 to 1999 are first year
courses. Courses numbered 2000 to 2999 are second year courses. Courses numbered 3000 to 3999 are third
year courses.

The second digit of the course number indicates the credit hours for the course. Cruse Institute for the Arts uses a
quarter-hour system. Each 4 quarter-hour course is equivalent to 3 semester hours..

The final two digits of the course number are course specific identifiers.

Prerequisites

Some courses have prerequisites, which must be met before a student may register for that course. These prereg-
uisites are listed in the courses catalog beneath the description for each course.

Course Sequencing

Some courses have recommendations of a previous course(s) for appropriate sequencing. Such recommendations
are not prerequisites; the system will allow any student needing a course’s prerequisites to enroll for a course re-
gardless of whether the student meets the sequencing recommendations. Students are cautioned, however, to
follow sequencing recommendations when all of the courses in the sequence are on their degree plan.

COURSE SCHEDULES

Cruse Institute for the Arts is an online school providing courses that consist of weekly video classes (16 sessions
per course), assignment submissions, and potential zoom meetings with instructors. Zoom meetings may be re-
quired by some instructors due to the nature of the course. Students may request zoom meetings with instructors
for further explanation of course content. Our online courses and practical application courses at your home church
allows you to learn where you live and will allow you to schedule your learning around your work and other obliga-
tions.




Admission Information

ADMISSIONS CRITERIA

Cruse Institute for the Arts online programs are intended for non-traditional students interested in obtaining an As-
sociate’s or Bachelor’s degree in an online modality.

To be considered for admission:
1. Students have a high school or equivalent diploma
2. Complete the online Application for Admission with all required attachments
3. Official transcripts of all previous academic work
4. Students are not required to submit ACT or SAT scores

Candidates demonstrating a strong Christian commitment, moral character, personal integrity, and a sincere desire
to pursue training as worship leaders, artists and musicians are considered for admission to CIFTA.

Admission may be denied for such things as crime, moral turpitude, misconduct, prior suspension or any other
factors that would be detrimental or disruptive to the Institute or to current students.

TYPES OF ADMISSION

Standard Admission - for students who may be fully admitted without further conditions.

Provisional Admission - for students who may be admitted pending receipt of missing required application docu-
ments (such as a complete high school transcript)

Probational Admission - for students who may be admitted for one semester to CIFTA. Student must complete
one semester as a full-time student (a minimum of 12 quarter hours) with a GPA of 2.5 in order to continue.

READMISSION

All students who leave CIFTA for more than one long semester must apply for readmission. All students who leave
CIFTA on academic probation or suspension must also apply for readmission. Eligibility to return to CIFTA will be
determined on a case by case basis.




APPLICATIONS

Applicants must submit the following materials when applying to CIFTA:

Application (available online)

Standard passport-size photograph (uploaded to the application)

Pastoral recommendation (a link to the recommendation form will be provided for you to send to your pastor)

Two (2) personal recommendations (links to the recommendation form will be provided for you to send to

the individuals completing your recommendations) Applicants can not use family members or relatives.

e Audition materials (for Music students only). All applicants for the CIFTA music programs must submit audi-
tion materials in MP3 or MP4 format or a link to the file stored on Google Drive or Youtube. Each submitted
audition file must be clearly state your name. Each audition file should have three samples of you playing your
instrument or singing. Each sample should have a variety of musical styles (i.e. - gospel, jazz, classical, con-
temporary, etc.) if possible. These audition files do not have to be professional quality, simply clear enough for
our instructors to determine your current skill level.

o Secondary School Transcript/GED Applicants must have an official high school transcript or the equivalent
sent directly form the granting entity to CIFTA Office of Admission.

o Post-secondary Transcript(s) Applicants must have official transcripts sent directly from any previous college
or university to the CIFTA Office of Admissions. These may be mailed or sent electronically.

o Interview A personal interview is required of each applicant. Applicants must contact the Office of Admission

to schedule an interview with school officials.

Admissions are made on the assumption that applicants page will have all required documentation by the time of
matriculation, and if not, the program admission is void. All application material submitted must be accurate. Any
erroneous, misleading or incomplete information may be grounds for termination of the application and/or dismissal
from the program.

