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WITHDRAWAL AND REFUND POLICY 
 

Financial Aid Basics: San Ignacio University’s primary goal is for you to successfully complete your 
education at our institution and move forward in advancing your career. However, we realize there are 
unique situations that can cause a student to withdraw. 

Enrollment Status Determination and Financial Aid Payments: A student’s enrollment status is 
determined at the end of the Add/Drop Period. The student is charged the applicable tuition rate for the 
number of semester/clock hours in which the student is enrolled. Federal student financial aid program 
assistance for which the student may be eligible is then calculated and paid, in accordance with 
regulations, based on the student’s enrollment status. 

Withdrawal Policy 

A student may withdraw from San Ignacio University for any reason. The student is responsible for 
completing the University’s formal withdrawal procedures as outlined in the Withdrawal Policy of the 
Catalog. A withdrawal is considered to have occurred on the date the student officially submits the 
withdrawal form or otherwise notifies the University of his or her desire to withdraw, or on the date the 
University determines the student ceased attendance or failed to meet published academic policies and is 
administratively withdrawn, whichever comes first. This is the date of determination (DOD) used to 
compute the refund according to institutional policy.  

Withdrawals from the University or any course may occur for the following reasons: 

● Voluntary withdrawal requested by the student for any reason 
● Administrative withdrawal due to violation of Satisfactory Academic Progress Policy 
● Administrative withdrawal due to violation of the Code of Conduct policy 

Should a student consider withdrawing from the University or any course, it is important to note: 

● All voluntary and administrative withdrawals are subject to the Institutional Refund Policy. 
● A student who voluntarily withdraws from courses or the University in the first week of the term 

will be considered a cancellation and will receive a full refund. 
● A student may voluntarily withdraw from an individual course(s) beginning Week 2 through the 

last day of Week 5 and receive a final grade of “W” for the course(s). Any refund to the student is 
subject to the terms of the Institutional Refund Policy. 

● A student may not withdraw from a course after an (I) incomplete has been granted. If a 
University withdrawal is requested while a course is in (I) incomplete status, the; I grade will 
convert to an F. 

Institutional Refund Policy 
(This policy is separate and distinct from any federal policy.) 

The refund policy shall provide for cancellation of any obligation, other than a book and supply 
assessment for supplies, materials and kits which are not returnable because of use, within 3 working 
days (72 HOURS) from the student’s signing an enrollment agreement or contract. 

Refund Policy for Traditional Semester Terms 

Students who withdraw from the university will receive a prorated assessment of tuition and fees 
according to the following schedule for the fall, spring and summer semesters: 
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Withdrawal date ( Term week) Refund % 

First week of classes 
(Students will not be held responsible for payment of fees; all payments received are eligible for refund). 

100% 

During the second week of classes 
80% 

During the third week of classes 60% 

During the fourth week of classes 
40% 

During the fifth week of class 20% 

During the sixth week of class 0% 

During the seventh week of class 0% 

During the eighth  week of class 0% 

Withdrawal policy for Students Receiving Veterans Benefits: Students who have received any 
veteran’s benefits must also report their withdrawal to the veteran’s advisor. The Withdrawal Initiated 
by a withdrawal form must include the student’s last date of class attendance. Failure to follow established 
procedures could affect his or her future eligibility for veteran’s benefits.  

Institutional Refund Procedure 

Cancellation Policy: You have the right to cancel your enrollment at any time up to the end of the first 
week after the term start date. If you cancel at any time up to the first week after the term start date, San 
Ignacio University will refund all monies paid to the institution. Notification of cancellation may be sent 
to SIU in any manner.  

University Withdrawals: When a student is withdrawn from the University for any Reason, a refund 
calculation will be performed and any monies due back to a third party or the student will be refunded 
within 30 days of the date of determination (DOD). Any unpaid balance of tuition and fees the University 
is eligible to retain after the calculation is performed must be paid by the student to the institution. 

Course Drops: When a student drops or is dropped from a course(s), the institutional refund policy 
calculation will be performed for the charges applied to the course(s). Any monies due back to a third 
party or the student will be refunded within 30 days of the date of determination (DOD). Any unpaid 
balance of tuition and fees the University is eligible to retain after the calculation is performed must be 
paid by the student to the institution. 

