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Definitions
Bill Adjustments – Financial change made to a student’s bill/account.

Deposits – Charges held for a particular reason. For example, deposits are used to hold a student’s space in programs of study in a technology or in a residence hall.

Semester–long Course – A course which is offered for the entire length of the semester, usually 16 weeks. Semester long courses are usually general education courses such as Mathematics, English, Social Sciences, and Science courses. A number of technology courses are semester long.

Modular Course – A course which does not follow a standard day schedule. Modular courses vary in length, instructional time and day. Frequently, these courses are offered in a sequence over the course of a semester.

Summer/Evening/Weekend Course – Course taught after 5 p.m. or taught at a time other than the fall and spring semesters, Monday through Friday format.

Bill Adjustment Schedule for Students Enrolled in Credit Study

Tuition, Room and Board, Residence Hall Recreation Fee, Comprehensive Fees, Course Fees, IT fees, Activity fees, Security and Parking fees, and Technology Fees

Bills will be adjusted when a student withdraws or adds classes within 20 business days from a course or from the college entirely.  The stated add/drop and college procedures ensure that all offices are informed of the enrollment status of a student and that bill adjustments are completed correctly.

The following schedule is based on college policy and is used to adjust tuition, room and board, residence hall recreation fees, comprehensive fees, course fees, and technology fees. 


References:







Effective Date: September 1, 1999  

Replaces: All prior policies and procedures

Review Date:  May 2, 2005
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Tuition and Fees for Credit Courses

Bills are generated based on each student’s credit hour enrollment.  Bills are adjusted only if the total credit hours increase or decrease.   In the case of an increase, the cost of the additional tuition and fees will be added to the bill. The following chart is used for a decrease in credit hours carried.    Federal Title IV Financial Aid Recipients may lose financial aid and/or be required to repay financial aid if enrollment and cost of attendance are decreased.  It is wise to consult with a financial aid advisor prior to making any adjustments to enrollment status or course enrollment.

	Percentage of Costs Credited

To Bill*
	Semester-long Day/Modular/Evening/

Summer Courses
	Procedure

	100%
	Prior to first instructional day of course


	Withdrawal from college or schedule adjustments - 

Go to Enrollment Center (Katahdin Hall)

	100%
	Within 12.5% of course instructional time 

(10 days for semester-long)
	Add/Drop -
continued enrollment in college -

Go to Enrollment Center  (Katahdin Hall)

	80%
	Within 12.5% of course instructional time 

(10 days for semester-long)
	Withdrawal from college or all classes -
Go to Dean of Students & Enrollment Mgt. 

(Katahdin Hall)

	50%
	Between 12.5-25% of course instructional time (11-20 days for semester-long)
	Withdrawal from class 

continued enrollment in college -

Go to Enrollment Center (Katahdin Hall)

	50%
	Between 12.5-25% of course instructional time (11-20 days for semester-long)
	Withdrawal from college or classes - Go to Dean of Students & Enrollment Mgt.

(Katahdin Hall)

	0%
	After 25% of course instructional time
	

	*Required deposits will be retained by the college.


Modular courses may be prerequisites for subsequent modular courses.  Some technology programs offer sequential, modular courses.  Students, who either drop enrollment in the technology or fail a module, might not be allowed to enroll in other modular courses in the sequence.  In such cases, the student bill will be adjusted using the procedures and guidelines listed above.  
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Matriculation Fee  
The Matriculation Fee is a one time administrative fee charged at the time of enrollment as a matriculated student.  No adjustment for this fee will be made to the student account after the beginning of the semester.

Deposits
Deposits are addressed in various ways.
Tuition Deposit for Newly Accepted Students

A tuition deposit of $75 is required upon notification of acceptance into a program of study.  This deposit is credited to the semester bill.  Newly accepted students are asked to send in this deposit to hold a place in the programs of study.   

On occasion, newly admitted students may change their educational plans and not enroll.   In order to receive a full refund of the tuition deposit, these students must notify the Admissions Office by May 1 for fall semester enrollment and by September 15 for spring semester enrollment.   

Students admitted and making a deposit after these deadlines will have 30 days from the date of admission to request a refund.   Following the first day of the semester, adjustment to student bills will follow the previously stated bill adjustment schedule.

Residence Hall Room Deposit

A Residence Hall Room Deposit of $50 is required of all students who plan to live in a residence hall.  Returning students must submit this deposit by May 1 for fall enrollment. This deposit will be credited to the semester bill.  

On occasion, students may make other plans instead of living in college housing at Eastern Maine Community College.    In order to receive a refund of the residence hall deposit, these students must notify the Admissions Office by May 1 for fall residency and by September 15 for spring semester residency.  

Students admitted and making a deposit after these deadlines will have 30 days from the date of acceptance to request a refund.  Following the first day of the semester, adjustment to student bills will follow the previously stated bill adjustment schedule. 
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Residence Hall Security Deposit

The Residence Hall Security Deposit of $100 is held until the end of the academic year.  It is used to repair any residence hall damage done by a student.  If a student withdraws from the residence hall within the periods specified in the bill adjustment schedule, the security deposit listed on the student bill will be adjusted according to the schedule, provided the student has not damaged any part of the residence hall.  If damage has occurred, the student’s bill will be adjusted to account for the cost of the damage.  If a student owes money to the college, the security deposit will be applied to the student’s bill.

Bill Adjustment Schedule for Non-Credit Courses, Seminars, and Workshops

Both matriculated and non-matriculated students may enroll in non-credit courses.  The bill adjustment schedule for non-credit courses follows.  Some courses have registration fees.  This fee is retained by the college.

% of Costs Credited 


Conditions

       
        Length of Course
to Bill

100%



Course canceled by the college

Any length

100%



Student withdrawal prior to the

Any length





start of the course

80%



Within 12.5% of instructional time

Over 15 hours

50%



12.5-25% of instructional time

Over 15 hours

0%



Over 25% of instructional time

Over 15 hours

0%









Less than 15hours

Bill Adjustment for Customized Training

The college offers a number of customized training activities through special contracts for businesses.  The conditions of bill adjustment are negotiated with the individual businesses. 
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