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Assignment and Grading Guideline For In-Service Training
(Revised: 07.12.2020)
1． Design of the Programme
This programme is to provide theological and ministerial training for the church workers while serving in the church. Student should take at least two Areas (6 credits) and up to eight areas of In-Service Training. This programme equips church workers through current in-service ministry experience, individual supervision and application-reflection. By integrating ministerial experience with theological training, the training becomes highly practical and tends to meet the particular needs/requirements of the church that he/she works for. This training design includes three important elements: 
1. Actual Ministry Experience

2. Assigned Reading Materials

3. Individual Supervision/Mentoring
2． Arrangement of Training
1. Eight Areas of In-Service Training 
	Areas of In-service Training
	To replace the following courses:

	1. Mission(3 credits)
	Introduction to Missions

	2. Preaching (3 credits)
	Homiletics

	3. Management(3 credits)
	Church Management and Administration

	4. Evangelism(3 credits)
	Ministry of Evangelism

	5. Pastoral Training(3 credits)
	Pastoral Care and Leadership

	6. Worship (3 credits)
	Contemporary Praise & Worship 

	7. Teaching (3 credits)
	Introduction to Christian Education

	8. Counselling (3 credits)
	Christian Counselling


2. The training period for each area shall not be less than four months or more than two years; the total time shall not be less than 100 hours, including all preparation and gathering time.

3. Student cannot take more than two areas at the same time.

4. After each area is registered, the supervisor and student should draw up a plan, fill in the "In-Service Training Outline and Schedule Plan", and then submit it to the Practicum Director.
3． Assignment requirements
1. Assignments include four aspects: ministry, reading, individual mentoring, and personal and theological reflection.
2. Ministry/practical works
2.1 The supervisor shall arrange relevant ministries for student.

2.2 Ministry Log: The supervisor requires student to record all ministries, including relevant timetables, course plans, sermon outlines, plans, evaluation reports, media, CDs, etc.

2.3 The supervisor shall evaluate the students' service and work performance.
	Area
	Scope
	Record matters

	1
	Mission
	In the record of each mission activity, it must be noted:

1. Is the leader or participant;

2. Place of mission.

	2
	Preaching
	In each sermon record, it must:

1. Indicate whether it has been evaluated by the supervisor before or after preaching;

2.Attach a sermon.

	3
	Management 
	1. The nature of the meeting and the nature of participation (attendance or non-voting) must be listed.

2. If it involves a special ministry, please list the nature of the ministry.

3. If it involves personnel management, please list the number of people managed.

	4
	Evangelism 
	1. Please separate personal and evangelistic meetings.

2. For a evangelistic meeting, list the number of new comers.

3. Please specify whether lead or participate in the meeting.

4. This area includes cultivation work.

	5
	Pastoral Training
	For group / fellowship, please specify:

1. Age-specific of the serving objects, such as children, youth, etc.

2. The number of groups / fellowships.

3. For regular gatherings, just list the week number of the gathering and the number of attendances.
4. Lead or participate? If you lead, please list the number of times you are responsible.

	6
	Worship
	1. Please separate training and gatherings.

2. For regular gatherings, just list the week number of the gathering and the number of attendances.

	7
	Teaching
	1. Please separate teaching and meeting individually.

2. If it is a gathering, please specify the nature, such as Sunday school, Bible study, etc.
3.If possible, please list out the teaching target.

	8
	Counselling
	1. Please specify the nature of counseling, such as personal, family, mission, hospital, etc.

2. Please specify the target and number of counselors.

3. This area includes all visits, such as institutions, nursing homes, etc.


2.4 Ministry Log
Since the student practicum credits will be replaced by ministry experience, the supervisor must guide the student to complete at least 12 months of pastoral service before the student applies for graduation. They are required to serve in areas of leadership/teaching/pastoral care and to record matters of service, service introspection and related documents.
3. Reading
3.1 The supervisor will require student to read and submit (oral or written) reports.
3.2 The supervisor will provide the names of the books and materials read.
3.3 What you read for each area shall be related books or materials.
3.4 If the books required for the area is not available in the library, you can notify the Practicum Director by email, and the Seminary will purchase them first.
3.5 Number of pages read: no less than 500 pages for bachelor student. No less than 1,000 pages for master student.
3.6 Reading Log: The supervisor shall require student to record all readings, including the title, author, publisher, publication year, and number of pages read etc.
3.7 The supervisor shall evaluate the students' reading and reports.
4. Individual Mentoring
4.1 Each are requires no less than 10 hours of individual instruction/supervision.
4.2 The content of individual mentoring includes growth in both personal life and ministry situation, and related topics.
4.3 Supervisors can ask for participation in related seminars or attendance in lectures instead of individual mentoring.
4.4 Mentoring report: The supervisor shall require student to record all mentoring reports, including the relevant date, time, length, content and suggestions.

4.5 The supervisor shall assess the progress and growth of the students' in individual mentoring.

5. Personal and theological reflection
5.1 The supervisor shall require student to conduct personal and theological reflections, including reflections on the process of ministry preparation and involvement or reflection on the life development of the student.
5.2 Reflection Paper: The supervisor shall requires student to record all personal and theological reflection.
5.3 Word count of reflection paper: 2,000-3,000 words for bachelor student; 4,000-6,000 words for master student.
5.4 The supervisor shall evaluate the progress and growth of the students' individual mentoring.