APPLICATION DEADLINE

Applications are accepted year round. Cruse Institute for the Arts admits students twice each year. Students apply-
ing to CIFTA must submit application materials by the deadline of August 1 (to start in the Fall semester) or by the
deadline of December 15 (to start in the Spring semester) in order to receive priority consideration for admission.
Students submitting applications after the above deadlines may be admitted pending available space.

OFFCIAL ACCEPTANCE

An acceptance letter shows admissions status. Policies outlined in the Course Catalog and Student Handbook
indicate the plan of study and completion of the degree alongside requirements for continuation and degree com-
pletion. Students who wish to change their entry date must request a later start date in writing before the beginning
of the semester of the original admission. Application files are only maintained one year past the original admission
date. Applicants who delay their start date for more than one year should expect to begin the application process
again, including all required materials.




NON-DEGREE STUDENTS

A student may enter classes as a non-degree student, a situation normally reserved for those who want to take a
few classes without any particular program commitment.

Non-degree students must fulfill the same quality standards in class as fully-admitted students. Non-degree stu-
dents will be asked to submit all documents as outlined for standard admission.

TRANSFER OF CREDIT HOURS FROM OTHER INSTITUTIONS

Degrees from CIFTA are only available to those who successfully complete a minimum of 85% of the course work
at CIFTA. Only credit hours from regionally accredited institutions will be accepted for transfer.

General education credit hours necessary to satisfy the requirements for the Bachelor of Arts or Associate
of Arts degrees will be accepted for transfer from regionally accredited institutions.
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Financial Information

Cruse Institute for the Arts is a non-profit institution. All funds from student tuition charges are spent to provide ser-
vices related to the institutions educational mission. The semester fees included in this section are intended to be
used as an approximation and not as the specific fees that will apply when students enroll at CIFTA. Fees are sub-
ject to change at the discretion of the CIFTA Board of Regents.

At CIFTA, education should be considered an investment in the future. Students should read this section carefully
so they will have a better understanding of what it costs to attend CIFTA.

LOW TUITION COMMITMENT

Cruse Institute for the Arts operates from the standpoint that a quality academic and spiritual education should be
affordable. We, therefore, have not sought the costly regional accreditation that leads to qualification for
government guaranteed student loans. Institutions using such loans generally charge the maximum tuition allowed,
leaving students with a sizable debt at the completion of their education. For those called to the ministry, it can be
very difficult to obey God’s calling with this type of debt. For this reason, Cruse Institute for the Arts has elected a
less costly, yet just as valid, independent accreditation through Transworld Accrediting Commission International.

Cruse Institute for the Arts does not participate in government-sponsored grants or loans at this time. Tuition costs
for Cruse Institute for the Arts are not tax deductible.

TUITION & FEES

$179 per course (11-13 courses per semester for full-time students), plus a non-refundable registration fee of
$150.00 per semester. This fee covers general administrative costs, technology resources, student records pro-
cessing, etc. This fee is non-refundable. *Tuition and registration fee must be paid in full or payment arrange-
ments made prior to the start of classes each semester. No access to course material will be given until all tuition
and fees are paid or payment arrangements made. All payments are to be made in US currency. Tuition does not
include books, supplies, required software, internet access or instruments. *Payment options are available, upon
approval.

Students desiring to audit or take courses on a course by course basis, will be responsible for the semester regis-

tration fee, course costs ($179.00 per course) plus books, supplies, internet access or instruments as required by
the instructor.

SUMMARY OF TUITION AND GENERAL FEES

Administrative/ Registration fee per Semester $ 150.00
CIFTA Tuition per Course $ 179.00
Returned Payment Fee $ 30.00
Late Registration Fee $ 10.00
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ADDITIONAL EXPENSES

Other expenses for which students are responsible include course textbooks and materials, computers, instruments
and other incidentals.

Books, Instruments and Software

It is the student’s responsibility to pay for and own any books, instruments and software programs used while at-
tending CIFTA. The cost of textbooks will vary with different courses. Book and software costs may run $600 -
$700 per semester for full-time students.

PAYMENT OPTIONS

Tuition is the charge for instruction, and this payment is due when services are rendered. Tuition costs for CIFTA
are not tax deductible at this time.

Tuition and registration fees must be paid in full or payment arrangements made prior to the start of clas-
ses each semester. No access to course material will be given until all tuition and fees are paid or payment
arrangements made. All payments are to be made in US currency. Tuition does not include instruments, books or
supplies.

