FSA Consumer Information Module



	Introduction:

Is your school aware of the consumer information requirements?  Are all appropriate reports provided to the Department?  What are the requirements for Campus Security?  Do you know about the Student Right To Know Act?  What about FERPA?

This module is designed to assist your school with the requirements for Consumer Information.  The module will include all applicable requirements and examples of such, followed by a series of questions in order for you to review your Consumer information requirements in place at your school to determine if these requirements are in compliance with all applicable regulations.

Hyperlinks to all applicable regulations and Student financial Aid Handbook (SFAH) citations are provided throughout this module.  Most of these hyperlinks are taken from 34 CFR 668.41 through 668.48, the 2004-05 FSA Handbook, School Eligibility & Operations, pages 2-91 through 2-138 and 2003-04 FSA Handbook, Institutional & Program Eligibility, pages 2-231 through 2-268.  

In order to complete this module, it is recommended that your school locate a copy of all consumer information as well as all applicable policies and procedures related to the consumer information requirements in place at your school.  Review the instructional portions of this module to understand the requirements for consumer information, and then note any areas that need improvement.  If your policies and procedures are not sufficient, please update those procedures accordingly.  You may also want to complete a Management Enhancement Worksheet for each improvement noted.  You may stop and complete a Management Enhancement Worksheet at any time during this module.
The continuous improvement symbol [image: image1.wmf] signifies a continuous improvement cycle and will prompt you to complete a checklist to review your policies and procedures. The Test your Knowledge symbol [image: image2.wmf] provides you with several exercises to test your knowledge and policies and procedures. [image: image3.wmf] Provides Community Questions & Answers received by schools and answered by the Department of Education (included only if questions are available related to the topic addressed).



	Requirements
	Results of Assessment

	GENERAL INFORMATION

An institution is required to provide certain consumer information and/or other reports to students, the Department and others.  

Disclosure requirements include:

1.) Basic financial aid information

2.) General information about the school

3.) Student Right-To-Know Act

· information on completion/graduation rates for general student body

· information on completion/graduation rates for student athletes

4.) Equity in Athletics Disclosure Act

5.) Drug and alcohol abuse prevention information

6.) Cleary (Campus Security) Act

7.) Family Educational Rights and Privacy Act (FERPA)

8.) Availability of employees for information dissemination

A school must annually provide a NOTICE directly (one-on-one distribution) to all enrolled students describing the availability of the consumer information listed above.  The notice must contain a brief description of the various disclosures and how to obtain the full disclosures.  If a disclosure is posted to a website, the notice must provide the exact electronic address and provide a statement that paper copies are available 668.41 (c).  A chart listing which persons (enrolled students, employees, etc.) must receive the various forms of consumer information, including how the information must be distributed, can be found in the 2004-05 FSA Handbook, School Eligibility & Operations, pages 2-135 through 2-138 and 2003-04 FSA Handbook, Institutional & Program Eligibility, pages 2-265 through 2-268.

A school must also have an employee(s) available during normal operating hours to help persons obtain consumer information 668.44.

It is imperative that school officials periodically check the accuracy of the consumer information being provided.  The Department reserves the right to take adverse action against any school that substantially misrepresents the nature of its educational programs, financial charges, or the employability of its graduates 34 CFR 668.72 through 668.75

.
Basic Financial Aid Information 

668.42; 2004-05 FSA Handbook, School Eligibility & Operations, pages 2-92 through 2-94; 2003-04 FSA Handbook, Institutional & Program Eligibility, pages 2-233 though 2-234
At a minimum, the following information must be published and made readily available to current and prospective students at a school:

• need-based and non-need-based federal financial aid programs descriptions

• need-based and non-need based state and local aid programs, school aid programs, and other private aid programs 

• how students apply for aid and how eligibility is determined

• how the school distributes aid among students

• the rights and responsibilities of students receiving aid

• how and when financial aid will be disbursed

• the terms and conditions of any employment that is part of the financial aid package

• the terms of, the schedules for, and the necessity of loan repayment and required loan 

   exit counseling

• criteria for measuring satisfactory academic progress, and how a student who has 

  failed to maintain satisfactory progress may reestablish eligibility for federal aid

