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Department 
(Author): 

Regulatory Affairs and Compliance / Registrar 

Effective Date 7/23/2024 
Date of last 
revision 

9/23/2026 Version Nr. v1.1 

Administrator(s) 
Responsible: 

Dave Frech,  
Claudio Pico,  
Ashley Kowal 
 

Contact Information 
dfrech@pacificcollege.edu  
cpico@pacificcollege.edu  
akowal@pacificcollege.edu 

 

Applies to 
Campus: 

Chicago, Illinois Campus 

Applies to 
Program: 

Any PCHS program enrolling Illinois residents. 

Applies to 
Department: 

All 

Applies to: 
Faculty:  Staff:  Students: X 

Student 
Employees: 

 Visitors:  Contractors:  

      

Purpose: 
Outline the rationale for having such a policy. 
Include any regulatory and legislative requirement for having such a policy. 
 

This policy outlines the procedures to help Pacific College of Health and Science 
students limit their student debt when physical or financial hardship necessitates 
withdrawal from the institution after the add/drop (100% tuition refund) deadline. 

 

Scope: 
Include an overview of the areas and/issues covered by the policy. 
Include who must comply with the policy. 
Include brief definition and or explanations to provide context to what the policy is for, who it applies to and 
when it must be applied. 
 

mailto:dfrech@pacificcollege.edu
mailto:cpico@pacificcollege.edu
mailto:akowal@pacificcollege.edu


 
 

PCHS Policy 
Policy Name: Hardship Withdrawal Policy 
 

2 
 

A student may apply for a hardship withdrawal from PCHS if an eligible, unforeseeable, 
documented circumstance significantly impacts their ability to continue their studies 
after the add/drop (100% refund) deadline.   

Students granted a hardship withdrawal and owe the institution 1000.00 dollars or less 
may re-register with a balance due.  

Students who drop out of the institution with an outstanding balance are reported to a 
credit reporting agency after an attempt has been made to contact the student for 
repayment or a payment plan established.  

Current or former students who wish to file a complaint may write to their Campus 
Director, and/or their state’s Attorney General’s student loan ombudsperson. 

Debt: 

“Debt" means any money, obligation, claim, or sum due or owing or alleged to be due or 
owing from a student to an institution of higher education. "Debt" does not include the 
fee, if any, that is charged to students by an applicable provider for the actual cost of 
providing an academic transcript to a student.  

Institution of higher education: 

"Institution of higher education" includes, but is not limited to, an institution to which the 
Private Business and Vocational Schools Act of 2012 or the Private College Act applies, 
and a public institution of higher education included in the definition of "public 
institutions of higher education" under the Board of Higher Education Act. "Institution of 
higher education" also includes a person engaged in the business of providing 
postsecondary education, via correspondence or online or in this State, to an individual 
located in this State, regardless of whether the person has obtained authorization from 
the Board of Higher Education to operate in this State or is accredited. 

Policy: 
This is the core section of the policy. The policy should state and define the principles, values and 
expectations to follow, rather than describe the operational details, as this should be covered within the 
supporting procedure or guidance document, which should be clearly linked to the policy if it is applicable. 
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Physical or Financial Hardship: 

A student may apply for a hardship withdrawal from Pacific College of Health and 
Science if an eligible, unforeseeable, documented circumstance significantly impacts 
their ability to continue their studies after the add/drop (100% tuition refund) 
deadline. Examples of eligible physical or financial hardship include:  

• Serious injury or illness of the student  

• Chronic illness of the student  

• A serious medical issue of a family member (spouse or partner, child, parent 
or guardian, grandparent, or sibling) for which the student is a part-time or full-
time caretaker of that family member  

• A mental health condition of the student  

• A sudden or consistent lack of transportation that prohibits student presence 
in class  

• A significant, non-elective cost of living increase for the student  

  

If a student is unable to successfully complete their courses due to documented 
financial, physical, or mental health reasons, the student may request a hardship 
withdrawal through Student Services. Students may request a hardship withdrawal 
when their emergency or situation makes it impossible for them to continue in their 
enrolled program. Hardship withdrawal requests will be reviewed by the Student 
Success Committee (SSC). Decisions will be based on the information submitted along 
with school records including but not limited to enrollment, attendance, financial aid, 
and billing. Students will be considered for a full or partial refund of the original 
tuition, fees, and any other charges for uncompleted courses at the time of the 
withdrawal. Students approved for a hardship withdrawal will receive a withdrawal 
(W) grade for all incomplete coursework and be withdrawn from their program and 
the institution. Students will receive communication regarding the decision or any 
requests for further information within two weeks of submission.   

As a general rule, students are not eligible for hardship withdrawals if they have 
completed all course requirements (e.g., attended the final exam or completed the 
course). A student receiving federal and/or state financial assistance should contact 
the Financial Aid Office to address any possible financial implications, including those 
related to Title IV funding. Hardship withdrawal requests will be processed according 
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to the last date of course attendance. A student who files or attempts to file a 
fraudulent hardship withdrawal request in order to avoid a failing grade or disciplinary 
action may be considered in violation of the student code of conduct and subject to 
disciplinary actions.  