PAYMENT POLICY

Students must pay the amount due in full or make payment arrangements with CIFTA on or before the last day of
registration/ orientation. Funds are payable to Cruse Institute for the Arts. The Administrative Offices can accept
payment by check, money order or credit card. Credit card payments will incur a 3% convenience fee. No access
to course material will be given until all tuition and fees are paid or payment arrangements made. All payments are
to be made in US currency.

The issuance of bad checks or credit cards will be grounds for immediate suspension and possible termination. A
$30 fee will be charged for returned checks.

Failure to make proper payments is cause for dismissal at the discretion of CIFTA. Official academic transcripts
and diplomas will not be released unless all related indebtedness is paid in full.
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REFUND POLICY

If a student drops or withdraws from any class or withdraws from CIFTA and initiates the appropriate process
through the Academic Dean’s office, refund of tuition will be prorated and issued for any semesters paid for but not
completed, excluding the semester from which the student withdraws.

The tuition refund is calculated from the approval date for dropping or withdrawing from courses by the Academic
Dean. Non-attendance of classes does not constitute an official withdrawal or course drop.

The registration fees are non-refundable. If a student is expelled from CIFTA, no refund will be given.

13
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Academic Information

ACADEMIC INTEGRITY

Cruse Institute for the Arts expects its students to practice absolute academic integrity. Plagiarism, cheating and
other forms of academic dishonesty are not acceptable at CIFTA.

ACADEMIC RECORDS

The Academic Dean'’s office maintains a file on each enrolled student. Student files contain correspondence and
communication that takes place between the student, the Institute, and the public. Information within the file is
maintained according to the Family Educational Rights and Privacy Act (FERPA) of 1974, as amended. This act
was designed to protect the privacy of education records, to establish records, and to provide guidelines for the
correction of inaccurate or misleading data through informal and formal hearings. Students have the right to file
complaints with FERPA concerning alleged failure by the institution to comply with this act.

Students receive grade reports at the end of each semester. This is the student’s opportunity to seek correction for
any apparent errors and to keep the Administrative Office informed of any mailing address changes. Failure on the
student's part to seek correction within one year after the conclusion of the semester the course was taken
indicates that records are accurate as stated.

ADD/DROP POLICY

During the add/drop period, there is no penalty for adding or dropping courses. Students may adjust their course
selections during the add/drop period (14 days after the first day of class). A refund will only be issued if the
course is dropped prior to the course start date. Courses dropped during this period will not appear on the students
transcript.

APPLICATION FOR DEGREE (INTENT TO GRADUATE)

The course catalog is designed to make planning and scheduling a degree program as simple as possible. Each
student at Cruse Institute for the Arts should keep in mind that he or she alone is ultimately responsible for under-
standing and fulfilling all degree requirements. Students are responsible for their own degree plans and for the
completion of all requirements for the degrees which they seek.

Each student will be assigned a catalog year, which indicates the set of requirements the student must meet in or-
der to graduate for CIFTA. A student may use any catalog year that falls within the time the student attends CIFTA,
from the initial year of enrollment until the year of graduation. However, the student may not use a catalog that is
more than six years old at the time of graduation.

An application for an undergraduate degree, called The Intent to Graduate, must be filed with the Academic Dean
during the semester prior to graduation. This form is on student area of the CIFTA website and must be completed
and signed by the student. All monies owed at CIFTA must be paid in full prior to graduation and receipt of any
degree.

Students who file a late application may be charged a processing fee of $25.00.
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Preparing to Graduate

o Each fall, students who have completed the second year of required courses will receive an email with a link to
the Application for Degree. This form will allow the student to communicate their expected date of graduation
to the office of the Academic Dean.

o Students must apply for graduation. This application must be submitted by October 1 for students planning to
graduate at the end of the fall semester and by March 1 for students planning to graduate at the end of the
spring semester.

e During the semester before graduation, students should review their Degree Audit and visit with the Academic
Dean about their schedule of courses for their last semester.

o Students with incompletes will not be allowed to graduate until course work is completed and the incomplete is
removed.

e Allholds on a student’s account must be removed before the student can receive their diploma.

e Any student who does not complete graduation requirements during the semester for which he or she has filed
must reapply for a later graduation date

CATALOG REQUIREMENTS AND READMISSIONS

A full-time student who is readmitted and whose re-enrollment is continuous to graduation may meet the full
requirements of the catalog of the year in which the student re-enrolls or the full requirements of the catalog of any
one of the intervening subsequent years. Any student not maintaining continuous enroliment must meet the
requirements of the catalog of the most recent year of entry.