General Information about the School 

668.43; 2004-05 FSA Handbook, School Eligibility & Operations, pages 2-93 through 2-94; 2003-04 FSA Handbook, Institutional & Program Eligibility, pages 2-233 through 2-234
The school must provide the following minimum information about itself:

• the names of associations, agencies, and/or governmental bodies that accredit, approve, 

  or license the school and its programs, and the procedures by which a student may 

  receive a copy for review of the school’s accreditation, licensure, or approval

• special facilities and services available to disabled students

• the costs of attending the school (tuition and fees, books and supplies, room and board, 

  and applicable transportation costs, such as commuting) and any additional costs of the  

  program in which the student is enrolled or has expressed an interest

• a statement of the requirements for the return of Title IV funds when a student 

  withdraws from school, information about any refund policy with which the school 

  must comply, and the requirements for officially withdrawing from the school 

• the degree programs, training, and other education offered

• the availability of a GED program, if the school admits students who do not have a high 

  school diploma or equivalent

• instructional, laboratory, and other school facilities associated with academic programs

• the school’s campus security report

• a list of the faculty and other instructional personnel

• contacts for information on student financial assistance and general institutional issues

· that a student may be eligible for FSA program funds for attending a study abroad program that is approved for credit by the home school

· the terms and conditions under which students receiving federal education loans may obtain deferments while serving in the Peace Corps; under the Domestic Volunteer Service Act; and as a volunteer for a tax-exempt organization of demonstrated effectiveness in the filed of community service

· information regarding the availability of FSA program funds for study abroad programs

Student Right-To-Know Act  

668.45, 668.48; 2004-05 FSA Handbook, School Eligibility & Operations, pages 2-95 through 2-105; 2003-04 FSA Handbook, Institutional & Program Eligibility, pages 2-235 through 2-244
The Student Right-to-Know Act requires schools to disclose:

1.) Completion or graduation rates and, if applicable transfer-out

rates for a specific cohort of the general student body 668.45
2.) Completion or graduation rates and, if applicable, transfer out

rates of students receiving athletically related student aid 668.48  

· The cohort year is September 1-August 31

· Information must be submitted to the Department via the Integrated Postsecondary Education Data System (IPEDS) System (call 202-502-7318)
· Rate disclosures must be made available by July 1 of each year 
· A school is not required to calculate completion or graduation rates for students who transfer into the school
· A school is required to calculate and disclose its transfer-out rates only if it determines that its mission includes providing substantial preparation for its students to enroll in another eligible school (such as a community college).

Completion/graduation rates for the general student body:

Step 1: Determine the cohort

· A school must identify a group of students each year (a cohort) and monitor the cohort over time to determine the percentage of those students who complete their programs or transfer out of the school.
· A transfer-out student is one that has transferred out of a program and enrolled in any program of another eligible institution for which the prior program provides substantial preparation.
· Students in the cohort must be certificate- or degree-seeking, full-time undergraduates 
Standard-Term Schools:

· Must count all first-time freshmen that enter the school during the fall term. 

· A student has entered the school if he or she enrolled for the fall term (or during the summer immediately preceding the fall term) and is still enrolled as of October 15, the end of the school’s drop-add period for the fall term, or another official reporting date (in the fall) on which a school must report fall enrollment data to either the state, its board of trustees or governing board, or another external governing body.

Nonstandard Term or Non-Term Schools:

· Must count all students who enter the school between September 1 of one year and August 31 of the following. 

· A student has entered the school if he or she has attended at least 15 days in a program of up to and including, one year in length or 30 days, in a program of greater than one year in length.

Waiver:

· The regulations provide for a waiver of completion or graduation rate and transfer-out rate calculations for the general student body cohort and for athletic data for any school that is a member of an athletic association or conference that has voluntarily published (or will publish) completion or graduation data that the Department determines are substantially comparable to the data required by the regulations.
Step 2: Calculating the rates

· Determine how many of those students graduated or completed their program and, if applicable, how many transferred out of their program at the point in time when 150% of the normal time for completion of each program has elapsed for all of the students in the cohort.

=============================================

Number of students in cohort who completed their

program within 150% of normal time for completion

---------------------------------------------------

Number of students in cohort (minus permitted exclusions)

=============================================

Transfer-out rate: 

==============================================

Number of students in cohort who transferred out of their

program within 150% of normal time for completion

----------------------------------------------------

Number of students in cohort (minus permitted exclusions)

============================================

*Calculation examples can be found in the 2004-05 FSA Handbook, School Eligibility & Operations, pages 2-101 through 2-102 and 2003-04 FSA Handbook, Institutional & Program Eligibility, Chapter 7, pages 2-242 through 2-243. 

