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A Welcome Speech

By: Dr. Simon Chow
President of LTS
Dear Students,

I want to welcome you as a part of the large LTS family. May God’s grace always be with you, so that in your life of study you
may be continually cleansed in the grace of the Lord and may have the power of joy in your life.

You now hold in your hands the document known as the “Student Handbook.” It deals with those things you need to know as a
part of the LTS family, and also contains important rules and regulations. Allow me to emphasize a few of the uses of the
Handbook:

The Handbook contains several guidelines that are important for you to know as a member of the LTS family. Group life is a kind
of practice; it helps us to learn to respect each other, and it is only within this environment of mutual respect that we will be able
to nurture a genuinely harmonious life together.

Mutual respect must involve self-control and concern for the needs of others, not just taking care of one’s own desires and
emphasizing one’s own individual rights, ignoring the feelings of others. Therefore, this Handbook serves the purpose of helping
us to have “self-discipline.”

Lutheran Theological Seminary is a large family, and everything that the seminary has belongs to the whole family. Following the
guidelines of the Handbook is one way of expressing love for each other and love for the school. Our forefathers have taught us
the difference between the “great self” and the “small self,” and have encouraged us to have the spirit of “sacrificing the small self
in order to achieve the great self.” This Handbook seeks to have the same purpose.

Finally, this Handbook’s ultimate purpose is to invite us to enjoy the practice of life together. May the present and the future of
our life together be richly blessed.

B. LTS Mission Statement

Lutheran Theological Seminary with its foundation in Holy Scriptures, and from a Lutheran faith perspective, strives to nurture
students from Hong Kong and throughout the world, in an atmosphere of ecumenical unity, vibrant worship life, dynamic mission
service, cooperative fellowship and the pursuit of excellence. The seminary seeks to develop faithful servants of God’s Word who
are characterized by spiritual maturity, depth of knowledge, a heart for pastoral ministry, enthusiasm in mission, skill in teaching,
willingness to cooperate, a commitment to life-long growth, and an abiding concern for society.

To achieve this mission, the Lutheran Theological Seminary takes the following as our Main Points of Emphasis:
o
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Spiritual Formation and a Sense of Self-Giving

In an age of professionalism, our seminary teaches students neither to regard a theological degree simply as proof of
professional qualifications, nor to become overwhelmed by the increasing demand for skill and competence in pastoral ministry.
Instead, we encourage our students to offer their lives in service to the Lord. Therefore, our seminary nurtures our students
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holistically, helping them to discover their potential gifts, and also molding the spiritual life of the student through the gospel of
Christ, transforming a self-centered life-style into a world-view that is Christ-centered, in which service consists not only in the
application of pastoral skills, but also in a life that is lived in dependence upon the grace of God. They are inspired to live, not for
material possessions and temporal rewards, but for a higher calling which leads to self-sacrifice for the church.

Our first priority is spiritual formation, built upon a foundation of academic study and pastoral skills. We recognize the
mutuality of these three areas of theological education and blend them together in ways that will maximize the development of
holistic growth.

To assist in the realization of these goals, the seminary's chaplaincy department has been given the special responsibility of
nurturing the commitment of our students. Every faculty member also understands it as their responsibility to assist our students
to reflect on the renewal of their lives. We emphasize life together in worship and fellowship, praising the grace of our Lord and
loving each other, leading to a sense of wholeness in spiritual direction.

Academic Excellence and Innovative Practice

One of the characteristics of the twenty-first century is the unprecedented pace of change. In a time when today's innovation is
obsolete tomorrow, we not only assist students to increase their knowledge and improve their skills, but also encourage them to
embody and bring together in a harmonious whole what they have learned, to seize with vigor the wisdom given to them by God,
to respond to the needs of this age with creativity, the future of the church.

Asian theology continues to be significantly influenced by the West. We must strive together to develop a contextual theology,
making it possible for the gospel to take root in the soil of the culture.

We are acutely aware of the importance of theological education to the development of the church and society. Therefore, we
are doing our best to train individuals in Hong Kong, Asia and other parts of the world to become accomplished teachers and
researchers in theology.

Our faculties, in addition to being academically accomplished, are also experienced in pastoral ministry. Besides being
committed to research and publication, they are equally interested in exploring with students the challenges of their future
ministries. This atmosphere of learning and sharing is enhanced by our large, modern, well-equipped library, a quiet refuge for
study and reflection. Furthermore, our seminary, being committed to broad academic discourse and the enhancement of academic
standards, is a founding member of the Association for Theological Education in South East Asia (ATESEA), the Asia
Theological Association (ATA), and the Hong Kong Theological Education Association (HKTEA).

Proclamation of the Gospel and Commitment to Mission
In the midst of a pluralistic society, we emphasize mutual respect and understanding of other religions and cultural traditions.
Yet, we firmly believe that only Christ, as witnessed to in the Scriptures, can lead us to a relationship with the true God.

Therefore, we emphasize training our students to proclaim the gospel, in order to lead all people to Christ.

Our seminary has close cooperation with international churches. Both the faculty and student body consist of individuals from
various countries who have come together to learn. This makes it possible for our students to understand on a deeper level the life

of people from other parts of the world, to develop an intimate awareness of the needs of sister churches, and to gain a fresh and
engaging sense of the importance of mission. In addition, we sponsor cultural awareness groups. These provide the opportunity
for our students to observe first-hand the cultures and church settings of other locations, and allow our students to join together
with Christian brothers and sisters outside Hong Kong in gospel proclamation and service to society. In the process, our students
learn discipline, teamwork and reliance on God in the midst of an unfamiliar environment, and gradually come to see that their
intellectual knowledge has matured into important life experiences.

In response to an ever-changing society, theories of pastoral ministry continue to develop and improve. In light of this, our
seminary seeks close cooperative relationships with a variety of churches and organizations in Hong Kong, in order better to
understand the real needs of church. We are thereby better able to offer continuing education for students from diverse
backgrounds. We also understand the crucial function of ongoing pastoral education in the ministry of the church, so in the design
and administration of the curriculum we strive to meet the time constraints of those already actively involved in ministry. With
well-designed courses in practical theology and Christian education, in addition to fieldwork, we seek to increase the skills of our
students, and assist the church to experience healthy growth.
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Through student exchange programs with universities and seminaries around the world, and the establishment of a Mission and
Cross-Cultural Studies Center, an Alumni Association, and a Pastoral Colleagues Continuing Education Group, LTS strives to
help both students and alumni to be better equipped in proclamation, mission and pastoral ministry.

Pursuit of Unity and Promotion of Reconciliation

The seminary was founded by the Lutheran church, and we contribute to the larger church and to theological education with
our rich theological heritage. Students learn to respect other denominations, to encourage mutual support, to promote Christian
unity, as a witness to the glory of God.

In a society experiencing rapid technological development, globalization and urbanization, the gap between the rich and the
poor continues to widen. Throughout Asia, equality of the sexes is yet to be achieved either in the church or in society as a whole.
We encourage students to become the prophets of their time, to pursue justice for the weak and helpless, and through the gospel of
reconciliation bring harmony to groups with conflicting interests.

Because of human greed and a lack of knowledge related to the care and maintenance of the earth, God's creation is gradually
being depleted through environmental pollution and endangered ecosystems. Therefore, we nurture an environmental
consciousness in our students, preparing them to point the way for believers in the protection and wise use of God's creation.

Our seminary has established the Center for Luther Studies in Context, one of the purposes of which is to assist students to
understand how to appreciate the traditions of others, while at the same time respecting their own tradition; to study Western
theology, while at the same time being connected to their own situation and context. Our seminary not only helps students to
reflect theologically, but through their life together as a diverse community of faculty, staff and students, we practice loving one
another in a spirit of unity; and we encourage students to strive diligently in their studies to discover how to serve both society and
the church.