Credit Balances: Credit balances eligible for refund will be returned within 30 days from the date the 
credit balance occurred, subject to any federal, state or accrediting agency statutes, rules, regulations 
and/or standards. 
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Return of Title IV Calculations: When a student withdraws from the University or any course, the law 
specifies how the school must determine the amount of Title IV program assistance that was earned. 

The Title IV programs administered by San Ignacio University that are covered by this law are: 
● Federal Direct Unsubsidized Loans 
● Federal Direct Subsidized Loans 
● Federal Direct PLUS loan(s) (Graduate PLUS and Parent PLUS)  
● Federal Pell Grant 
● Other Title IV Aid 

 

When you withdraw during your payment period, the amount of Title IV program assistance that you have 
earned up to that point is determined by a specific formula. If you received (or your school or parent 
received on your behalf) less assistance than the amount that you earned, you may be able to receive those 
additional funds. If you received more assistance than you earned, the excess funds must be returned by 
the school and/or you. 

Pro rata: The amount of assistance that you have earned is determined on a pro rata basis. For example, 
if you are scheduled to complete 30% of your payment period, you earn 30% of the assistance you were 
originally scheduled to receive. Once you are scheduled to have completed more than 60% of the payment 
period, you earn all the assistance that you were scheduled to receive for that period. 

The institution will use a Department of Education approved refund calculation that determines the 
percentage of Title IV funds earned by the student. If the student did not receive all of the funds earned, 
the student might be due a post-withdrawal disbursement. If the post-withdrawal disbursement includes 
loan funds, the University must obtain the student’s permission before it can disburse funds. 

Funds unable to be disbursed: There are some Title IV funds that a student might have been scheduled 
to receive that cannot be disbursed once the student withdraws because of other eligibility requirements. 

For example, if the student is a first-time, first-year undergraduate student and has not completed the first 
30 days of his/her program before he/she withdrew, then the student will not receive any Direct Loan 
funds that he/she was eligible to receive had he/she remained enrolled past the 30th day. 
If a student (or the parent or University on the student’s behalf) receives excess Title IV program funds 
that must be returned, the University must return a portion of the excess equal to the lesser of: 
● Student’s institutional charges multiplied by the unearned percentage of the student’s funds, or 
● Entire amount of excess funds 
● The University must return this amount even if it did not keep that amount of the student’s Title IV 

program funds. 

If the University is not required to return all of the excess funds, the student must return the remaining 
amount. Any loan funds that the student (or the parent for a Direct PLUS Loan) must return must be repaid 
in accordance with the terms of the Master Promissory Note. That is, the student may make scheduled 
payments to the holder of the loan over a period of time. 
Any amount of unearned federal grant funds that a student must return is called an overpayment. The 
maximum amount of a Grant overpayment that a student must repay is half of the Grant funds received 
or scheduled to receive. The student does not have to repay a grant overpayment if the original amount 
of the overpayment is $50.00 or less. The student must make arrangements with the University to return 
the unearned grant funds. 
The requirements for return of Title IV program funds when a student withdraws are separate and 
different from San Ignacio University Institutional Refund Policy. Therefore, the student may still owe 
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funds to the University to cover unpaid institutional charges. San Ignacio University may also charge the 
student for any Title IV program funds that the University was required to return on the student’s behalf. 
 
VA REFUND POLICY: Up to the 60% point in each period of enrollment, a pro rata schedule is used to 
determine the amount of funds the student has earned at the time of withdrawal San Ignacio University 
refunds the actual percentage of unearned aid up to the date of withdrawal After the 60% point in the 
period of enrollment, a student has earned 100% of the aid funds awarded for that period and all aid funds 
will remain on the student’s account. In instances when a Service member stops attending due to a military 
service obligation, SIU will work with the affected Service member to identify solutions that will not result 
in student debt for the returned portion.  

English as Second Language (ESL) Refund Policy 
The following tuition refund policy applies to all ESL students (and or Diploma programs) 

Levels Hours Refund 
 
Within the first week ----------------- 100% 
Week 2 _______________________60% 
Week 3_______________________ 40% 
Week 4 and After _____________No refund 

Basic 150 
Level I 150 
Level II 150 
Level III 150 
Level IV 150 
Level V 150   

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