Step 3: Disclosing the rates

· Rates must be disclosed by the July 1 immediately following the expiration of 150% of normal time for the group of students on which the school bases its completion and transfer-out rate calculation. 

· Schools must disseminate the information on completion or graduation and, if applicable, transfer-out rates to enrolled and prospective students upon request, through appropriate publications, mailings, or electronic media (i.e. school catalogs or admissions literature).

Completion/graduation rates for student athletes:
· Only required for schools that offer athletically related aid and participate in Federal IV programs.

Step 1: Determine the cohort

· Same process used for general student body

Step 2: Calculating the rates

· Schools that provide athletically related student aid must report three completion rates and three transfer-out rates:

1. a completion or graduation rate and, if applicable, a transfer-out rate for the general student body

2. a completion or graduation rate and, if applicable, a transfer-out rate for the members of the cohort who received athletically related student aid (this rate is calculated in the same manner as the rates for the general student body, but must be broken down by race and gender within each sport)

3. The four-year average completion or graduation rate and, if applicable, the average transfer-out rate for the four most recent completing classes of the cohort categorized by race and gender for the general student population, and for race and gender within each sport (basketball, football, baseball, track/cross country and all other sports combined)

In addition, the school must report - 

· the number of students, categorized by race and gender, who attended the school during the year prior to the submission of the report, and

• within each sport — the number of those attendees who received athletically-related student aid, categorized by race and gender.
Step 3: Disclosing the rates
· Rates must be disclosed by the July 1 immediately following the expiration of 150% of normal time for the group of students on which the school bases its completion and transfer-out rate calculation. 

· A school must also provide the report to each prospective student athlete and his or her parents, coaches, and counselor when an offer of athletically related student aid is made to the prospective student-athlete.

Equity in Athletics Disclosure Act 

668.47; 2004-05 FSA Handbook, School Eligibility & Operations, pages 2-105 through 2-109; 2003-04 FSA Handbook, Institutional & Program Eligibility, pages 2-244 through 2-248
Any coeducational institution of higher education that participates in an FSA program and has an intercollegiate athletic program is required to submit an Equity in Athletics Report.

Reporting Period:

· The school must designate any consecutive 12-month period of time as the reporting year.

Equity in Athletics Report:

For its designated reporting year, a school must report:

· Number of male and female full-time undergraduate students that attended the school,

· Total amount of money spent on athletically-related student aid (including the value of  waivers of educational expenses aggregately) for: 1) men’s teams and 2) women’s teams,

· Ratio of athletically-related student aid awarded to male athletes to athletically-related student aid awarded to female athletes,

· Expenses incurred by the school for: (total expenses for all sports, football, men’s basketball, women’s basketball, all other men’s sports except football and basketball, and all other women’s sports except basketball)

· Total recruiting expenses aggregately for (a) all men’s teams and (b) all women’s teams, and

· Total annual revenues for (a) all sports combined, (b) all men’s teams, (c) all women’s teams, (d) football, (e) men’s basketball, (f) women’s basketball, (g) all men’s sports other than football and basketball, and (h) all women’s sports other than basketball.

· In it’s total revenues and men’s or women’s combined revenues, as applicable, revenues not attributable to a particular sport such as untargeted alumni contributions to athletics, investment income, and student activities fees.

· Individually by team or by average- (a) the annual institutional salary of non-volunteer head coaches for all offered sports of men’s teams and women’s teams, (b) the annual institutional salary of non-volunteer assistant coaches for all offered sports of men’s teams and women’s teams.

· A listing of the varsity teams that completed in intercollegiate athletic competition and for each team, the following data – (a) total number of participants as of the day of the first scheduled contest of the reporting year for the team, number of those who participated on more than one varsity team, and number of other varsity teams on which they participated, (b) total operating expenses (expenditures on lodging and meals, transportation, officials, uniforms and equipment) attributable to the team, (c) whether the head coach was male or female, was assigned to the team on a full-time or part-time basis, and, if assigned on a part-time basis, whether the head coach was a full-time or part-time employee of the institution (the institution must consider graduate assistants and volunteers who served as head coaches to be head coaches for the purposes of this report), (d) the number of assistant coaches who were male and the number of assistant coaches who were female, and within each category, the number who were assigned to the team on a full-time or part-time basis, and of those assigned on a part-time basis, the number who were full-time and part-time employees of the institution (the institution must consider graduate assistants and volunteers who served as head coaches to be head coaches for the purposes of this report), and (e) and unduplicated head count of the individuals who were listed as participants on at least one varsity team, by gender.