Nurture of Believers and Witness to Christ

Faced with fields ripe and ready for harvest, the work of the church must be done accomplished through the close cooperation
of pastoral ministers and church members. We believe in the priesthood of all believers, and the importance of bearing witness to
our faith both in church and society; therefore, the points of emphasis listed above relate not only to clergy but to laity as well.

Believers, in addition to their daily work, have the added responsibility of caring for their families and participating in the work
of the church. They need to be cared for in body, mind and spirit. We nurture believers in spiritual maturity, caring for their
holistic growth so that they can face the challenges of modern society, upholding their duty to their family, their society and their
church.

In response to the practical needs of the developing Chinese churches, the design of our curriculum not only assists them in
adapting to the ministry of the church in the present, but provides them with a long-term vision of working in concert with
pastoral ministers in leading the church into the future.

The Asian church frequently finds itself faced with the tension between faith and privatization. This limits the effect of the
gospel in society as a whole. It is our desire to help believers to enter more deeply into the life of the society in which they live
and seriously to reflect upon their place as Christians in society. We want to strengthen believers’ ability to think theologically
and their capacity to synthesize the results of their thinking. We endeavor to nurture them to be God's witnesses in their various
vocations, and to bring to completion the gospel in their daily lives.

Our seminary operates an Evening Extension Course Center in Wong Tai Sin. The courses are taught by the faculty of the
seminary, as well as visiting lecturers. The supervisor of our Evening Extension Course, together with the Management
Committee and the Alumni Association are continually involved in the process of improving the curriculum, making the courses
better fit the needs of the believers. We are beginning to plan a Distance Learning Course so that believers who want to pursue
theological studies are not limited by time and space, becoming the priesthood of the twenty-first century.”

Our seminary welcomes those who are committed to service in church and community, both clergy and laity. We do not
discriminate on the basis of denominational affiliation, nationality, geographical origin, gender, age or disability, in either hiring
or admissions.



C. LTS Student Life Regulations
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Preface:

Every Student, at the time of joining LTS, is expected to have received a precise calling from God, and decides to take the
theological training in our seminary. Therefore, each of LTS regulation is designed as part of the life training program for the
students, not the redundant chains or harasses of conscience. It is hoped that every student can self-respect himself / herself in the
truth, and treat themselves properly each of the regulations that designed beneficially to them. Hopefully, such practice facilitates
the development of our seminary towards perfection for the honor of God. Amen!

General Regulations :
i Respect and love God.

ii. Do not perform any illegal act.
iii. Identify clearly the identity of ministry; do not hurtfully criticize teachers, student, or staff, instead, say more build

others up.
iv. Show enthusiastically to the sanctified tasks and preaching; do not show indifferent attitude to one's calling and the souls
of others.
V. Take care of one's spiritual needs and academic study; refrain from being lazy, or wasting time.
vi. Keep self-disciplined; act uncontrollably or self-centeredly; establish team
spirit and help one another.
vii. Maintain oneself in a good manner; do not behave arrogantly or impolitely.
viii. Take care of one's health, do away any bad habit.
iX. Love public belongings.
X. Act to love and safeguard the seminary.

Leave Regulation :

To make students focus on their study and prepare themselves to be loyal Servants, the following arrangements are made:

i Do not take any unjustified leave.
ii. Any residential students taking leaves for more than 4 hours from the seminary, signing on outgoing log book is required;
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and outgoing students have to return to LTS before 11:00 p.m.; outside-residence has to get the prior concurrence from the

seminary pastor and notify the dormitory-in-charge.

iii. Lecture absence application has to be referred to and concurred by the concerned course professor, and then approved by
the Dean of Studies.



Vi.
Vii.

Attendance be resumed as is planned, unless leave is extended for special and justified reason, and proper approval is
made with written official proof.

In case of emergency, which makes the leave application can not be submitted by the concerned student personally,
he/she may authorize another person to do it on his/her behalf.

Leave can be extended only if justified reason(s) with written proof is available.

Any leave from LTS or class absence without proper approval, the faculty

department will take the disciplinary action accordingly.

3. Classroom Regulation

Vii.
viii.

iX.
X.
Xi.
Xii.
xiii.
XiV.
XV.
XVi.
XVil.
XViii.
XiX.
XX.
XXI.
XXii.
XXiii.
XXiV.
XXV.

Students are required to dress cleanly and neatly in lecture.

Don’t be late arrival or early leave for lectures.

Do not take any unapproved absence from lecture.

Do not do irrelevant assignment in each lecture.

Student’s speech must be made in a gentle and polite manner.

No sleep is allowed in lecture.

Classroom and things inside it such as chairs, desks, teaching aids, must be kept in a clean and neat manner.
Do not take the belongings of others without proper concurrence.

Class monitors are required to switch off lights and electrical appliances, for the concern of saving energy.

Dormitory Regulation (for details, please refer to the yearly updated Dormitory Regulation ):

Sleep and get up as scheduled.

Keep the bed clean and all things neat in bedroom.

Cleaning of toilet, floor, window and door need to be undertaken by the residential students as arranged.

Except for special case, no lights switching on is allowed after the scheduled sleeping time.

No unauthorized residence outside LTS is allowed, unless special approval is granted.

Unless prior approval is obtained from the seminary, no guest residence is allowed.

Except for those approved, no summer residence is allowed. (application for

summer and coming fall semester residence must be submitted before the end of April of each year )

Student suffering sudden discomfort or sick needs to ask somebody else to report for him/her to the dormitory-in-charge
or seminary pastor.

Do not take the belongings of others without proper concurrence.

Do not speak loudly in bedroom.

Do not set radio or media player to produce loud noise in bedroom.

Except for special case, do not go with slippery or sleeping gown outside the dormitory.

Students are not allowed to enter the bedroom of the other sex.

For maintaining public hygiene, only the uncooked food are allowed for eating in the fellowship room, the cooked food
has to be processed or eaten in the dining hall.

Do not use with oven or cook with fire within the dormitory area(except in the kitchens of family quarters).

Only the furniture provided by the seminary is allowed to be put in the bedroom, for the reason of limited space.

For control of worms and rats, do not eat in the bedroom, all rubbish have to be disposed to the rubbish collection area.
For maintaining the dormitory clean and neat, do not place the personal belonging in the public area.

If necessary, clothes are allowed to hang in the clothes drying place only. Charged washing machine and drying machine
are available for the residential students; paid-in coins can be purchased through the dormitory-in-charge.

For the safe of the seminary, please lock the door before 7 a.m. or after 11 p.m.; lock the gate at every time of exiting or
entering. Encounter with stranger within the dormitory, ask him/her the visiting reason, but in a polite manner.

For maintaining the dormitory environment comfortable, please dispose properly the unused materials in the public area,
and keep the place clean.

Switch off lights, fans and close the window and door, after each use of prayer room, fellowship room, and activity room.
Avoid danger and energy waste, heat water supplies are available in the designated period: 6:00-10:00 a.m.; 4:00-11:30
p.m.

Please use the public telephone to a maximum of 5 minutes.

Air-conditioning payment is collected twice every semester, charge rate is HKD1.10/kwh.



xxvi. Use of electric appliance such as heating oven, cooker, TV and refrigerator are not allowed in the bedroom & dormitory
area.

xxvii.Please put the public use material back to its position after use.

xxviii.For energy saving, students are normally expected to study in library.

Meal Regulation :

i Student meal is administered by meal management committee formed by the seminary dedicated staff and the
representatives assigned by the Student Union.

ii. No unauthorized students are allowed to take food or kitchen accessories.

iii. Do not enter the kitchen, except for special reason, to avoid hindering the work of kitchen staff.

iv. According to policy, no meal is provided by the seminary, meal has to be settled by the student himself or herself.