Physical or Financial Hardship Withdrawal Process: 

To request a hardship withdrawal under this policy, the student must complete the 
Hardship Withdrawal Request Form and submit supporting documentation of the 
physical/financial hardship prior to the end of the course in which they intend to 
withdraw. Requests submitted without or with insufficient supporting documentation 
will be denied. Questions regarding the Physical or Financial Hardship Withdrawal 
Policy should be emailed to the student’s Advisor.  

Once a hardship withdrawal request form and supporting documentation are received, 
the Student Advisor will notify the Administrative Assistant to add the request to the 
next weekly Student Success Committee agenda. The Student Success Committee 
will review and issue a decision. The Student Advisor will notify the student by email, 
copying the Registrar and Bursar departments, within 1 week of the decision. The 
Student Advisor will document the decision on the student’s college record. If denied, 
the Registrar and Bursar departments will follow the college withdrawal and refund 
policies. If approved, the Registrar will administratively withdraw the student with a 
withdrawal (W) grade from any uncompleted courses and withdraw the student from 
their program and the college. The Bursar will apply the approved full or partial refund 
to the student’s ledger and notify the student of any outstanding balances.   

Student Debt and Credit Report: 

Students who drop out of the institution with an outstanding balance are reported to 
a credit reporting agency after an attempt has been made to contact the student for 
repayment.  

 

Past-due Debt: 

A student’s previous account balance must be cleared prior to attending classes in a 
subsequent term. Account balances remaining after a term ends may be subject to a 
9% annual interest rate. Any future credits to the student’s account will be applied 
first toward any balance due. 
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Current or former students that wish to file a complaint may do so in writing to their 
Campus Director and/or their state’s Attorney General’s student loan ombudsperson. 
To file a complaint with the Campus Director, submit the complaint form on the 
StudentHub at http://hub.pacificcollege.edu. A concern or complaint form may be 
obtained by going to the Current Students page; selecting Contact/Submit Ticket at 
the top-right of the page; and selecting Concern or Complaint under Type of Request. 
The form will be forwarded to the Campus Director and human resources.   

Illinois –Chicago Campus student borrowers can also call to file consumer complaints 
regarding issues with the billing and servicing of their loans by visiting: 
https://www.illinoisattorneygeneral.gov/consumer-protection/student-loan-debt-
assistance/.  The Attorney General's Office also created the Student Loan Helpline, 1-
800-455-2456, to provide struggling student borrowers with free resources about 
repayment options and information on avoiding default.  

 

  

Roles and Responsibilities: 
This section should include further details about who has strategic oversight of the policy, which committees 
review and monitor the policy (if applicable) and contact information of at least one person who can answer 
questions on the policy. This section should also state how compliance will be monitored and enforced (if 
applicable).  

Name: Email address: Role: Responsibility 
Dave Frech dfrech@pacificcollege.edu Campus Director Ensure compliance, 

review hardship 
withdrawal requests 
and investigate 
complaints. 

Teresa Pupo tpupo@pacificcollege.edu  VP of Funding and 
Financial Aid 

Ensure compliance, 
train and assist 
Bursar and Registrar 

Ashley Kowal akowal@pacificcollege.edu VP of Student 
Services 

Ensure compliance, 
train, and assist 
student advisors, 
review hardship 
withdrawal requests  

http://hub.pacificcollege.edu/
https://www.illinoisattorneygeneral.gov/consumer-protection/student-loan-debt-assistance/
https://www.illinoisattorneygeneral.gov/consumer-protection/student-loan-debt-assistance/
mailto:dfrech@pacificcollege.edu
mailto:tpupo@pacificcollege.edu
mailto:akowal@pacificcollege.edu
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Isabel Ríos bursar@pacificcollege.edu Bursar Apply approved 
refunds to student 
ledger  

 

Related policies and procedures:  
This section should reference the relevant policies and procedures (or any other key documents) that may 
need to be read conjunction with this policy, also reference to any relevant legislation (if applicable). 

SOP/Policy Name:  Responsible Department: 
College Catalog Regulatory Affairs and Compliance 

Consumer Information page on PCHS Website Regulatory Affairs and Compliance 

Enrollment Agreements Regulatory Affairs and Compliance 

Withdrawal Document Campus Director: Dave Frech 

 

Version history 
Version Approved by Revision date Description of change Author 

V 1.0 

Dave Frech 
Ashley Kowal 
Diane Smith-
Levine 
Patricia Krolewski 
Claudio Pico 
 

7/31/2024 
Complete policy 
revised and 
vetted. 

Dave Frech 
Ashley Kowal 
Diane Smith-
Levine 
Patricia Krolewski 
Claudio Pico 

V 1.1 
Diane Smith-
Levine 

9/23/2026 

“Roles and 
responsibilities” 
staff members 
updated. 

Diane Smith-
Levine 

     

 
Additional Notes:  
This policy is in accordance with the Illinois Student Debt Assistance Act (110 ILCS 66/).   

 

mailto:bursar@pacificcollege.edu