Disclosure of the Report:

· This report must be made available upon request to students, prospective students, and the public in easily accessible places. 

· The school must provide a notice at least once a year to all students and prospective students that includes a summary of the report and explains their right to request a full report. 
· Reports must be compiled and made available to students, prospective students and the public by October 15 of each year

· Schools must also submit their Equity in Athletics report to the Department annually within 15 days of making the report available to students 

· It  must be submitted on-line at  http://surveys.ope.ed.gov/athletics
Drug and Alcohol Abuse Prevention Information 

668.14; 2004-05 FSA Handbook, School Eligibility & Operations, pages 2-118 through 2-119; 2003-04 FSA Handbook, Institutional & Program Eligibility, pages 2-249 through 2-250; 34 CFR, Part 86
The Drug-Free Schools and Communities Act  (Public Law 101-226) requires a school that participates in any FSA program to provide information to its students, faculty, and employees to prevent drug and alcohol abuse.

Drug and alcohol abuse materials must contain: 

· Information on preventing drug and alcohol abuse;

· Standards of conduct that clearly prohibit, at a minimum, the unlawful possession, use, or distribution of drugs and alcohol by students and employees on the school’s property, or as part of the school’s activities;

· A description of the sanctions under local, state, and federal law for unlawful possession, use, or distribution of illicit drugs and alcohol;

· A description of any drug and alcohol counseling, treatment, or rehabilitation programs available to students and employees;

· A description of the health risks associated with the use of illicit drugs and alcohol; 
· A clear statement that the school will impose sanctions on students and employees for violations of the standards of conduct (consistent with local, state, and federal law) and a description of these sanctions, up to and including expulsion, termination of employment, and referral for prosecution.

Distribution of Materials:

· Must annually distribute materials to students and employees 
· Check materials every two years to ensure compliance
Cleary (Campus Security) Act:

668.46; 2004-05 FSA Handbook, School Eligibility & Operations, pages 2-122 through 2-131; 2003-04 FSA Handbook, Institutional & Program Eligibility, pages 2-252 through 2-261 
The Campus Security Act requires schools to prepare and distribute an annual security report that outlines institutional security policies and various crime statistics.

Annual Security Report:

The annual security report must include the following crime statistics: 

(Schools must compile the required crime statistics in accordance with the definitions used in the Federal Bureau of Investigation’s Uniform Crime Reporting (UCR) system.  For questions about this system, call 304-625-2823).

· criminal homicide, including (1) murder and nonnegligent manslaughter, and 

(2) negligent manslaughter

· sex offenses, including (1) forcible sex offenses, and (2) nonforcible sex offenses

· robbery

· aggravated assault
· burglary

· motor vehicle theft

· arson

· separately by category of prejudice, each crime listed above and any other crime involving bodily injury reported to local police agencies or to a campus security authority that shows evidence of prejudice based on race, gender, religion, sexual orientation, ethnicity or disability

· arrests for violations of drug law violations, and illegal weapons possession; and

· persons not arrested but referred for campus disciplinary action for liquor, drug, and weapons law violations.
A school must make a reasonable, good faith effort to obtain the required crime statistics and may rely on the information supplied by a local or state police agency (especially for crimes committed on public property which are defined as part of the “campus”). 