V. Meals are provided as scheduled, no extra meal will be provided for those missing the scheduled meal.

Vi. In case for special reason, student may ask the other to reserve some food for him/her.

vii. At the meal, students are required to dress neatly, and wait for others gently and quietly until the designated meal time.
viii. Students are required to lead by turn the pre-meal songs and prayer, and are responsible for the post-meal clean-up.
iX. For facilitating inter-student’s fellowship communication, students are expected to take meal in the dining hall, unless for

individual health reason, for which case approval is required; such application need to be forwarded to the chaplaincy
department with doctor's proof document.

Functions Regulation :

i Students ought to attend all functions such as Morning / Evening Prayer, Weekly Meeting, all other meetings planned per
the school calendar, and the activities launched by the Student Union such as student fellowship meeting; such functions are
prepared to facilitate the learning of community life, thus commuting students are also expected to participate at their utmost, in
order to drive multi-dimensional development.

ii. Programme responsible students are required to act loyally.

iii. Attend meetings quietly and seriously.

iv. Do not come lately or leave early, to avoid affecting meeting atmosphere.

V. In case attendance to the Morning / Evening Prayer, Weekly Meeting or
other meetings, absence application has to be forwarded to the Chaplaincy
department.

D. GUIDELINES FOR INCLUSIVE LANGUAGE

1. Generic man

Avoid using man in a generic sense.

Alternatives: humanity, humankind, humans, human beings, human species, person(s), people; first-person plural pronouns (we,
us, our, ours).

2. Compounds with man:

manpower personnel, human resources man-
made manufactured, artificial

craftsman artisan

chairman chair, chairperson, moderator
congressman member of congress, representative
fireman fire-fighter
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Some writers and editors object to compounds with person and people.

3. Generic he (him, himself, his) for both sexes.

Alternatives:

a) Revision in the plural.

b) Substitution of he or she, he/she, s/he, he(she),

c) Elimination of the pronoun.

Illustration: Everyone has a right to [his or her] an opinion.

d) Restructuring.

e) Repetition of the noun or substitution of a synonym.

f) Shift to the first person (I, we, us), second person (you), or the impersonal third person (one)
g) Alternation of masculine and feminine pronouns.

[llustration: The employer must ask a number of questions about every candidate.  Does she have strong references? Does he
have relevant experience?

h) Use of passive voice.

4. Feminine Pronoun she to designate a country, a ship, nature, the church, etc.
Unnecessary. It is perfectly all right.

5. They as a singular pronoun for each and every (in an informal context).
illustration: Let everyone carry their own luggage.

6. Common-gender forms applicable to both sexes. E.qg. aviator, doctor, usher, etc.
Feminine
forms, aviatrix, doctoress, usherette, etc., seem contrived.

7. imported words (especially French) which are gender-marked:

fiance / fianceedivorce / divorcee protege /protegee blond / blonde..
The original gender-marked forms may be kept.
[Adapted from:

Marilyn Schwartz and the Task Force on Bias-Free Language of the Association of
American University Presses, Guidelines for Bias-Free Writing, Bloomington: University of Indiana Press, 1995.]

Prepared by:

Peter K.H. Lee
Birgitta Larsson
John LeMond

Inclusive Language in Worship

The basic problem to overcome is that the liturgical language to a great extent is created by men and therefore mirrors men's
worldview, experience and religious insights. Consequently it lacks specific expressions of women's faith and life experience.
Many women find it difficult to understand that they were created in the image and likeness of God, when all their exclusively
women experiences can find no place in the God they are told to worship - King of Kings, Lord of Lords, Father, God of our
Fathers, Leader of armies.

Christological language, images and metaphors must be critically examined. The problem arises for women when the maleness
of Christ is overemphasised. In some traditions women are deprived full participation in the life of the church because the Church
assumes a Christological premise which declares that Jesus as male was a necessary precondition.

The liturgical language often follows the language praxis according to which masculine pronouns are used even when both
women and men are referred to.

The language that still dominates many liturgies reflects a hierarchical structure of society of old with male dominance over
women. Such liturgical language contributes to the preservation of inequality between men and women.

Suggestions

1. Reduce third person pronouns about God. The pronoun can be replaced by repeating "God" or through a paraphrase. In prayers
the second person "you" can be used and the personal relationship will then be strengthened. "God Himself" can be substituted by
"Godself"

2. As the importance of incarnation is that God became a human being, not that

Jesus Christ was born a man, Christ's maleness should not be overemphasised and

the pronoun for third person should not be used too frequently.

3. Always cheque The New Revised Standard Version for texts to be used in the liturgy.

4. God the Father is a strong metaphor that cannot be taken away. It is not an alternative to call God Mother. One way is to say
"God who is like a Father and a Mother for us". To counteract the dominance of the male and hierarchical metaphors. use also
other metaphors like "God as refuge. Well. Living, Water"'. The parallel images of a man and a woman representing God should
be used much more; not only God, the good shepherd but also God, the woman searching for her lost coin. (Luke 15: 3-10). Or
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"The kingdom of heaven is like yeast that a woman took and mixed in with three measures of flour until all of it was leavened."
(Math, 13:33) Or "How often have | desired to gather your children together as a hen gathers her brood under her wings...."
(Math.23:37)

5. Metaphors can also be made out of verbs. Instead of only talking of God who conquers chaos, rules the world, fights against
the evil, judges human sin. God also gives birth to the universe, feeds the world, leads a person into truth, embraces the
congregation, cares like a mother and a father.

6. Jesus Christ as the Son should not be the only epithet for Christ. It was used to express that Jesus is God. Today it expresses
more Christ's human nature. An alternative is "God's only child". In John. Logos is used for Christ, like earlier Sofia.

7. Lord, both for God and for the risen Christ, corresponds to JHWH, Kyrios in

Septuaginta and Dominus in Vulgata. Is there a contemporary expression, which

includes both the mystery of God's identity and the uniqueness of Jesus Christ? Such a word should refer to JHWH, recognize
Jesus' divine nature, fit into a liturgical text and not have more disadvantages than advantages? "The living, | am. Jesus is Christ,
The living Christ"?

8. Regarding the Trinity it is important to stress the relational aspect that ought to be expressed also in the liturgy, also as a
model for human relationship.

9. There are many different ways of replacing the traditional trinity formula: one

is "Creator, Redeemer and Sustainer of Life."

LTS 2000-05-15 Dr. Birgitta Larsson

Further Suggestions on Divine Names

1. The term 'God' is not gender-specific (other than the masculine third personal pronoun attributed thereunto). But other names
for God, like “Yahweh' (in the Old Testament), "Lord,' “King of Kings,' “Sovereign,' etc. are male images. These names should not
be used without consciousness of their male connotations, and if they must be used, care should be taken to explain to the
audience (or readers) the male-dominated ancient worldview in which the terms have arisen. The male images for God need not
be allowed to predominate. There are other terms for God which do not have male connotations, e.g, Supreme Being, the
Almighty, the Divine One, the Holy One, etc., and these can be invoked to lessen the gender-entanglement.

2. What about "God the Father,' "Heavenly Father,' "Father in Heaven,' etc.? These expressions have a long history in the
Christian tradition, traceable even to the Bible. They cannot be discarded; however, they should not be taken as the only pre-
eminent way to address God, and if they are invoked, the users should be sensitive to their gender implications, especially to
people nowadays who are gender-conscious in language-usage. The alternative expressions, “God the Mother,' "Mother in
Heaven,' etc. are just as gender-specific, and they are not helpful in addressing the sexist issue. Besides, they may create other
confusions. 'Father/Mother in Heaven' is sometimes suggested; but it is a long way from being universally accepted, if for no other
reason than its absence in the Bible.