Ten years is the time limit a student has to meet the diploma requirements under a particular catalog. After ten
years, the student is required to satisfy the requirements of the newest catalog. Prior credits earned do not expire,
however.

CERTIFICATE/ DEGREE REQUIREMENTS

Degrees

To be eligible to receive a Bachelor's degree and/or an Associate’s degree from CIFTA, candidates must meet the
following requirements:

Satisfactorily complete all required courses.

Maintain a cumulative grade point average of 2.0 or above.

Satisfactorily complete 6 semesters of service in Ministry Practicum over the period of attendance.
Tuition and fees must be paid in full.

Demonstrate evidence of true Christian life and character during the school year at CIFTA. If a stu-
dent has fulfilled all other requirements, yet has demonstrated a lack of character, he/she will not
graduate.
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First Year Certificate or Second Year Certificate

To be eligible to receive a First Year Certificate or a Second Year Certificate, candidates must meet the following
requirements:

Satisfactorily complete the first year program/second year program.

Maintain a cumulative grade point average of 2.0 or above.

Satisfactorily complete 2 semesters of service in Ministry Practicum for each year’s certificate.
Tuition and fees must be paid in full.

Demonstrate evidence of true Christian life and character during the school year at CIFTA. If a stu-
dent has fulfilled all other requirements, yet has demonstrated a lack of character, he/she will not
graduate.

a1 wnN -
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CLASS ATTENDANCE

It is assumed that students will make the most of the educational opportunities available to them by attending
course sessions and Zoom meetings. Consistent attendance in online classes enhances each student’s experi-
ence. Students are expected to log in to the course frequently, master the course material whether written or in
other digital media formats, and engage the professor and fellow students through Zoom meetings and/or discus-
sion forums. Weekly individual assignments allow students to demonstrate mastery of course content. Regular
course attendance and participation is required as a condition of receiving credit for work done in the course.

Failure to attend and participate in course activities and assignments may produce academic consequences, includ-
ing, but not limited to, lower grades on late assignments and activities, no credit for missing assignments and activi-
ties, a failing grade for the course, or administrative withdrawal.

Students who wish to appeal the instructor’s decision may do so using this procedure: communicate with the Aca-
demic Dean for resolution of the excuse. Students may appeal the decision of the Academic Dean by requesting a
hearing with the Administrative Council.

The attendance policy for each course is stated in the syllabus for that course and is in compliance with the CIFTA
policy as stated in the Student Information section of this handbook. Therefore, all matters of attendance and the
privilege of making up assignments or tests, except for administratively excused absences, are between the student
and the professor.

CLASSIFICATION OF STUDENTS

A student’s classification is determined as follows:

o First-year students - fewer than 84 quarter hours (Associate Degree students - fewer than 36 quarter hours)
e Second-year students - 85 to 168 quarter hours (Associate Degree students - 37 to 72 quarter hours)
e Third-year students - 169 quarter hours or more (Associate Degree students - 73 quarter-hours or more)

17



COLLEGE YEAR

The college year for CIFTA consists of two 16-week semesters (or terms). The dates of these sessions and other
important dates regarding course enrollment are included in CIFTA’s Academic Calendar, available on the CIFTA
website.

Enroliment Terms of a College Year

o Fall - a 16-week term that is completed before the Christmas holidays
e Spring - a 16-week term that is completed by mid-May
e Summer - beginning in mid-May and ending before the fall term begins (to be added at a future date)

CONTINUATION AS A STUDENT

Continuation as a student at Cruse Institute for the Arts is not automatic. Basic academic and spiritual require-
ments must be satisfied for students to qualify. Additionally, all prior balances must be paid in full.

COURSES
COURSE NUMBERING SYSTEM

Courses are identified with letters and numbers. The letters refer to the subject area. The first digit of the course
number indicates the level of the course.

1,000s First year
2,000s Second year
3,000s Third year

The second digit in a course number indicates the number of credit hours awarded for the course. The third and
fourth digits in a course number indicate the course number within the department.