6. Teaching materials
Supervisors can select appropriate teaching materials according to the needs of each area. Since the final report submitted by student may include these materials, the Seminary will also keep a copy for record purposes, and all materials reserved for records will only be kept in the teaching database of the Seminary, will not be used for public publication or other purposes.
4． GRADING SYSTEM
	Grade
	Grade Point
	Score
	
	Description

	A
	4.0
	93-100
	
	Superior Achievement

	A-
	3.7
	90-92
	
	Significant Achievement

	B+
	3.3
	87-89
	
	High Standard Achievement

	B
	3.0
	83-86
	
	Standard Achievement

	B-
	2.7
	80-82
	
	Acceptable Achievement

	C+
	2.3
	77-79
	
	Low Performance

	C
	2.0
	73-76
	
	Low Performance

	C-
	1.7
	70-72
	
	Low Performance

	D+
	1.3
	67-69
	
	Minimum Passing Performance

	D
	1.0
	63-66
	
	Minimum Passing Performance

	D-
	0.7
	60-62
	
	Minimum Passing Performance

	F
	0
	Below60
	
	Failed

	
	
	
	
	

	I
	
	
	
	Incomplete


# Difference between I (Incomplete) and F (Failed): if a student withdraws with good reasons before the end of the semester, he/she will be given an ‘I’. If a student is unable to submit his/her assignments (refer to details in para. 16), or not reaching the passing standards, or he/she has committed plagiarism (refer to details in para. 17), he/she will be given a ‘F’.
An ‘I’ or a ‘F’ has no credits, no point, will not be included on the transcript, and will not be included in the total average points (GPA).
However, in addition to all the credits required by the course before graduation, student must also pass the required core subjects.
5． Assessment Criteria
1. Content for assessment
Supervisor can be based on the following content for assessment:
1.1 Knowledge
1.2 Understanding
1.3 Application
1.4 Analysis
1.5 Integration
1.6 Evaluation

2. Method of assessment
督Supervisors’ ratings can be determined in the following ways:
2.1 Oral report
2.2 Written report
2.3 Observation
2.4 Student's response actions
2.5 Quiz or examination
3. Student’s response actions
The score for the response action should be evaluated based on the following:

3.1 Confirmation of response actions
3.2 Speed ​​of response actions
3.3 Efforts to response actions
4. Quiz or examination
Quiz or examination scores should be measured according to the following:
4.1 Accuracy
4.2 Reliability
4.3 Objectivity
4.4 Consistency
5. Criterion-referenced grading
5.1 The student's grading should be based on the Seminary's grading system to reflect their results.
5.2 The total score of each area is 100 points.
5.3 Supervisor shall allocate scores to different assignment in advance, so that the total of the assignment is 100 points.
5.4 The total score must be an achievable or attainable score.
5.5 Supervisor shall assess whether student meets the requirements in each assignment.
5.6 Supervisor shall assess whether the students have done each assignment in the format conforming to the Seminary. If it is found that the assignment submitted by the student has not been completed in accordance with the expected format, the supervisor can return the assignment until the student completes the work in the format conforming to the Seminary and the assignment is then accepted. The assignment and thesis format of the Seminary are generally based on the "Thesis Writing and Format Manual" (2015 revised edition).
5.7 Late submission of Assignment: the student must submit the assignment within the specified date. If the supervisor does not receive the assignment (or does not reach the level) within the specified time, the supervisor can deduct scores, reduce points or give the student's assignment 'F' grade.
6. Each course will received an assessment from the supervisor and ETS, each weighs 50% of the final grade. 
7. ETS will give a grade to the student based upon review of all the submitted and required submitted reports (course plan, sermon outline, media CD, evaluation report etc.).
6． Submit report and evaluation form
Student and supervisor must return the report and grading to the Seminary/Practicum Director within two months after the end of the area. (Return method: in person, email or post). If the Practicum Director does not receive the report and grading within the specified time, the Practicum Director may give the student an ‘F’ grade for the student’s assignment.
7． Handling of plagiarism
Plagiarism is a serious violation of the rules, causing serious harm to the integrity and reputation of the offender. The Seminary shall give severe warnings and punishments to students who commit plagiarism. The brief list is as follows:

First time: the assignment concerned will be given a ‘F’; the course lecturer will report to the Academic Dean and give the student an oral warning
Second time: the course concerned will be given a ‘F’; the course lecturer will report to the Academic Dean and the Academic Dean will give the student a written warning

Over two times: student withdrawal or dismissal by the Seminary

8． Confidentiality of personal information and privacy
The Seminary always respects and properly handles the personal data of students. Supervisors are requested to pay attention to this aspect. Regardless of communication in the classroom or on the Internet, they must try their best to protect student data from leakage. If you have any questions, please contact the Seminary.
9． Inquire
For any enquiries, please contact:
Ecclesia Theological Seminary
Practicum Director: Dr Benny Chan
Telephone: 2691 1481

Email: bennychan@ets.edu.hk   
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