3. The Trinitarian formulations, “Father, Son, and Holy Spirit,’ present delicate problems. The first two designations are for male
figures. But because the formulations are so well-established in the Christian tradition, they can hardly be discontinued without
incurring a sense of loss for a great many Christian believers. It has been suggested that one way to avoid the heavily male-
oriented Trinitarian formulation is to speak of “The Creator, Redeemer, and Sustainer." Even if granted rough pararells with
“Father, Son and Holy Spirit,' the elements of personal relationship in the traditional Trinitarian nomenclature are missed. Another
suggestion, “The Father, Son, and the Holy Spirit, Mother of us ail," makes an attempt to include both the masculine and feminine
elements, but at the expense of creating more problems (like making it into “quadrinarianism'?).

The Trinitarian nomenclature in the benediction, “The grace of our Lord Jesus Christ, the love of God, and the communion of the
Holy Spirit .....," lessens the masculine emphasis somewhat (the male sex of Jesus Christ cannot be denited). There seem to be no
entirely satisfactory solutions to the Tranitarian problem. Whatever formulations are used, traditional or newly made up, special
attention should be given to the task of educating the people to be aware of sexist implications of gender in language on the one
hand, and to be able to go beyond literal-mindedness in dealing with the gender-sex issue (which is often made into a confused
issue), especially with respect to divine mystery.
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Lutheran Theological Seminary Library Services
LTS Library has about 80,000 volumes, over 200 periodicals and many electronic resources such as CD-ROM and full-text
periodical databases on Internet. She is the largest seminary library among the Chinese seminaries around the world.

1. Opening Hours

A. During school time

Monday to Friday 9:00 a.m. to 10:00 p.m.
Saturday 9:00 a.m. to 12:00 p.m.

Sunday & public holidays Closed

B. During school holidays
(e.g. Christmas , New Year , Easter , Summer vacation )

Monday to Friday 9:00 a.m. to 5:00 p.m.
Saturday 9:00 a.m. to 12:00 p.m.
Sunday & public holidays Closed

The Library will be closed at lunch time, dinner time, Morning Chapel and Friday Assembly.

2. Check-out and Check-in Services
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Every student may check out at most 15 books.

B. Ordinary books

Loan period: 4 weeks.

If no reservation made by other, books can be renewed.

Overdue fine is HK$0.50 per book per day.

Books not overdue can be returned to the self-service Book Return Box. (But if you have already used up the loan quota, you may
return the book to the counter directly, so you may continue to check out other books on the same day).

C. Reserved books

From Monday to Thursday: reserved books are available for checking out after 4:00 p.m. and the books
must be returned to the counter on next day before 10:00 a.m.

Friday: reserved books are available for checking out after 4:00p.m. and the books must be returned to the
counter on Monday before 10:00 a.m.

Saturday: reserved books are available for checking out at any time and the books must be returned to the

counter on Monday before 10:00 am.
Overdue fine is HK$0.50 per book per hour.
If the due days fall on public holiday, the due days will be automatically postponed to the next working day of the Library.

D. As the Library is only served by student helpers at night, check-out and check-in service is not available during that period.
E. For convenience sake, please check out/in books 15 minutes before library closing at noon and evening.

F. All periodicals, magazines, theses and reference books cannot be checked out.

3. Lost and Penalty
If anyone lost a book, he has to pay for the original cost of the book and HK$50.00 as handling charges.

4. Library Cards

When check out book, you should show your valid library card.

When you register every term, your present library card will be valid till you graduate. You do not need to get a new library card
every term. But if students do not register, the library cards will be expired automatically.

When graduate, you can apply a free alumni library card which can borrow 5 books.

If you lost your library cards, please inform the library immediately. To get a new card, you need to pay HK$20.00 for the
handling charges.

5. Stored Value Card for Photocopying

Photocopying machines are available at the upper and lower levels of the library.

Photocopying service charges are HK$0.30 per A4 paper and HK$0.60 for A3 paper. Charges will be deducted from the stored
value card for each copying.

The stored value cards cost at HK$40.00 and are available at library counter. (Inclusive of HK$30.00 for the stored value and
HK$10.00 for deposit.)

When making photocopies, please respect the Copyright Law in Hong Kong.

6. Inter-Library Loan (ILL)

Through the ILL services of the Ecumenical Information Network (EIN) (www.ein-hk.info), students can
visit and borrow items from the following member libraries: Alliance Bible Seminary, China Graduate
School of Theology, Evangel Seminary, SKH Ming Hua Theological College and Catholic Holy Spirit
Seminary. Charges for each ILL book is HK$10.00 (if you submit your application before Thursday noon,
you can get your book at the counter after Monday noon). Charges for periodical photocopy is HK$1.00 per
page.

Through the ILL services of the Hong Kong Theological Education Association (HKTEA), students can
visit and borrow items from the following member libraries: HK Baptist Seminary, Bethel Bible Seminary,
Bible Seminary of Hong Kong, Ecclesia Bible College, China Bible Seminary, Christian Ministry Institute
and Chinese Mission Seminary. There is no service charge for the ILL books, but the students need to
borrow and return ILL books themselves. Charges for periodical photocopy is HK$1.00 per page.

Students can borrow at most 3 ILL books. The loan periods of ILL books are depended on the lending
libraries, usually the loan periods are 2 weeks or 4 weeks.

6. Rules for Readers
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Please keep the library quiet and tidy.

In the library, please turn off the ringing sound of your mobile phones or pagers. Please don’t make any
phone calls in the library.

In the library, you can drink plain water that is stored in bottle. Please don’t bring other drinks or food in the
library.

In the beginning of new term, students who are graduating and writing theses can apply for personal seats
and use they for one year.

Other students please don’t hold seats without library permission. Be considerate, if you leave your seats
more than 2 hours, please clean them up and let others to use them.

IF. Administration Services|

1. The administration principles
Both church and evangelistic organization are under very similar situation which are trying best to make good use of the limited
resources in order to achieve the great works for God. Hence, such principles can be regarded as the same principles in future
serving.
To principles of serving each other
Insufficient man-power with heavy-loaded works, help each other, one should pay extra effort willingly, no complaint or criticism.
The principles of resources used in educating
LTS has large deficit, we spend most of our resources on brilliant educating, thus please save water and electricity, and turn off
the lights, air-conditioners and water taps if unnecessary.
Please turn off the switch when leaving the classroom, dining hall, restroom and close all windows.

C. The principle of self-discipline

All regulations are for our fellowship life in order to enable our self-discipline.

2. The Secretary
To serve for everyone, please feel free to make your enquiries for the following:
Person in-charge
Development & Theological Education & Missionary Sundays
Miss Deon Lau

Dean’s issues(Full-time course) Miss Lau Chung Shan
Publication Miss Enoch Wong
Theological Education by Extension Mr. Jim Li

School bus, catering, LCD projector, teaching facility & venue booking
Ms. Lee Kam Lam
Notebook computer, portable LCD projector, translation & P.A. system Mr. Paul Lau

In order to provide a quiet working environment for the secretarial staff, please do not use the aisle along their working desks.

3. Catering:

The off-dormitory students should hand in the meal taking form to the account department on the registration day, and the cost is
HKD28.00 per meal. (The numbers of meal taking can be revised if necessary.)

Apart from above, the meal is HKD33.00 each, and please enquire the administrative secretary if enough seat available and to
settle the payment.

4. School Bus Service

All Board members, faculty, staff, student and students’ family members, seminary’s guest, people who come up for seminary
related affairs, Tao Fong Shan Christian Centre’s staff are free to enjoy our bus services. We are sorry to take any other
passengers.

All Board members, faculty, staff have priority to have the service. The other passengers are on first come first service basis.