*(The statistics required in the annual security report may not include the identification of the victim or the person accused of committing the crime)
The annual security report must also include various institutional security policies such as:

· a statement of current campus policies regarding procedures for reporting crimes and other emergencies occurring on campus and the policies for the school’s response to these reports
· a statement of the school’s policies concerning the security of, and access to, all campus facilities, including residences, and security considerations used in the maintenance of campus facilities
· a statement of the school’s policies concerning campus law enforcement
· a description of institutional crime prevention programs
· a statement of the policies concerning the monitoring and recording (through local police agencies) of student criminal activity at off-campus locations of student organizations recognized by the school, including student organizations with off-campus housing facilities 
· the policies concerning the possession, use, and sale of alcoholic beverages and illegal drugs
· a description of the drug and alcohol-abuse education programs available to students and employees
· a statement of the sexual assault prevention programs available and the procedures to be followed when a sex offense occurs
*For a more detailed description of the required institutional security statistics and policies please see the 2004-05 FSA Handbook, School Eligibility & Operations, pages 2-127 through 2-131 and 2003-04 FSA Handbook, Institutional & Program Eligibility, pages 2-257 through 2-261 
Reporting Crimes:

· A school must provide an annual security report listing crimes that occur on each separate campus (additional locations/branches).   

· When reporting crime statistics for a campus, a school must separate the statistics into three separate categories: campus (crimes that occur in dormitories or other residential facilities for students are reported as a subset of crimes on campus), non-campus building or property and public property.

Campus includes: 

· any building or property (including residence halls) owned or controlled by a school within the same reasonably contiguous geographic area and used by the school in direct support of or in a manner related to its educational purposes

· property within the same reasonably contiguous area that is owned by the school but controlled by another person, frequently used by students, and supports the school’s purposes (such as a food or other retail vendor)

Non-campus building or property includes:

· any building or property owned or controlled by a student organization officially recognized by the school

· any building or property (other than a branch campus) owned or controlled by the school, that is not within the same reasonable contiguous area, is used in direct support of or in relation to the school’s educational purpose, and is frequently used by the students.

Public property includes:

· all public property including thoroughfares, streets, sidewalks, and parking facilities that is within the same campus or immediately adjacent to and accessible from the campus. 

· Schools must report crimes that are reported to campus security authorities.  Campus security authorities are defined as:
· a campus police or security department

· any individual or individuals who have responsibility for campus security but who do not constitute a campus security department, such as an individual who is responsible for monitoring entrance into school property (e.g. an access monitor)

· an individual or organization specified in a school’s campus security statement as the individual or organization to which students and employees should report criminal offenses

· an official of a school who has significant responsibility for student and campus activities including, but not limited to, student housing, student discipline, and campus judicial proceedings (i.e. dean of students, director of athletics, faculty advisor, etc.)
       
*(Professional and pastoral counselors are excluded from reporting requirements)

· Schools that maintain a campus police or security department are required to make, keep, and maintain daily logs 668.46(f) of any crime that occurred within the patrol jurisdiction of the campus police or the campus security department designated by the institution.
· The school must record by date the crime was reported, the nature, date, time, general location of each crime, and the disposition of the complaint, and must make the crime log for the most recent 60-day period open to public inspection during normal business hours. 

For further information please see the 2004-05 FSA Handbook, School Eligibility & Operations, page 2-126 and 2003-04 FSA Handbook, Institutional & Program Eligibility, pages 2-256 through 2-257 
· Schools are required to provide timely warning to the campus community of any occurrences of crimes that are reported to campus security authorities or local police agencies that are considered to represent a continuing threat to students and employees.
Disclosure requirements 668.41(e)(5): 
· By October 1 of each year, a school must publish and distribute its annual campus security report.

· It must be distributed to all enrolled students and current employees directly by publications and mailings, including: direct mailing to each individual through the U.S. Postal Service, campus mail, or electronic mail.

· If a disclosure is posted to a website, a school must provide an individual notice to all enrolled students and employees.  The notice must contain a brief description of the information contained in the security report and  how to obtain the full disclosure.  The notice must also provide the exact electronic address and provide a statement that paper copies are available.
· Upon request, a school must provide its annual campus security report to a prospective student or prospective employee.

· The annual security report must contain the required crime statistics for the three calendar years preceding the year in which the report is disclosed. 

· For example, the crime report due October 1, 2002 must include statistics for the 1999, 2000, and 2001 calendar years. 

· Schools must retain records used to create their campus security reports for three years after the due date of the report.

· Annually, schools are required to submit the statistical section of their Annual Crime Report to the Department (submittal date determined by the Department each year)

· It must be submitted on-line at: http://surveys.ope.ed.gov/security 
FERPA (Family Educational Rights and Privacy Act)

34 CFR Part 99; 2004-05 FSA Handbook, School Eligibility & Operations, pages 2-131 through 2-134 & 2004-05 FSA Handbook, pages 2-170 through 2-176 and 2003-04 FSA Handbook, Institutional & Program Eligibility, pages 2-261 through 2-268 & 2003-04 FSA Handbook, pages 2-277 through 2-281 
FERPA was designed to protect the privacy of student education records.

