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	Institutional Eligibility: To be eligible to participate in the Title IV federal student aid an institution must meet eligibility requirements outlined in FSA Regulations, 600.1 - 600.32  and 668.1 - 668.49 .  Also see guidance in 2004-05 FSA Handbook, School Eligibility & Operations and 2003-04 FSA Handbook, Institutional & Program Eligibility.
Variables to be considered for Institutional Participation are Program Participation Agreement (PPA), Accreditation and State Approvals, Administrative Capability Requirements, Financial Responsibility, Consumer Information, Written arrangements Between Schools, Program Eligibility/Academic Year Requirements, and Reporting Changes to Title IV application data.
In this Assessment you will evaluate your management procedures regarding Institutional Participation. It would be helpful to locate a copy of your Accrediting Agency Approval Letter, State Licensing Information (if applicable), your Program Participation Agreement, your Eligibility and Certification Approval Report (ECAR), and all consumer information and publications.

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).



Name of Institution: _________________________________________________________

	Requirements
	Results of Assessment

	· Program Participation Agreement 668.14 , 2004-05 FSA Handbook, School Eligibility & Operations, pages 2-24 through 2-302003-04  and FSA Handbook, Institutional & Program Eligibility, pages 2-27 through 2-32

A program participation agreement conditions the initial and continued participation of an eligible institution in any Title IV, HEA program upon compliance with the provisions of 668.14 , the individual program regulations, and any additional conditions specified in the program participation agreement that the Secretary requires the institution to meet.   Your institution's program participation agreement applies to each official branch campus and approved additional locations.


	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, Fiscal Office
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Continuous Improvement:
1. Can your institution ensure that it is in compliance with all requirements outlined in 668.14  concerning the institution's continued eligibility for participation in the Title IV programs?             Yes___ No___ Management Enhancement Needed___

In order to completely answer this question, Complete the Program Participation Agreement Checklist


	Questions/Comments Concerning Program Participation Agreement Requirements:



	· Accreditation/State Approval 600.4 , 600.5 , 600.6 , 600.11, 2004-05 FSA Handbook, School Eligibility & Operations, pages 2-3 through 2-4 and 2003-04 FSA Handbook, Institutional & Program Eligibility, pages 2-3 through 2-5.
Generally, an institution must be accredited or preaccredited by a nationally recognized accrediting agency to be eligible to participate in the Title IV programs.  Further, an institution must be legally authorized by the state in which it offers an educational program to provide the program.  The state's legal authorization may be provided by the licensing board or educational agency.  In some cases, a school is considered to be legally authorized if state law does not require it to have a license, charter or other formal approval.

For a current list of approved Accrediting Agencies, please access the following website: Accrediting Agency information  


	[image: image5.wmf] Activity #1 Accrediting Agency Exercise
[image: image6.wmf] Activity #2 State Licensing Agency Exercise

	Questions/Comments Concerning Accreditation/State Approval:




	Administrative Capability 668.16, 668.17, 668.25, 674.5,  2004-05 FSA Handbook, School Eligibility & Operations, pages 2-177 through 2-196 and 2003-04 FSA Handbook, Institutional & Program Eligibility, pages 2-53 through 2-62.
To be certified to participate in the FSA Programs, a school must demonstrate that it is administratively capable of providing the education it promises and of properly managing the FSA Programs.

Questions/Comments Concerning Administrative Capability Requirements:
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Continuous Improvement:
1. Is your institution aware of the required electronic processes and has your institution implemented each of the requirements according to the chart found in 2004-05 FSA Handbook, School Eligibility & Operations, page 2-178 and 2003-04 FSA Handbook, Institutional & Program Eligibility, pages 2-53 through 2-62?  Yes___ No___ Management Enhancement Needed___

2. Has the Financial Aid or another entity within the institution been designated to coordinate all sources of assistance offered to students throughout your institution? Yes___ No___ Management Enhancement Needed___ (668.16)   

3. If your institution uses third-party servicers, does your institution adhere to requirements for institutions that contract with third party servicers? Yes___ No___ Management Enhancement Needed___ (668.25)   