FINAL EXAMS

Final exams for courses are given during the last week of each fall/spring term. Students may choose when to take
those exams during the final week of classes. Most exams are timed, requiring the student to complete and submit
the exam within a specified time limit from the time they begin the exam. Some courses, due to their nature, re-
place the final exam with a final project.
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GRADING SYSTEM
GRADING SCALE

Final numeric grades for each course will be assigned according to guidelines determined by each instructor. Letter
grades and grade points are assigned according to the following scale:

Grade Numerical Grade Grade Points/credit hour

A 93-100 4.0
B 85-92 3.0
C 77 - 84 2.0
D 70-76 1.0
F 0-69 0.0
I Incomplete Not counted

WP Withdrawn passing Not counted

CR Credit Not counted

WF Withdrawn failing 0.0

A minimum grade-point average of 2.0 per semester must be earned by all students to remain in good academic
standing and to qualify for graduation.

INCOMPLETES
The grade of “I” is given for work that is incomplete at the time grades are given. Itis given only after the instructor
and the Academic Dean approve a request by the student that his or her work is incomplete for good cause. It is

the responsibility of the student to make up any incomplete work and ask the instructor to submit a grade change to
the Academic Dean. If this is not completed in the subsequent semester, the incomplete will be changed to an “F”.

COURSE WITHDRAWAL

If a course is dropped after one week, a “WP” is recorded provided the student is passing at the time of the
withdrawal. If the student is not passing, “WF” is recorded. Any student who withdraws from a class after the fourth
session will receive a “WF”. The “WF” is counted as an “F” in determining the GPA.

COURSE REPEAT

A course may be repeated at CIFTA to replace the original grade. The course appears on the transcript with all
grades given and a repeat flag. Both courses count in the GPA. Double credit is not awarded for repeated cours-
es.

GRADE APPEALS

CIFTA expects faculty to assign student grades equitably based on academic criteria, but it also acknowledges that
grades can sometimes be incorrectly assigned. Students have the right to question grades. Most grading ques-
tions can be resolved informally through conversation between student and faculty member, so the student should
begin by talking with the instructor. If the informal conversation does not resolve the situation to the student’s satis-
faction, the student may initiate a formal grade appeal. The student must begin a grade appeal before the start of
the next long semester.
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LATE REGISTRATION

Registration ends on Friday of the week before classes begin. Students wishing to register for a class after the reg-
istration period must request a late registration which must be approved by the Academic Dean. A late fee of
$10.00 per course will be assessed for students who add or change classes.

MAKE-UP EXAMINATIONS/ WORK

Students are expected to take all quizzes, tests, and exams, deliver any scheduled presentations, and turn in any
other work required by instructors on the specifically assigned date.

Students may have a minimum of one week to make up any missed work (quiz, test, presentations, etc.). Students
are responsible for contacting the instructor to schedule the make up of any missed work. If missed work is not
submtted within the allotted time period, a grade of “0” will be assigned.

In the event, and only in the event, of an administrative excused absence, may students make up missed exams.
Scheduling make-ups in a timely manner is the responsibility of the student. Examples of events beyond the
student’s control include, but are not limited to, a medical emergency or sudden illness (supported by appropriate
documentation), or death of an immediate family member. In such cases, a grade of “I” (incomplete) will be
temporarily posted to the student’s transcript. NOTE: In no case will an “I” remain on the transcript for more
than one semester.

PROBATION AND SUSPENSION
ACADEMIC

Students are expected to make satisfactory progress toward a degree or certificate in order to be eligible to contin-
ue enrolling in Cruse Institute for the Arts.

A probation list is compiled once each academic semester and is based on the students’ academic achievements
for the previous academic term.

Students placed on probation have failed to meet the following criteria: students not earning two-thirds of the hours
they attempt or students whose grade-point averages fall below the minimum requirement for total quality hours
attempted. These minimums appear in the following chart:

Total Quality Hours Minimum GPA
Attempted Required
1-42 2.00

43 -84 2.25

More than 84 2.50

Students are removed from probation when they submit additional academic work sufficient to raise their cumulative
GPA above the minimum requirements. Normally, students who are not removed from the probation list after one
full year are suspended.

Students accepted into CIFTA on probationary status are subject to the same policies as students placed on proba-
tion.

Upon recommendation of the Academic Dean and approval of the President and Vice President of the Institute, a
student may be placed on probation or may be suspended at any time for severely inadequate academic work.
Such suspension may either be temporary or permanent.
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FINANCIAL OBLIGATIONS

Every student is required to meet financial obligations to Cruse Institute for the Arts/ School of Ministry according to
the Tuition and Fees section found under Financial Information in this catalog. Failure to meet these requirements
may result in suspension.

