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Introduction 

The Educational Loan Fund (Ed Loan) is designed to assist 
employees who desire to pursue an advanced degree or 
certification for professional advancement. While using Ed Loan 
is optional, it may be drawn on at the discretion of the participant 
to fund a portion of or virtually all of the costs of the program of 
study. As a benefit to employees continuing with the ministry, 
loans are forgiven over a timeframe determined by the program of 
study completed. Loan repayment may also be accelerated at the 
discretion of the participant. This manual provides a summary of 
the Ed Loan policies and procedures and as such is not designed 
to be an all-inclusive list. Pensacola Christian College may choose 
to amend these policies from time to time. 

 

 

 

Contact Information 

Academic Offices, A-1, Extension 2819 
Ed Loan Coordinator, A-4, Extension 2327 
Employee Services, AE-9, Extension 2859
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How to Obtain an Ed Loan 

1. Faculty interested in applying for an Ed Loan must first meet 
with the Academic Vice President (AVP) to discuss their plans 
and to determine if they qualify. (PCA faculty need PCA 
Administrator approval first.) 

• Those who qualify must complete and submit a Graduate 
Study Proposal to the Ed Loan Coordinator (Coordinator). 
A course listing and timeline showing a realistic plan for 
completing the program of study as quickly as possible 
must be attached.   

• A signed copy of the approved proposal will be returned to 
the applicant.  

 
2. Once the proposal is approved, applicants may apply to the 

approved institution’s program of study. 

 
3. Once accepted into the institution’s program of study, 

applicants sign and submit a completed Educational Loan 
Agreement to the Coordinator. A copy with Administrative 
signatures will be returned to the applicant. 

 
 
How to Use the Ed Loan 

1. Prior to each semester and summer, loan participants must 
submit a Request to Take Graduate Classes form, available 
under Forms/Further Education on Faculty Portal. This form 
also indicates requests for reduced teaching load and income 
replacement (see page 5). 

• Only one 3-credit course may be taken each fall and spring 
semester if teaching a full academic load. 

• Participants who are approved to take more than one 3-
credit course and are unable to maintain a full teaching 

https://static.pcci.edu/facultyportal/downloads/faculty/requesttotakegraduateclasses.pdf?update=3
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load should specify on the form the amount of reduced load 
they anticipate needing.  
o Reduced teaching load must be agreed on with the 

Department Chair prior to submitting the form for 
approval and is subject to change as schedules are 
finalized based on faculty availability to cover course 
offerings. 

o Requests for reduced load will not reduce employee 
benefits below their contracted level.  

• Independent Study (academic work done outside the 
classroom) that requires a reduced teaching load must be 
submitted for approval using the Request to Take 
Graduate Classes form. In addition, a log of daily study 
hours must be submitted to the Coordinator at the end of 
the academic period. 

• Staff must discuss their planned class schedule with their 
supervisors. The reduction of contract hours to take more 
than one 3-credit course must be approved by Employee 
Services. 

 
2. To obtain funds from the loan, participants submit Graduate 

Study Funding Request forms to the Coordinator as needed, 
following the guidelines on page 3. An electronic form is 
available on Faculty Portal under Forms/Further Education. 

 
3. At the end of each semester, participants complete Graduate 

Program Progress Report forms provided by the Coordinator.  

• Complete and accurate information is needed including 
course number, course title, and credit hours earned 
during the reporting period as well as cumulative totals 
and updated anticipated completion information. 

• Grade reports, if received, should be included with the 
form. If a grade is not received, electronic copies of 

https://static.pcci.edu/facultyportal/downloads/faculty/graduatestudyfundingrequest.pdf?update=5
https://static.pcci.edu/facultyportal/downloads/faculty/graduatestudyfundingrequest.pdf?update=5


~ Page 3 ~ 

evidence of progress (e.g. a research paper, prospectus, 
dissertation draft, or recital/program) should be included. 

 
Expense Reimbursement Guidelines 

1. The following Covered Expenses are completely funded by 
Ed Loan: 

• Required institutional and academic fees including, but 
not limited to, fees for registration, transcripts, ID, 
parking, etc. 

• Housing (If acceptable residence halls are available, only 
the maximum equivalent amount is funded.) 

