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Student Problem Resolution Procedure 
 

 
 

Palm Beach State College recognizes that sometimes a student feels unfairly treated or 

would like further clarification of a rule or policy.  Students are invited to request 

clarification or register a complaint, and are required to follow the procedure below: 

 

1) The student should speak with the first contact listed in the Student Handbook under the 

section “Contacts for Resolving Student Problems.” 

 

2) If that person cannot provide assistance, the student should go to Panther Web, click on 

yellow tool bar “Information” tab, then click on “Student Problem Resolution Form” and 

complete the Form.  The form will be forwarded to the department selected. 

 

3) The Palm Beach State employee receiving the Student Problem Resolution Form should 

respond to the student via student email within five (5) business days with a request to meet, 

initiate a phone call or provide a written response. 

 

4) The outcome will be confirmed to the student via student email within five (5) business days 

and stored in the student’s record. 

 

It should be noted there are formal appeals processes for Student Services/Academic Affairs 

which are listed in the Student Handbook.  Formal appeals, such as for late withdrawal, refunds, 

residency, financial aid exceptions, and final course grade should follow the published appeals 

processes.  See “Student Appeals Frequently Asked Questions” or the appropriate related 

section in the Student Handbook. 

 

https://www.pbcc.edu/pantherweb.xml
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Student Problem Resolution Contacts 
 

Palm Beach State College recognizes that sometimes a student feels unfairly treated or would like further 
clarification of a rule or policy.  Students are invited to request clarification, or register a complaint.  They 
are, however, asked to follow the path described below.  If the appropriate contact is not immediately 
available, students should make an appointment with that contact rather than continuing to the next level.  
Problems continuing to the second level require a written explanation using the Student Problem 
Resolution Form found at Panther Web. (Click on “Information,” “Student Problem Resolution Form.”) 
 

Issue First Contact Second Level 

Academic/Instruction Supervising Associate Dean Campus Dean of Academic Affairs 

Admissions Application Campus Registrar Campus Dean of Student Services 

Advising Campus Advising Coordinator Campus Dean of Student Services 

Athletics Coach Director of Athletics 

Bachelor’s Degree Academic Advisor Baccalaureate Program Studies 
Office, Lake Worth 

Bookstore Campus Bookstore Manager Controller, Lake Worth 

Cashier Cashier Supervisor Controller, Lake Worth 

Class Availability Area Associate Dean Campus Dean of Academic Affairs 

Discrimination between students Campus Dean of Students Campus Provost 

Discrimination of student 
by employee 

Campus Dean of Students Executive Director,  Human 
Resources or Manager, 
Employment/Assistant to President 
for Equity Programs, Lake Worth 

Entry Testing Campus Testing Coordinator Campus Dean of Student Services 

Financial Aid Campus Financial Aid Coordinator Campus Dean of Student Services 

Florida Residency Campus Registrar Campus Dean of Student Services 

Graduation Graduation Office, Lake Worth College Registrar, Lake Worth 

Harassment among students Campus Dean of Students Campus Provost 

Harassment of student 
by employee 

Campus Dean of Students Executive Director,  Human 
Resources, or Manager, 
Employment/Assistant to President 
for Equity Programs, Lake Worth 
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Issue First Contact Second Level 

International Admissions International Student Office, Lake 
Worth 

International Student Office 
Manager, Lake Worth 

Library Campus Director of Library/Learning 
Resources 

Campus Dean of Academic Affairs 

Limited Access Admissions Limited Access Office on campus 
where program is located 

Associate Registrar, Lake Worth or 
Campus Registrar, Other Campuses 

Lost and Found Campus Security Office  Campus Security Supervisor 

New Student Orientation Campus Coordinator of Academic 
Advising 

Campus Dean of Student Services 

Not on Class Roster Campus Registrar Campus Dean of Student Services 

Parking Ticket Campus Security Supervisor Campus Dean of Student Services 

Registration Campus Registrar Campus Dean of Student Services 

Security Campus Security Supervisor College Chief of Security, Lake 
Worth 

Student Financial Accounts Campus Bursar Controller, Lake Worth 

Student Activities Campus Coordinator of Student 
Activities 

Campus Dean of Student Services 

Students with Disabilities Campus Coordinator of Disabilities 
Services 

Campus Dean of Student Services 

Transcripts Campus Registrar College Registrar, Lake Worth 

Veterans Campus Financial Aid Campus Dean of Student Services 

 
 
 
 
*Please Note:  All complaints of harassment of a student by an employee must be forwarded to the 
Executive Director of Human Resources or the Manager, Employment/Assistant to the President for 
Equity Programs.  These complaints may or may not be presented in writing, as the Office of Human 
Resources will formally document all such complaints.
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Student Problem Resolution Form 
Students are expected to follow the appropriate channels when seeking clarification or registering a 
complaint.  When the appropriate College employee is not immediately available, please wait for 
availability rather than continuing to the next level. 
     Instructions: 

1. Select the campus where the problem occurred from the drop down list. 
2. Select the Nature of the Problem or Complaint from the drop down list and write a brief 

description of your issue. 
3. Write a brief statement of what expectation of resolution you are seeking.  

An e-mail response to your problem or complaint will be sent to you within five (5) business days of 
submission.   

Name:  Student I.D.  

Home Campus:  Phone:  Email:  

Nature of Problem or Complaint:  (Please be concise and brief) 

 

 

 

 

What resolution are you seeking?  (Please be concise and brief) 

 

 

 

 

Date:   

 
 This section to be completed by the College employee resolving the problem or complaint  

Resolution action: 
 

 
 

 

 
 

 

 
 

 

 
 

 

Name:  Date:  

 

Title:   
 

 