5. Token for laundry
The in-dormitory students may purchase the token from the warden, each token costs HKD5.00(effective from 1 Sep., 2006).
(For non-student the cost is HKD15.00 and the token is available at office for purchasing.)(Please use foamless washing powder)

6. Fax and photocopying: Unless it is necessary, please do not use the fax machine or
photocopy machine in the office, and if needed please pay attention to the following:

Fax: please do not operate the fax machine by yourself but let the staff do it for you. Each paper costs HKD1.00 for local fax. For
any overseas transmitting, the costs will be according to the Telecom Company, and the student should fill in the record placed
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next to the fax machine. If it is not necessary, please do not use the fax machine to hand in your assignment otherwise the cost will
be at HKD1.00 per paper.

Photocopying: It is the wish of the seminary that the student can make well use of the photocopying card, and if need the secretary
to help on the photocopying service, you are requested to give appropriate reason and the cost will be at HKDO0.60 per A4 white
paper, HKD1.20 for A3 white paper.

7. Facility checking out:

The seminary has teaching facility for lectures and meetings, please contact the Secretary for application.

All classrooms are available for fellowship meeting, please contact the Secretary for application.

For all full time students: you can rent our dormitory at HK$60 per day if the dormitory is available (maximun 5 days per
semester), afterward we charge HK$90 per day. The room charge is not including air-conditioner and meal charges but including
school bus service.

8. Maintenance:

If there is any damage needed to be repaired in the seminary, sleeping-rooms or classrooms, please fill in the Maintenance Report
Form, the maintenance service will be completed in two weeks and if not, please fill in the form once again. The form should be
submitted to the administrative officer instead of handing to the maintenance man lest the maintenance schedule will be affected.
If there is any damage found in the dormitory, please inform the administrative officer within one week after the semester has
begun. After one month of the new semester, the seminary will investigate the dormitory which will also be carried out once each
for the end of the Fall and Spring semester, and if any damages or dirt found, there will be penalty and to be deducted from the
deposit.

9. Telephone:

Due to the fact that the correspondences (incoming and outgoing) are very busy, please do not use the telephone in the office.
Please do not use the telephone in the office to be the contact phone number with your families or friends, the office will not take
message for you.

Students can use the telephone inside the dinning hall or the pay-phone outside the dinning hall.

10. Mails for students:

Please use the Chinese name on all incoming mails, in case English name is used, please must provide the full name rather than
the given name/ Christian name only. As for the married couple, please use the registered student’s name as the addressee to help
the staff for easy distribution. All mails should be received at the dinning hall and please do not get the mails at the office by
yourself.

Mailing address:
Recepient’s full name
c/o Lutheran Theological Seminary
50 To Fung Shan Road, Shatin, Hong Kong
(Students should not collect your letters at LTS’ office.)
11. The Student Card:
All students can apply the student card.
The card is valid for one year.
One recent photo is needed for the student card.
Full name, study program and student number should be written on the back side of the photo.
Please carefully keep the student card, if need any replacement, please apply at the Secretary at handling charges at HKD20.00
Please contact the Secretary for the application within 2 weeks after the semester has begun, any delay will lead to extra handling
charges at HKD20.00

12. Campus visiting:

In order to share God’s grace, other than the library is opened for all ~ congregations, the campus is welcome for visiting for:
Any institution who wants to visit our campus, please make your application with the Development Department or the Secretary
and there will be a guide to accompany during tour visiting.

Though there is sign indicating “No Entry is Allowed”, the individual visitor is allowed to visit the campus between 9:00am to
5:00pm. But for security sake, no visiting is allowed after 5:00pm except the visitor is accompanied by a staff or student.

If you find any stranger in the campus, please inquire his reason for visiting in a polite manner.

13. The use of the car park

When the student is attending the class, please park the car at the car park.

The car of the in-dormitory student:

Basically if the student who is receiving the scholarship should not own any private car.

Due to the insufficient space, the car/motor-bike which to be parked over-night should get permission from the seminary. (Please
contact the Secretary for application).
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The monthly maintenance fee is HKD300.00 and HKD150.00 for private car and motor-bike respectively.

14. Public facilities:

The Bibles, hymn books, cabinets, desks/tables, chairs, cups and bowls in the seminary are not for personal use without any prior
permission granted, and please return to the same place after used if necessary.

The toilet papers and hand soap are for public service, it is not allowed for personal use in own bed-room.

15. Environment consciousness

It is better to use the natural light than the electric light. Please give up the bad habit in turning on all electric sources whenever
entering a room and keep the good habit in turning off all electric sources when leaving the room more than 15 minutes. Please do
not put the greasy water and leftover food into the drain lest the drinkable water polluted, and it may cause accusation from the
Environment Protection Department

16. We provide wireless internet service on campus. Please prepare your hard ware and
register at I.T. Officer, Mr. Kelvin Wong’s office. Every student can enjoy one free setting per semester. Afterward we should
charge $100 per service without priority.

17. Others:

If the student is expecting some visitor or purchases, please handle by yourself since no staff is available as receptionist nor
recipient.

To help the staff working without distraction, please keep quiet in the office. Please do not linger in the office nor beholding any
documents/ letters without any reason. Without permission granted, please do not make use of the facilities. Please enter the office
only during office hours.

L. Car-parking application form for the in-dormitory student]

Lutheran Theological Seminary
Car-parking application form for the in-dormitory student

Name of Applicant: - Room no:
Relationship between the applicant and the car owner:

Name of the car owner: Car no:
Commence day of parking:Year Month Day
Last day of parking: Year Month Day

Rules of the parking lot

Monthly maintenance fee: 1. Private car:HKD300.00
2. Motor-bike:HKD150.00
One month of deposit.
Please put the parking identity card at the bottom left corner of the windscreen when parking the car in the parking lot.
The parking identity card is not transferable for any reason.
In case any damages of the car when the car is parked in the parking lot, the seminary will be take any responsibility.
Please bring along the parking identity card to the office for paying the maintenance fee for next month within 25"-30" every
month, any delay will lead to penalty at HKD20.00 each month.
If need any replacement of the parking identity card, please contact the office and pay the handling charges at HKD20.00.
If cease to rent the parking space, please bring along the parking identity card to the office for returning the deposit during the last
month of rental, and there is no need to pay the deposit for the next month.
No further notice if any changes on the fee (1-9-2004)

The applicant fully understands and is willing to comply with all above-said.
Signature of the applicant:
Date: Year Month Day

. Our agreement on living in the dormitory|

I(A side), am willing to make and comply with this agreement together with the seminary(B side) in
good faith so as to keep the good customs of the seminary, hence, both parities can be benefited and grow together. The details of
the agreement are as follows:

i The facilities are derived from churches, we should cherish and use them with a good purpose.

ii. All facilities should be used according to the regulations, especially for those electrical equipments which must be
handled with care.

iii. No private electric resource can be fixed by oneself for safety’s sake.
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If there is any facility damaged/broken, please work with the warden whom should collect all details and make one report to the
administrative department for maintenance application, in order that a safe and sound environment with long-lasting facilities can
be secured.

Other than the personal computer and its parts, please do not install any other furniture and electrical equipment without
permission.

I should remove from the dormitory within one week after the end of each semester. Before leaving the dormitory, | am willing to
clean including windows, curtains and the fan. Students can store up few personal belongings in the common store room, and if
need to live in the dormitory during summer holidays, please get permission and pre-pay for the boarding charge according to the
regulations before moving in.

For graduation student: Should remove from the dormitory in two weeks after graduation.

viii. For overseas graduation student: Should remove from the dormitory in one month after graduation.