READMISSION POLICY

Students who leave CIFTA for more than one long semester must reapply for admission. All students who leave on
academic probation or suspension or with disciplinary concerns must also reapply for admission.

TRANSCRIPTS

To order an official transcript from CIFTA contact:
Academic Dean
Email: transcriptrequest@cruseinstitute.org

e Transcripts will be released to students who are in good standing with CIFTA
o Transcripts will be processed only upon official request by the student and after all financial obligations and
“holds” have been cleared.

No changes will be made to a student’s transcript after the degree has been posted.

TRANSFERRING CREDITS

All course work from any institution will be evaluated to determine its comparability in content and credit to a corre-
sponding CIFTA course or degree requirement.

The following policies are in effect for all incoming transfer work from regionally accredited institutions or those insti-

tutions accredited through Transworld Accrediting Commission International.

1. Credits will be posted when official transcripts reach CIFTA from the issuing institution and have been evaluat-
ed.

2. Transfer courses with a grade of “C” or higher from regionally accredited institutions or those accredited
through Transworld Accrediting Commission International will be posted to the student’s CIFTA record and may
count toward hours in a degree if the credits are appropriate.

3. Grades for transfer credit are not included in the student's GPA at CIFTA.

The transfer of any credit earned at CIFTA to any other academic institution is at the discretion of the re-
ceiving institution.
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WITHDRAWAL FROM A COURSE

If it becomes necessary to withdraw from a course, the student should first visit with the instructor for the course.
Once the instructor has been notified of the student’s intent to withdraw, the student should send a written notice of
withdrawal to the Academic Dean’s office. The date that the notice is received constitutes the official date of with-
drawal. The last day to withdraw from a course is the Friday of the 12th week of a long term.

WITHDRAWAL FROM CIFTA

A student who must withdraw from all courses for the semester must withdraw from CIFTA. Students withdrawing
from CIFTA must initiate the process by submitting, in writing, a notice of withdrawal to the Academic Dean'’s office.
The date the notice is received constitutes the official date of withdrawal. The last day to withdraw is the Friday
before the final week of classes.

ACADEMIC POLICY CHANGES

Cruse Institute for the Arts reserves the right to change academic policies when deemed necessary and to hold
students responsible for any revisions. In the case of any change in courses already completed, students are not
obligated to fulfill the new requirements. All changes are announced and officially posted. It is ultimately the stu-
dent’s responsibility to be informed of changes that may affect programs and requirements for graduation.
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Student Information

ATTENDANCE POLICY

Attendance and involvement in online classes is a necessary part of the learning process. Students enroll to
receive the teaching of the Word, academic instruction and an impartation of the anointing. Students need to be
‘present” in order to receive. In addition, God is providing both the finances and the opportunity to attend CIFTA,
and students need to be good stewards of their time and money. The time, energy and financial investment stu-
dents are making should not be lost through carelessness, apathy or discouragement.

AFFILIATE CHURCH POLICIES

Attendance and involvement at the affiliate (home) church is as much a part of the student’s training as the online
courses. Not only does it supply the strength and fellowship from a local church, but it also provides an opportunity
for the student to learn by precept and example. Also, through the applied courses, Ministry Practicum and Basics
in Worship Lab, the student may immediately begin to implement what is learned and received from online courses.

Attendance and involvement in church services, church activities and creative arts practices during the week at an
affiliate (home) church is mandatory. Students are required to serve a total of 2.5 - 3 hours per week in some area
of ministry at their affiliate (home) church. This service can be in any area of the church’s ministry (administrative
help, children’s ministry, greeting, hospitality, media, ushers, worship team).
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The fruit of the Spirit described in Galatians 5 is to be as much a part of the believer’s life as the gifts of the Spirit.
Christian character is of utmost importance at CIFTA. We believe it is the responsibility of every student enrolled at
CIFTA to live an exemplary life. It is expected that students will avoid practices and forms of entertainment that are
detrimental to their personal growth in the Lord.

CIFTA CODE OF HONOR

The Code of Honor is the central criterion of conduct for all who are a part of the CIFTA community. It is a concept
of personal honor based on the principles of integrity, common sense, reverence for God, esteem for man and
respect for social and spiritual laws. It is assumed that a student deemed worthy of admission to CIFTA already
exemplifies these integral facets of the Christian character.