• Required textbooks (not suggested reading) 

• Travel expenses to and from non-local colleges (greater 
than 50 miles from PCC) including gas, if driving, or 
airfare. 

• Tuition 

 
2. The following Indirect Expenses may be covered up to 50%: 

• Car rental for travel to a non-local college 

• Costs for Dissertation or Comprehensive Project  

• Entrance Exam Fees (GRE, etc.) 

• Faxing and copying 

 
3. The following Optional/Discretionary Expenses are not 

covered by the loan: 

• Childcare provided outside of PCC 

• Furniture rental  

• International travel 
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• Meals 

• Mileage to local colleges (within 50 miles of PCC) 

• Missions trips 

• Regalia purchase or rental 

• Special projects and/or equipment 

• Telephone or cellphone charges 

• Transcripts 

• Travel expenses to and from graduation ceremony 
(including hotel) 

• Typing 

• Utilities 

• Vehicle maintenance (oil changes, repairs, etc.) 

(This list is not exhaustive. Please inquire about any expenses not mentioned 
above before proceeding.) 

 
 

Additional Expense Reimbursement Information 

1. Funds are disbursed on a reimbursement basis, and receipts 
must be included with the request. 
Exception: Tuition and housing expenses may be submitted 

with an invoice showing the amount due; 
receipts must be submitted within 10 days after 
the expenses are paid. 

• Expenses for coursework completed prior to acceptance 
into the Ed Loan program are not reimbursed without 
approval.  
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• For each out-of-town session, participants submit 
receipts, a summary of expenses, and refund check (if 
applicable) to the Coordinator within 10 days of session 
completion. 

 
2. Pensacola Christian College must be reimbursed immediately 

for classes failed or not completed. 

 
3. PCC’s employee benefits for dependent children are based on 

the employee’s contract terms as a full-time or part-time 
employee and remain unchanged as long as all other 
requirements are met. 

Participants attending class in the summer may use the 
Rawson Nursery and Sports Center Day Camp if the 
participant’s spouse is also working at PCC. Participants are 
charged for these services but are permitted to request 
reimbursement from the loan. 

 
4. Airline tickets covered by the loan must be approved in 

advance. Tickets purchased without approval are the 
responsibility of the participant. 

Tips for purchasing airline tickets: 

• Booking flights six weeks or more in advance may decrease 
the cost of tickets. 

• Ticket prices from Mobile or Fort Walton may be lower 
than those from Pensacola. 

• For flights to the West Coast, rates may be lower from 
New Orleans. 

 
5. Dissertations, if required, must be submitted to the 

Coordinator for placement in the PCC library. Individuals may 
submit a bound copy at their own expense or may provide a 
pdf copy, in which case the Library covers binding costs. 
Binding additional copies is at the individual’s expense. 
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Income Replacement 

1. Income replacement may be requested for a maximum of 
5 semesters and/or summers. Faculty with permission to focus 
on completing a program of study quickly by carrying no 
teaching load during the school year may request income 
replacement for a maximum of 1 school year and 2 summers 
unless an extension is approved. 

• During contract months, participants approved for 
reduced teaching load or reduced contract hours may 
request income replacement for up to 80% of lost contract 
salary, net of regular withholdings. 

• During non-contract months, participants may request 
income replacement for those dates they are attending or 
participating in class work. Depending on the number of 
credits being taken, up to 67% of the most recently 
completed employment contract rate, net of regular 
withholdings, may be requested. 

• All other requests will be reviewed on a case-by-case 
basis.  

2. A maximum of two weeks’ income replacement at 80% of the 
participant’s contract rate, net of regular withholdings, is 
funded per practicum. 

3. Income replacement is not available for study time for 
comprehensive examinations. 

4. A maximum of six months’ income replacement at 80% of the 
participant’s most recent contract rate, net of regular 
withholdings, is funded for a prospectus, thesis, and/or 
dissertation. Extensions must be approved through the 
Coordinator. 

5. Semi-monthly income replacement draws are paid by check or 
ACH following the normal payroll cycle. Recipients who will 
not be on campus when loan checks are issued must request 
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ACH payments or submit self-addressed stamped envelopes 
to the Coordinator, in advance. 