Acknowledged by:

Aside: degree Year Name: Room no:

Signature of the applicant:

B side: Lutheran Theoglical Seminary Aministration Officer’s

Signature:

Chaplaincy Signature:

Date: Year Month Day

G. International students and scholarships regulation

1 Acceptance of international students

1.1 International students with permanent HK ID

1.2 International students with HK visa

1.3 When visa will allow part time studies only

1.4 Students who have no visa to Hong Kong
1.4.1 Prospective students with their own funding
1.4.2 Prospective students with private funding
1.4.3 Prospective students with their own scholarship

2 Rules relating to the awarding of guarantee for visa applications
2.1 The requirement for full time studies
2.2 Dependants
2.2.1 Dependants' housing
2.2.2 Cost of living
2.2.3 In case of children

3 Students in Hong Kong must not work
3.1 Reimbursement of expenses
3.2 Support from field church
3.3 Extra curricular field education

4 Basic principles for awarding scholarships to international students at LTS
4.1 No individual scholarships
4.2 Students on scholarships administered by LTS

5 General rules for students on scholarships administrated by LTS
5.1 A scholarship administrated by LTS includes
5.2 Variations in scholarships
5.3 Support from third parties
5.4 Regulations during summer holiday
5.5 Information to the student’s scholarship donor
5.6 Payment schedule

6 Meal regulations
6.1 General regulations
6.2 Medical conditions
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6.3 Parents with children at home
6.4 Parents with children in school/kindergarten
6.5 When the kitchen is closed for extended periods

7 Absence from the seminary

7.1 Leaving LTS during program

7.2 Room and board during absence
7.3 Personal allowance during absence

8 Personal allowances
8.1 General regulations
8.2 Personal allowance during summer break and absence during regular semester
8.2.1 Summer break
8.2.2 Regular semester
8.3 Personal allowance during Christmas, Chinese New Year and Easter
8.4 When a student has already received the personal allowance

9 Computers

9.1 Condition for receiving a computer

9.2 When the student no longer needs the computers
9.3 Installation of software

1 Acceptance of international students

LTS welcomes students from all over the world to study and be a part of our community provided that they qualify according to
the criteria for admission that are defined in the Catalogue and the policies guiding the work of the Admissions Committee.
However, the Admissions Committee will only be able to consider applications from students who will be able to stay legally in
Hong Kong to study.

1.1 International students with permanent ID
Any student who has a permanent Hong Kong ID card can be accepted in the international program as a local according to the
general principles of admission.

1.2 International students with HK visa

Any person who is not a permanent Hong Kong resident but has a visa allowing him or her to legally attend classes according to
the person’s application will have his or her application directly submitted to the Admissions Committee. This also includes
people who have their own sponsor of a student visa.

1.3 When visa will allow part time studies only

A student who lives in Hong Kong on a visa that will only allow part time studies will only be allowed attend classes part time. In
order to attend classes’ full time the student must prove to LTS that his/her conditions of stay in Hong Kong have changed so that
they will be legally allowed doing so.

1.4 Students who have no visa to Hong Kong

Persons who have (a) no visa to Hong Kong allowing them to study and (b) will need LTS to sponsor their student visa and who
(c) are not being awarded a scholarship through LTS must meet either one of the following criteria in order for the Admissions
Committee to consider their application:

1.4.1 The prospective students with own funding: the prospective student must give proof to LTS that the prospective student has
all the necessary funds to cover expenses to the school and expenses for living defined as at least the equivalent of what LTS
charges for room and board and gives international students for personal allowance. Only when prospective students can prove
that they have such funds available to cover their entire program can the Admissions Committee consider their application.

1.4.2 The prospective students with private funding: If the prospective student will depend on continuous support from family,
friends or other such private sources the student must have a guarantee from a church/organization (that LTS can accept) to be
able to cover the guarantee LTS must give the Immigration Department. The church/organization must give a guarantee to LTS
that clearly states that:

- the prospective student to the best of their knowledge will receive sufficient funds for living and studying in Hong Kong

and that the church/organization in case the student does not receive the expected funds will then:
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- be willing to cover the student’s dept to the seminary (maximum: the tuition fees and other fees, board and room for one
semester).

- cover the expenses for the student’s repatriation.

In case the student seems not to be able to pay for his/her education or the student seems not to have enough funds to live in Hong
Kong without violating his/her condition of stay, the church/organization will be immediately contacted by the seminary and its
views will be taken into consideration when the decision is to be made concerning the termination of the student’s stay at LTS and
in Hong Kong.

1.4.3 The prospective students with own scholarship: the student must include a letter from the scholarship donor in his/her
application certifying that the prospective student will received the scholarship.

If a donor of scholarship or a Church/organization is only able to provide funds/guarantee for the prospective student for a period
shorter than the period that the student will need to finish his/her program, LTS will not be able to extend its guarantee for student
visa beyond the time that the guarantee/commitment covers. Further extensions can only be possible if the commitment of the
donor/guarantee is extended accordingly.

If the donor will not extend their commitment or the church/organization refuses to extend their guarantee this will be taken by
LTS as an indication that the donor/church/organization thinks that the student should be send back to his/her home country.

2 Guidelines relating to the awarding of guarantee for visa applications

The following rules regulates who LTS can help by sponsoring an application for a student visa and its extension as well as what
rules a student must follow being in Hong Kong on a student visa sponsored by LTS. Breach of the rules and regulations below
might prompt LTS not to help a student extend his/her student visa and in serious cases to take contact to the Immigration
Department and inform them about the situation.

2.1 The requirement for full time studies
LTS will only grant a “Letter of Sponsorship and Guarantee” for the application for a student visa and support an extension of a
student visas to students who are studying full time at LTS and only as long as they are studying full time.

Students who are studying part time must arrange for their legal stay and right to study in Hong Kong on their own.

Students on a LTS sponsored student visa must comply with all conditions of stay specified by the Immigration Department in
Hong Kong.

2.2 Dependants

For LTS to serve as sponsor for a visa to a students’ wife and/or children, the donor of their scholarship must guarantee that they
will give the student a reasonable allowance to cover his/her dependents’ living expenses and stay at LTS. This is so because LTS
must give a guarantee to the Immigration Department that the dependent persons have sufficient funds so that they will not need
to work in order to live in Hong Kong. The donor of scholarship should be aware that dependents of a student will not receive a
HK 1D card and, therefore, will not be covered by Hong Kong's public health service. LTS cannot take any responsibility for
dependents’ medical needs.

2.2.1 Housing: the donor must provide the difference between a single person in a twin room and the cost of living in married
peoples’ room or family quarters (depending on there being children or not) and

2.2.2 Costs of living: a reasonable amount to cover the cost for food and other basic living expenses. The standard is the amount
charged for board and the living expenses estimated in the catalogue less the expenses directly related to study.

2.2.3 In case of children: expenses for international school and/or kindergarten (ESF, Norwegian International School,
International Christian School serves as reference for non Chinese speaking children and relevant Chinese schools for children
who speak Chinese) must also be covered. Even if children might not immediately need kindergarten or school when they arrive
in Hong Kong, this issue must be dealt with before visa guarantees can be issued if it can be foreseen that such a need will arise
during the parent’s course of study.

3 Students in Hong Kong must not work (field education)
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The conditions of stay for people living in Hong Kong on a student visa specify that they must not work. This also includes unpaid
voluntary work. Students who are on their first theological degree and who are in need of field education must, therefore, consider
their assignments to their churches as a part of their education.

3.1 Reimbursement of expenses
Students who are assigned to a church for field education are, therefore, not allowed to receive any salary for the “work” they
might do. The church might reimburse the direct expenses the student has in doing his or her assignment. This includes: travel,

necessary meals, expenses relating to retreats etc. in the church that the student participates in as a part of the student’s assignment.

Please understand that is what the church might freely choose to do. It is not what the church must or can be expected to do!