In accepting and following the Code of Honor, students accept responsibility and discipline, which will enhance their
moral and spiritual growth. Such qualities should be an inherent part of the ethical code held by an educated
individual. In addition, students are protecting and preserving their own reputation, as well as that of the CIFTA
family.

In signing this Code of Honor, | fully recognize that Cruse Institute for the Arts was founded to be and is committed
to being a Christian ministry and that it offers a lifestyle of commitment to Jesus Christ as personal Savior and Lord
and as an integral part of its evangelistic outreach. Itis therefore my personal commitment to be a person of
integrity in my attitude and respect for what Cruse Institute for the Arts is in its calling to be a Christian institution.

1. | PLEDGE to apply myself wholeheartedly to my intellectual pursuits and talents and to use the full power
of my mind for the glory of God.

2. | PLEDGE to grow in my spirit in developing my own relationship with God.

3. | PLEDGE to cultivate good relationships socially with others and to seek to love others as | love myself. |
will not lie. 1will not steal. | will not curse. | will not be a talebearer. | will not cheat or plagiarize. | will do
my own academic work and will not inappropriately collaborate with other students on assignments.

4. | PLEDGE to keep my total being under subjection from all immoral and illegal acts and habits. To this end
| will not take any illegal drug; | will not commit illicit sexual acts, including homosexual behavior; | will not
drink alcoholic beverages of any kind; | will not use tobacco; | will not engage in other behavior that is
contrary to the rules and regulations listed in the CIFTA student handbook.

5. | PLEDGE to maintain an integrity of ‘openness’ to God’s claims on my life and to do my utmost to know
and follow His will for my life.

6. | PLEDGE to attend courses and all required applied courses and events at an affiliate (home) church.

7. ITUNDERSTAND that at Cruse Institute for the Arts we endeavor to make God our passion, not our
preference. In this spirit, | will set my heart on exemplifying Christian behavior.

8. | PLEDGE to abide by the rules and regulations that may from time to time be adopted by the CIFTA
administration. | understand that CIFTA is a private school, and | therefore have no vested rights in the
governing of the school. | accept my attendance at CIFTA as a PRIVILEGE and NOT a right and that
CIFTA reserves the right to require the withdrawal of a student at any time if in the judgment of the  Pres-
ident of CIFTA or of the Administrative Council such action is deemed necessary to safeguard CIFTA’s
ideals of scholarship or the spiritual and moral atmosphere of it as a Christian organization.

Each student will be required to sign an oath to uphold the Code of Honor at CIFTA. This signed statement will affirm
the understanding that students must maintain CIFTA standards in order to remain a part of the school.
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STUDENT ID NUMBER

Every student will be issued a student identification number. This ID number will be unique to each student and
indicates the year of entry and major area of study.

EMPLOYMENT

CIFA conducts classes online so that students may work. We realize that some students may be able to attend
without having a job to support themselves. This, however, does not apply to the majority of students. CIFTA
strongly recommends that every student work to help with the finances to pay tuition and other expenses while en-
rolled in courses.

MINISTRY PRACTICUM

All students are required to be involved in Ministry Practicum and other applied courses at an affiliate (home)
church. There are many areas of Ministry Practicum available to students. Students will be expected to attend
services and be involved in some area of the ministry of helps and creative arts practices at the affiliate (home)
church where they are completing their applied courses. The level of involvement will be determined by the
leadership of the affiliate (home) church.

NOTE: A student cannot graduate without having served in Ministry Practicum a minimum of 36 hours per
semester (2.5 hours per week). Students must complete 6 semesters of Ministry Practicum in order to earn
a degree.

ADDRESS/TELEPHONE CHANGES

It is very important that the CIFTA administrative office have a current address, email and phone number on file.
Students are responsible for maintaining current and accurate information. Any changes of address or phone num-
bers should be updated.
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Privacy Rights of Students

STATUTE 20, United States Code, Section 1232g and regulations adopted pursuant thereto, hereafter, referred to
as the Code, requires that each student be notified of the rights accorded him or her by the Code. The following is
provided as basic general information relative to the Code:

The Code provides for the institution to establish a category of student information termed “directory information”.
When available in college records, any information falling in the category of “directory information” will be available
to all persons on request, i.e., the IRS, FBI or other government agencies and for use in CIFTA publications. CIFTA
has identified the following as “directory information”.