 
 

Loan Forgiveness  

1. Upon program of study completion, participants must submit 
an official transcript indicating degree conferral to the 
Academic Vice President. 

 
2. Loan forgiveness begins on either July 1st or January 1st after the 

participant’s official transcript has been received. Forgiveness 
continues in equal, annual installments as long as the 
participant remains an employee in good standing with PCC 
or one of its affiliates. 

 
3. Loan Forgiveness Terms: 

• Certificates and Master’s degrees that are not 
considered terminal are forgiven in six equal annual 
installments. 

• Terminal Master’s, Education Specialist, Master of 
Divinity, and Doctor of Ministry degrees are forgiven in 
eight equal annual installments. 

• Doctorate Degrees are forgiven in ten equal annual 
installments. 

Forgiveness terms are based on being classified as full-time in 
the participant’s PCC employment contract prior to the 
annual forgiveness date. When the participant’s employment 
contract reflects part-time status, the forgiveness amount is 
prorated accordingly (i.e. 30 hours per week equals a 25% 
reduction in forgiveness), and the forgiveness term is thereby 
extended. 

Example:  For a full-time employee with a loan balance of 
$30,000 for a non-terminal master’s degree, annual forgiveness 
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is $5,000, but by becoming a part-time employee at 30 hours 
per week, the annual forgiveness would reduce to $3,750 
thereby extending the forgiveness term beyond the normal 6 
years. 

 
4. Loan forgiveness is considered taxable income. Once 

forgiveness begins, a Loan Balance and Forgiveness 
Statement and an IRS Form 1099 are provided after the end 
of each calendar year. Loan forgiveness information is 
transmitted to the IRS. It is the individual’s responsibility to 
report the forgiven amount on his tax return. 

 
 
Loan Repayment 

1. Participants who stop being employees in good standing of 
PCC or one of its affiliates prior to completing the program 
of study or prior to the entire loan balance being forgiven are 
required to pay the outstanding loan balance on or prior to 
the last day of work. 

2. Participants still employed by the ministry who stop 
working on their program of study for more than one year or 
voluntarily discontinue their program of study are required 
to begin payback of the loan through a payment plan based 
on the respective forgiveness term for that program of study.  

3. Participants should contact Employee Services regarding all 
questions about the repayment of loans. 

 
 
Other Important Items 

Time spent working on an approved program of study while under 
contract counts toward employment longevity. Adherence to PCC 
standards, including the dress code, is required while attending 
graduate study classes. 
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Employees requesting to be reinstated in the Ed Loan program 
must petition the Administration. For approved petitions, the 
Administration also considers refunding some or all of the money 
paid toward the loan prior to reinstatement. Reimbursement 
decisions are made on a case-by-case basis and are at the sole 
discretion of the Administration. Any approved refund is paid 
upon completion of the program of study. 
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S A M P L E  

Graduate Study Proposal 

After meeting with the Academic Vice President, applicants complete this 
form with the top three choices of institutions they would like to attend (see 
p. 1). 
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S A M P L E  

Authorization for Release of Information 

Page 2 of the Graduate Study Proposal provides the College’s privacy policy 
and permits the College to obtain the applicant’s credit history.  
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S A M P L E  

Chronological Timeline 

The timeline provides a realistic plan for completing the program of study at 
each of the institutions listed on the Graduate Study Proposal (see p. 1). 
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S A M P L E  

Educational Loan Agreement 

After the Graduate Study Proposal has been approved, the applicant completes 
and signs the Educational Loan Agreement (see p. 1). 
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S A M P L E  

Request to Take Graduate Classes 

Before each semester and summer during which they plan to take classes, 
faculty submit a Request to Take Graduate Classes (see p. 1). This form 
includes options for requesting reduced load (see p. 2) and income 
replacement (see p. 6). 
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S A M P L E  

Graduate Study Funding Request 

The Graduate Study Funding Request is used to request reimbursement for 
covered expenses (see p. 3). 
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S A M P L E  

Income Replacement Request 

Approved income replacement amounts are reported on the Income 
Replacement form and distributed by the Coordinator (see p. 6). 
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S A M P L E  

Graduate Program Progress Report 

At the end of each reporting period, the Coordinator sends Graduate Program 
Progress Reports for each participant to complete (see p. 2). 
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