3.2 Support from the field church

If the church wants to go beyond what what can rightly be considered as strictly reimbursement of expenses, the church must
contact LTS and the scholarship committee might organize for the church to help sponsor the student via the seminary. However,
all payments must go through the seminary. There must be no sponsorship between the student and the church.

3.3 Extra curricular field education

If an international student who is not in need of field education nevertheless wants to broaden his or her experience by engaging in
a Church or an organization in Hong Kong beyond ordinary church attendance an extracurricular field program must be organised.
The student should contact the international students’ coordinator. As a general rule the student must commit him/her self for at
least one academic year.

4 Basic principles for awarding scholarships to international students at LTS

LTS has a number of partners |l ocally and globally whteo

Chri stian communities in Asia. Many of the schol arships

and its mission partners and often also the churches or institutions/organizations from where the international students are being
sent.

4.1 No individual scholarships

LTS does not as a matter of principle award scholarships to international students based on individual application. All
scholarships are awarded within the context of programs in which local (and in certain cases regional) partners (churches,
ecumenical organizations, seminaries etc.) have the obligation to screen and make priorities as to who is going to be enrolled at
LTS from their particular area. Each country and region has its specific set of policies.

4.2 Students on scholarships administered by LTS

Churches, mission agencies or funds might award scholarships to international students as a part of their own programs. LTS
offers them the service to administrate their scholarships according to the general rules of international scholarships at LTS.
However, in order for LTS to offer this service, the donor of the scholarships must agree as a general rule that all procedures and
amounts stated in the following are followed. Only after mutual agreement between the donor of such scholarships and LTS can
exceptions be made.

4.3 Administration of scholarship

If an agreement is made between a donor, LTS and a student to award a scholarship all funds related to the scholarship have to
administrated by LTS. The donor is ask not to transfer any funds to the student.

LTS will open up a scholarship account for the student in which all income and expenses is listed. The donor will receive a
statement of this account at the end or the beginning of a semester. For further details see 5.4 and 5.6.

5 General guidelines for students on scholarships awarded by LTS

The following guidelines and regulations apply for international students who have been awarded a scholarship by LTS or a
scholarship awarded by a third party under the administration of LTS.

5.1 A scholarship administrated by LTS includes

A scholarship for an international student at LTS includes:

All fees to the seminary as stated in the catalogue (tuition, room and board, retreat fee etc.)

An air ticket coming to Hong Kong at the beginning and leaving Hong Kong at the end of the study program
Sufficient personal allowance to cover the daily expenses for life and studies (see 8)

A small extra amount for Christmas, Chinese New Year, and Easter (see 8)

A book allowance of HK$ 1,000 per semester (amount as of academic year 201-2011)

5.2 Variations in scholarships
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Itis for LTS a priority to ensure that our international students on scholarships awarded or administrated by LTS are being treated
as fairly and equally as possible. Students need to understand, however, that many of the scholarships that they receive are being
awarded in cooperation with LTS’ mission partners (churches, mission agencies, church related funds etc.). These missions’
partners might occasionally have particular policies that might result in scholarships being slightly different.

Some donors of scholarships might want to be slightly more generous than what is defined in 4.1. Furthermore, there might be
particular issues relating to individual students or particular countries that also might make variations necessary. No matter what,
however, no student should ever think that LTS match student and scholarship donor based on personal preferences.

5.3 Support from third parties

We at LTS are aware that the allowance given to international students during their stay in Hong Kong does not allow for a
luxurious living. However, we believe that the allowance by all reasonable standards cover the general needs of an international
students adequately. There is, therefore, no reason for a student to ask anybody (except the Scholarship Committee if special
circumstances apply) for extra support. It must, therefore, be put strongly to the students that they do not beg for money from their
fellow students or from anyone else. That said, LTS does not want to prevent charity among Christians.

5.4 Regulations during summer holiday

Students who wish to live in the dormitories or in the married and family housing during the summer will be charged on a
monthly basis (one fifth of the Spring Semester fares per month). Students who which to live on campus during the summer must
apply before the 1 March.

5.5 Information to the student’s scholarship donor

Many of the donors of scholarships to the international students at LTS are churches or church related mission societies that are
dependent on donations from ordinary Church members in order to raise the money for the international students’ scholarships.
For many of these donors, the support of scholarships is a part of the wider mission that the church/mission agency has in the area
where the student comes from.

It is therefore expected that the student actively helps keep the donor of scholarship informed about the students own life and
study at LTS and about important developments in the student’s home church and the students future vision for his or her service.
The student, therefore, is expected to write a letter to the donor of scholarship once each semester telling about his/her studies, life
and home church/country. The student should be aware that the donor might translate his/her latter (or part thereof) and publish it
for the members to read. Normally this letter should not be too long (unless very important things have taken place in the student’s
home church/country). About two-thirds to one A4 page will be considered sufficient. If the student finds it difficult to write
these letters, the student should contact the International Students Coordinator who will help the student in any way possible.

5.6 Payment schedule
The following is the schedule of payment for the donor of a scholarship. This is the general pattern. Special arrangement might be
made according to agreement between LTS and the donor.

- The donor of the scholarship pays for the scholarship annually

- The donor of scholarship can expect to receive an account statement for the students scholarship account in October-November
and is expected to have made the payment before the end of January.

There are several reasons why this schedule is adopted:

1: It gives the donor budgetary flexibility to make the payment in two different years. This flexibility is necessary to have for
many donors of scholarships, as the financial year and the academic year are different.

2: It is often a complicated matter to have students coming to Hong Kong for theological studies from many Asian countries.
Having this payment schedule ensures that the student has in fact arrived and settled in Hong Kong before money are being
transferred.

- The first year the statement will contain an affirmation letter that the students has arrived in Hong Kong and taken up his/her
studies and an estimation of the expenses for the first academic year. The donor is expected to transfer this amount to LTS before
January 31°%.

- The following years the donor will get a statement of the past academic year which will include any extra expenses that the
donor might have agreed to cover (e.g. arrangements during the summer) and an estimation of the expenses for the following
academic year. The donor is expected to settle the balance of the past academic as soon as possible.

- The year when the student graduates and return to his’/her home country the donor will receive a final statement of the balance on
the student’s account and any surplus/deficit on the student’s account should be settled then.

6 Meal regulations
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When the kitchen is in full operation, all students are expected to take all their meals in the dining room. Eating together is a very
important part of creating and maintaining a sense of community and fellowship. There might, however, be situations where this
general rule cannot be fully implemented.

6.1 General regulations
The student will be taken care of during his/her stay at LTS. The student will have a place to live and will be served three meals a
day with the following exceptions:

On Saturdays they will receive Breakfast and lunch only.

During all school holidays (Chinese New Year, Easter, summer Holiday and Christmas), which are not public holidays, they will
receive lunch.

On Sundays and public Holidays the kitchen is closed.

6.2 Handling of food

All food should be consumed inside the buildings (the dining hall, the common rooms of the dormitories or the students rooms).
After breakfast students should not take anything to their rooms.

there should be some food left to the late comers

the remaining food can be placed back into the frig to be used on the following day.

Leftovers from lunch and dinner can taken by the students. Nevertheless they should be kept kept in frig. The food should be
handled in a proper way and should be consumed quickly do to hygienic reasons.

6.3 Medical conditions
If people have medical conditions (allergies, diabetes etc.) special arrangements might be made for the student to cook one or
more meals by him/her self. Contact the international students’ coordinator concerning the matter

6.4 Parents with children in their home

Couples with children not in school or kindergarten might need to have special arrangements made in order to be able to charter
for their children. However, in order to include these students as much as possible in the community at LTS these students should
take as many meals as possible in the dining hall. Contact the International Students Coordinator for details.