Students’ rights include:

Right to inspect and review education records - within 45 days of request 34 CFR 99.10 through 99.12
Right to amend education records 34 CFR 99.20 through 99-22
Right to consent to or withhold disclosure of personally identifiable information 34 CFR 99.30 through 99-37
Right to file a complaint with the U.S. Department of Education 34 CFR 99.63 through 99.67
School Responsibilities:

Publish an annual notice describing the students’ rights listed above 34 CFR 99.7
· Must specify which school officials with legitimate educational interest have access to student education records without student consent. 

Provide notification of designated directory information  - name, address, major, etc.

34 CFR 99.37
· Student has right to refuse the release of directory information without their written consent

34 CFR 99.32  Must maintain a record of each request (who and why) for access to and disclosure of personally identifiable information without written consent from the student unless the request was from the:

· student

· school official with legitimate educational interest

· directory information only

· party seeking records due to a law enforcement subpoena and criteria that subpoena not be disclosed

Consent not required 34 CFR 99.31:

A school may disclose personally identifiable information without student consent to the following parties:

· School officials with legitimate educational interests

· U.S. Comptroller General, U.S. Attorney General, U.S. Department of Education

· State and local  officials

· Authorized organizations conducting educational research

· Accrediting agencies

· Alleged victim of a crime

· Parent of a dependent student as defined by the IRS

· Parent of a student under 21 regarding the violation of a law regarding alcohol or drug abuse

NEW Changes to FERPA:

In response to the terrorist attacks on the United States that took place on September 11, 2001, Congress made changes to FERPA.  Section 507 of the USA Patriot Act amended FERPA, which now contains 16 exceptions to the general rules. Public Law 107-56; DCL April 12, 2002
FERPA Contact Information:  

Family Policy Compliance Office

U.S. Department of Education

400 Maryland Ave., S.W.

Washington, DC 20202-4605

Phone – 202-260-3887

Email - ferpa@ed.gov (schools only)

Website address:  www.ed.gov/offices/OM/fpco 
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Continuous Improvement:
Getting Started:
As you begin to evaluate your policies and procedures, you may want to consider working with other offices that may either have a direct impact on the process or provide information to assist you in your efforts. 

Suggested Offices: Financial Aid Office, Admissions, Registrar, and/or Publication Office.

Does the school's policies include proper disclosure requirements outlined above?   
Yes___  No___ Management Enhancement Needed___

Complete a Management Enhancement Form to track the school’s plan for action regarding any areas that need improvement.
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Continuous Improvement:

Where is this information published?

What offices/individuals are responsible for reviewing and updating the information?

Complete a Management Enhancement Form to track the school’s plan for action regarding any areas that need improvement.
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Continuous Improvement:

Where is this information published?

What offices/individuals are responsible for reviewing and updating the information?

Complete a Management Enhancement Form to track the school’s plan for action regarding any areas that need improvement.
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Continuous Improvement:

Is your school required to calculate and disclose transfer-out rates?    Yes___ No___   

If Yes, did your school calculate and disclose transfer-out rates?  Yes___ No___  Management Enhancement Needed___

Does your school provide the graduate information to the Department as required in the IPEDS system?  Yes___  No___  Management Enhancement Needed___
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Continuous Improvement:

If you are a standard-term school, how is your fall cohort determined?
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Continuous Improvement:

If you are a nonstandard or non-term school, how is your cohort determined?
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Continuous Improvement:

Does your school qualify for a waiver? Yes___ No___
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Continuous Improvement:
Does your school calculate all of the required rates listed in Step 2?  Yes___ No___ Management Enhancement Needed___
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Continuous Improvement:

Does your school have the applicable rate information available by July 1?  Yes___ No___ Management Enhancement Needed___

Does your school offer athletically related student aid? Yes___ No___ 
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Continuous Improvement:
Does your school calculate all of the required rates listed in Step 2?  Yes___ No___ Management Enhancement Needed___
Does your school have the applicable rate information available by July 1? Yes___ No___ Management Enhancement Needed___

At the time athletically related aid is offered, does your school have procedures to ensure that these rates are provided to student-athletes and their parents? Yes___  No___  Management Enhancement Needed___
Is your school required to prepare an Equity in Athletics Report? Yes___  No___

If Yes, did your school prepare an Equity in Athletics Report?  Yes___ No___ Management Enhancement Needed___

[image: image14.wmf]
Continuous Improvement:
What is your reporting year?