Student's:
1. Name 7. Church Membership
2. Address 8. Denominational Affiliation
3. Telephone Listing 9. Dates of Attendance
4. Race 10. Degrees and Awards Received
5. Date and Place of Birth 11. Most Recent Previous Educational
6. Major Field of Study 12. Agency or Institution Attended

All other information, such as health and medical records, disciplinary records, records of personal counseling,
required student and family financial income records, transcripts of student permanent academic records, student
placement records and other personally identifiable information shall be open for inspection only to the student and
such members of the professional staff of the school that have responsibility for working with the student. Such
information will not be released to second parties without consent of the student.

Except as required for use by the president in the discharge of his official responsibilities as prescribed by laws,
regulations of the state board, and board policies, the designated custodian of such records may release
information from these records to others only upon authorization in writing from the student or upon a subpoena by
a court of competent jurisdiction.

NOTE TO STUDENT: When completing your application to this school, you were required to indicate by your
signature that you were notified of your rights as recorded by Statute 20, United States Code, Section 1232g. If you
were not so notified, or if you did not complete and sign such an application, please notify your campus director.
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THE FAMILY EDUCATIONAL RIGHTS AND PRIVACY ACT (FERPA)

The Family Educational Rights and Privacy Act (FERPA) affords students certain rights with respect to their

education records beginning the first day of class. These rights are as follows:

e Theright to inspect and review the student’s education records within 45 days of the day the institution
receives a request for access. Students should submit to the Dean’s office written requests that identify the
record(s) they wish to inspect. The institution’s official will make arrangements for access and notify the
student of the time and place where the records may be inspected. If the records are not maintained by the
official to whom the request was submitted, that official shall advise the student of the correct official to whom
the request should be addressed.

o The right to request the amendment of education records that the student believes is inaccurate or misleading.
A student may ask the Institute to amend a record that he or she believes is inaccurate or misleading. The
student should write the Institute official responsible for the record, clearly identify the part of the record to be
changed, and specify why it is inaccurate or misleading. If the Institute decides not to amend the record as
requested by the student, the Institute will notify the student of the decision and advise the student of his or her
right to a hearing regarding the request for amendment. Additional information regarding the hearing
procedures will be provided to the student when notified of the right to a hearing.

o Theright to consent to disclosure of personally identifiable information contained in the student’s education
records, except to the extent that FERPA authorizes disclosure without consent. One exception, which permits
disclosure without consent, is disclosure to school officials with legitimate educational interests. A school
official is defined as a person employed by the Institute in an administrative, supervisory, academic or support
staff position (including law enforcement unit and health staff); a person or company with whom the Institute
has contracted (such as an attorney, auditor, degree, or enroliment verification service (National Clearing-
house), or collection agent); a person serving on the Board of Regents or assisting another school official in
performing his or her tasks. A school official has a legitimate education interest if the official needs to review
an education record in order to fulfill his or her professional responsibility.

Cruse Institute for the Arts designates the following categories of student information as public or “Directory
Information” Such information may be disclosed by the institution for any purpose at its discretion.

Category I: Name, address, telephone number, dates of attendance, classification.

Category II: Previous institutions attended, major field of study, awards, honors (including Dean’s List), degrees
conferred (including dates).

Category lll: Past and present participation in officially recognized sports and activities, physical factors (height,
weight) of athletes, date and place of birth.

Category IV: Grade reports to parents or guardians of undergraduate students who are of dependent status.

Currently enrolled students may withhold disclosure of any category of information under FERPA. To withhold
disclosure, written notification must be received in the Academic Dean’s office prior to the second week of each
semester.

Effective fall 2002, undergraduate students will declare dependent or independent status as part of the registration
process. Dependent or independent status is based on whether or not the student was claimed on the parents’
most recent IRS Tax Form. CIFTA reserves the right to amend dependent/ independent information that is deemed
inaccurate. Parents may obtain non-directory information (grades, GPA, etc.) only at the discretion of the institution
and after it has been determined that their child is legally their dependent. Dependent status can be established via
the admission of a certified copy of the parents’ most recent Federal Income Tax Form unless there is a court order,
state statute, or other legally binding document prohibiting such. Parents also may obtain non-directory information
by obtaining a signed consent from their child.
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