6.5 Parents with children in school/kindergarten
Couples with children in school and/or kindergarten should take their lunch in the dining room. In general they might take their
breakfast and evening meals in their quarters. Contact the International Students’ Coordinator for details.

6.6 When the kitchen is closed for extended periods
When the kitchen for extended periods is not or only in part operative, the students will be given an allowance from their board
money to cook their remaining meals on their own.

7 Absence from the Seminary

Students should only under very special circumstances leave the seminary during semesters. If leaving the seminary is considered
as necessary, the student should do whatever is possible to leave during break periods such as Easter, Chinese New Year, summer
break etc.

7.1 Leaving LTS during program

If a student wants to leave LTS during the regular semester and the summer break for any reasons she/he must get the approval of

the Dean of Studies and the advisor at least 2 weeks before the intended date of departure. An“ Appl i cati on f or L
I nt er nat i ohasaobe filed in blye¢he studerit and signed by both persons mentioned above. This form, with supporting
documents, should then be submitted to the Chaplaincy Department.

It is the obligation of the student to investigate which visa regulations apply from the Hong Kong government as well as for the
country where the student intends to go as well as take all necessary precautions so that the student can safely return to Hong
Kong to continue the program.

7.2 Room and board during absence

Rooms are rented and board is provided for the entire period of a program. Students who leave LTS for a period of time during
their program are still to be considered as residents at LTS. This means that charges for room and board will apply also for periods
of absence.

21 - -



7.3 Personal allowance during absence
Personal allowance is provided for the student to live and study in Hong Kong. When the student is not in Hong Kong, the student
cannot expect to receive this money. For more details see No. 8.

8 Personal Allowance

LTS understands that students have other needs such as personal items, books, study materials and food when the kitchen is
closed during their stay on campus. For this reason a personal allowance is provided for the student to live and study at LTS in
Hong Kong. When the student is not on campus, she/he cannot expect to receive this money.

8.1 General Regulations

The amount calculated for personal allowance is HKD 1,600 per month. This money will be paid to the student at the beginning of
the month and is included in the scholarship budget. Under normal circumstances the student will receive personal allowance
during the month of the regular semester (fall semester: September — December; spring semester: January — June).

Other regulations apply for the summer break (July and August) and when a student is absent from the seminary for a longer
period of time during the regular semester.

8.2 Personal allowance during summer break and absence during the regular semester

8.2.1 Summer break

LTS encourages students to stay at the seminary for the entire period of their study program, including the summer break (July
and August). Therefore students are eligible to receive personal allowance during the summer break under the following
circumstances:

A student has to be present at LTS for at least 20 days of the month
in which she/he is absent.

If a student is not present for the period mentioned above, she/he will not receive the personal allowance for the month of absence

8.2.2 Regular semester

The same regulation as described in 8.2.2 will apply if a student leaves the seminary during the regular semester due to personal
reasons.

Other regulations apply if the absence is related to the study program. Under these circumstances an approval of the leave from
the Dean of Studies and the advisor has to be given at least 2 weeks prior to the time of absence (see No. 7).

8.3 Personal allowance during Christmas, Chinese New Year and Easter
An extra amount of personal allowance (see 4.1 of this Handbook) is granted as follows:

Christmas: HKD 400
Chinese New Year: HKD 300
Easter: HKD 300

8.4 When a student has already received the personal allowance

When the student has already received the personal allowance for the month in which she/he is not present at the seminar for at
least 20 days for personal reasons, she/he must pay back the personal allowance accordingly.

(all amounts as of academic year 2010-2011)

9 Computers

A computer is NOT part of the scholarship at LTS. Students should not expect to get one. However, it happens that LTS gets
donations of second hand computers from third parties that can be given to students. It is up to LTS to decide who will and who
will not get a computer in such situations.

9.1 On signing this computer Application Form for a free computer from LTS, you should agree on the following:

The computer you have received is given to you for free. You should, therefore, not sell it to others when you no longer need it.
You might either give it away for free to someone else in need or bring it with you after you leave LTS at the end of your studies.

9.2 That the computer is received as seen. It is not the responsibility of LTS or the IT-office to maintain your system (software) or
computer (hardware). LTS or the IT-office cannot offer any replacement or repair. You will have to take care of these matters by
yourself.
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9.3 The computer you receive is “green”. It might not have an operating system installed on it nor other programs such as a word
processor etc. Please ask other students to help you get such software. We strongly recommend students to use open source
software (Linux, Open Office etc) which can legally be downloaded from the Internet for free.

H. REGULATIONS FOR AWARDING SCHOLARSHIPS

1. PURPOSE:
In order to help students with financial problems, the seminary has set up principles for awarding scholarships as financial aids.

2. ORGANIZATION:
The Scholarship Committee has been set up to be responsible for the raising, managing and awarding of scholarships.

3. MEMBERS:

The Scholarship Committee is consisted of 4 members. The combination would be: one representative from the Chaplaincy
Department who chairs the meetings; two representatives from the Academic Department and the Seminary's Accountant will be
the ex officio member. The length of service would be of a three-year term and the appointment of members and extension of
service should be approved by the Seminary Committee.

4. QUALIFICATIONS OF RECIPIENTS:

Full or partial financial grants would be awarded to full time students:

1. who have received calling upon full-time ministry;

2. who are recommended by the minister-in-charge of their churches;

3. whose family and churches cannot or can partially support them
financially;

4. who have no income;

5. who are willing to take part in special campus service.

5. TYPES OF FINANCIAL AIDS:

A. Full or partial scholarship: Coverage will be including tuition fee, room charges and boarding fee (as budgeted in the LTS
Catalogue). Overseas students can apply for pocket money that will not be granted when the student has income such as internship
fee.

B. Summer Subsidies: Special subsidies to overseas students who have to stay in Hong Kong during the summer vacation due to
various reasons and
need financial help.

C. Internship Subsidies: Special subsidies to full time students who do not receive internship fee from the field organizations that
have financial problems.

D. Special Subsidies: Special financial aids granted to students who personally have special or urgent need of financial help. (Note
that generally LTS will not subsidy transportation from abroad to Hong Kong.)

6. PROCEDURES OF APPLICATION FOR FINANCIAL GRANTS:

1. Apply to the Scholarship Committee by filling out the provided forms. The testifying letter from the in-charge person of the
student's church, commitment statement of special campus service and/or letter applying for special subsidies should be enclosed.
2. To be examined and awarded by the Scholarship Committee after being approved in the Seminary Committee.

3. The deadline for application of scholarships in the school year (including the summer) is the date two weeks after the
registration of every Fall Semester. In case of urgent need during the year, students may apply individually to the Scholarship
Committee.

7. TERMINATION OF AWARDING SCHOLARSHIPS:

1. There will be an evaluation made on the recipients every semester. Any financial aid will stop being granted when low learning
motive, no progress in academic performance, in community life and service; or frequent violations of school's regulations are
observed among the recipients.

2. When there is insufficient amount of scholarship funds or being used up, the termination of awarding scholarships will be
announced

3. Recipients when receiving income such as internship fee, part time payment,' and so on within the school year, should notify
the Scholarship Committee_ or else their scholarships will be terminated.

8. THE RAISING OF SCHOLARSHIP FUND:

1. There should be a budget included in the running costs of the seminary. 2. Special donations are raised among LTS member
churches.

3. Donations are raised among other churches, organizations, families, other enterprises and individual.
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4. The Scholarship Committee will pray earnestly, promote and raise fund when necessary.
5. Other ways of fund raising will be implemented when necessary.

9. APPENDIX

1. Any alteration of these regulations should be made by the Scholarship Committee and then be revised in the Seminary
Committee.

2. Implementation of these regulations should be proceeded after the approval of the Seminary Committee.

Updated on 1-9-2011
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