Does your Equity in Athletics Report contain all of the necessary information?  Yes___ No___ Management Enhancement Needed___
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Continuous Improvement:
Is your school’s Equity in Athletics Report made available by October 15? Yes___  No___  Management Enhancement Needed___
Which office/individual is responsible for submitting your report to the Department? 
Does your drug and alcohol abuse prevention materials contain all of the required information listed in the left column?  Yes___ No___ Management Enhancement Needed___
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Continuous Improvement:

At your institution, what procedures are in place to make sure that all students and employees (including newly enrolled or hired) receive these materials?
In addition, if your school participates in the campus-based programs, does your school provide information under the  Drug-Free Workplace Act of 1988 (Public Law 100-690) including a notice to its employees of unlawful activities and the actions the school will take against an employee who violates these prohibitions?  Yes___ No___ Management Enhancement Needed___
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Continuous Improvement:
Does your school receive crime reports from your local or state police agencies? Yes___ No___ Management Enhancement Needed___
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Continuous Improvement:
Does your annual security report contain all of the required crime statistics and policies?  Yes___ No___ Management Enhancement Needed___

What offices/individuals are responsible for gathering the crime statistics and updating institutional security policies? 
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Continuous Improvement:
What constitutes non-campus buildings or properties for your institution?

What public property does your school include as part of your campus for reporting crimes?

Overall, how does your school define your campus for reporting crime statistics (campus buildings, non-campus buildings/property and public property)? 
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Continuous Improvement:

Under the Department’s definition, what school officials at your institution would be considered campus security authorities?

Is your school required to keep a daily crime log? Yes___ No___ 

If Yes, how is it maintained?  

What procedures are in place to provide timely warnings to your campus community?
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Continuous Improvement:

How does your school distribute the security report to your enrolled students and current employees?

Does your security report contain data from all of the required years?  Yes___ No___ Management Enhancement Needed___
Does your school submit their Annual Crime Report to the Department each year as required?  Yes___ No___ Management Enhancement Needed___

Complete a Management Enhancement Form to track the schools plan for action regarding any areas that need improvement.
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Continuous Improvement:

What is the process a student must follow to review educational records at your school? 

What are the procedures a student must follow to amend educational records?

Where is your annual FERPA notice located? 

What office/individual is responsible for enforcing FERPA requirements? 

Does your school release directory information to outside parties? Yes _____ No _____

What is considered directory information? 

What is the process a student must follow to prevent the release of directory information?
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Continuous Improvement:

When a party (other than those listed in the left column) accesses student records, what disclosure information is placed in the student education records? 

What school officials have access to student records without student consent? 

At your school, are parents of dependent students (as defined by the IRS) allowed access to student education records without student consent? 

Does your school comply with the recent changes to FERPA as a result of the USA PATRIOT ACT?

Complete a Management Enhancement Form to track the school’s plan for action regarding any areas that need improvement.


	Now that you have completed the Consumer Information Module and have noted the results of each area in the Question/Comment Section, answer the last question in the Module:

· Does your institution have a system to verify that it meets ALL Consumer Information requirements?

· Yes.   Have you noted any good practices that you would like to identify as Effective Practices?  If so, complete an Effective Practice Form for each effective practice noted.

· No.  For each Consumer Information Criterion that you have noted a need for improvement in your institutional policies and procedures, please remember to complete a Management Enhancement Worksheet  for each improvement noted.

Need for Technical Assistance.  You may have listed questions in the Question/Comment area in some of the Consumer Information categories.  Please contact our FSA Customer Service Call Center (at 1-800-433-7327) or you may email FSA Customer Support, at fsa.customer.support@ed.gov or contact your regional Training Officer or Institutional Improvement Specialist using the Technical Assistance Resources.
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  Related Modules: You may also find it helpful to complete the Institutional Eligibility Module or the Administrative Capabilities Module.
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