4. Does your institution have a system of identifying and resolving discrepancies in the FSA-related information received by various school offices? Yes___ No___ Management Enhancement Needed___ (668.16)
5. If your institution finds that a student may have engaged in fraud or other criminal misconduct in applying for FSA funds, is there a system in place to refer this information to the Department's Office of Inspector General (OIG)? Yes___ No___ Management Enhancement Needed___ (668.16)
6. Has your institution designated an adequate number of trained, capable personnel to administer the student financial aid programs? Yes___ No___ Management Enhancement Needed___ (668.16)
7. Does your institution separate the functions of authorizing payment and disbursing or delivering funds so that no one person or office exercises both functions for any student receiving SFA funds? Yes___ No___ Management Enhancement Needed___ (668.16)
8. Does your institution provide financial aid counseling to all enrolled and prospective students and their families? Yes___ No___ Management Enhancement Needed___ (668.16)
9. Does your institution have a standard of Satisfactory Academic Progress (SAP) that contains all of the required elements? (your policy should include a quantitative and qualitative measure, maximum timeframe for completion of program, a probationary period, treatment of repeated courses and remedial courses, appeal procedures) Yes___ No___ Management Enhancement Needed___ (668.16)
10. Does your institution consider a student's financial aid history by using NSLDS data in making FSA program awards? Yes___ No___ Management Enhancement Needed___ (668.19)
11. Does your institution monitor the default rates under the Federal Perkins, FFEL (Part B), and Direct Loan programs? Yes___ No___ Management Enhancement Needed___ (668.17 and 674.5)
12. What is your institution's most recent Federal Perkins Default rate? _____.  What is your institution's most recent FFEL/DL default rate? _____. Does your institution initiate appropriate action if the FFEL/Direct Loan default rate approaches 25% and/or the Federal Perkins rate approaches 15%?   Yes___ No___ Management Enhancement Needed___ (668.17 and 674.5)
13. Can your school certify that neither the school or its employees have been debarred or suspended by a federal agency? Yes___ No___ Management Enhancement Needed___ 34 CFR, Part 85


	· Financial Responsibility 668.23, 668.171, 668.173 668.174, 2004-05 FSA Handbook, School Eligibility & Operations, pages 2-197 through 2-212 and 2003-04 FSA Handbook, Institutional & Program Eligibility, pages 2-63 through 2-77. 
In order to participate in the FSA Programs, a school must demonstrate that it is financially responsible.  To provide the Department with the information necessary to evaluate a school's financial responsibility, schools are required to submit financial information to the Department every year. A school must provide this information in the form of an audited financial statement as part of a combined submission that also includes the school's compliance audit.  For-profit schools have six months from the end of the schools’ fiscal year to provide the combined submission; other schools have nine months.  

For more detailed Analysis of Financial Responsibility Requirements, please consider the completion of the FSA Fiscal Module.
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Continuous Improvement:
1. Does your institution regularly submit its annual audit and financial statement timely as required by regulation?  Yes___ No___ Management Enhancement Needed___ (668.23) 
2. If your institution is a proprietary or private nonprofit institution, does your Financial Statement indicate a composite score of at least 1.5?  Yes___ No___ Management Enhancement Needed___  (668.171) What is your institution's latest financial statement composite score?  _____.
3. If your institution is a public institution, has your institution provided the appropriate documentation to the Department showing that the institution is a public institution as designated by the State, local or municipal government entity, tribal authority, or other government entity that has the legal authority to make the designation?  Yes___ No___ Management Enhancement Needed___ (668.171)
4. Does your institution have sufficient cash reserves to make required refunds (these requirements are known as the refund reserve standards)?  Yes___ No___ Management Enhancement Needed___ (668.173)
5. Is your institution current in its debt payments?  Yes___ No___ Management Enhancement Needed___ (668.171)
6. Is your institution meeting all of its financial obligations, including making required refunds and making repayments to cover FSA Program debts and liabilities?  Yes___ No___ Management Enhancement Needed___ (668.171)
7. Has your institution verified that it is not in violation of any past performance requirements (the institution must administer properly the FSA Programs in which it participates and must meet all of its financial obligations, including repayments to the Department for any debts and liabilities)?  Yes___ No___ Management Enhancement Needed___ (668.174)  

8. If your institution is a proprietary institution, does your institution ensure that no more than 90% of its revenues are derived from the SFA programs?   Yes___ No___ Management Enhancement Needed___ (600.5) 


	Questions/Comments Financial Responsibility:



	Consumer Information (668.41 through 668.48 , 2004-05 FSA Handbook, School Eligibility & Operations, Chapter 6 and 2003-04 FSA Handbook, Institutional & Program Eligibility, Chapter 7 
An institution is required to provide certain consumer information and /or other reports to students, the Department and others.  In order to determine if your consumer information is adequate, please complete the assessment in the right column. It may be helpful to locate a copy of all institutional consumer information.

If you find areas that are missing from your consumer information, please note those areas in the Question/Comment Section for Corrective Action (Management Enhancement)

Please refer to the chart found in 2004-05 FSA Handbook, School Eligibility & Operations, pages 2-135 through 2-138 or 2003-04 FSA Handbook, Institutional & Program Eligibility, pages 2-265 through 2-267 for specific consumer information required for students.

For more detailed analysis of Consumer Information, please consider completing the FSA Consumer Information Module.

Questions/Comments concerning Consumer Information:


	[image: image9.wmf] Activity #3 Consumer Information

	· Written arrangements Between Schools, (668.5, 2004-05 FSA Handbook, School Eligibility & Operations, pages 2-139 through 2-144 and 2003-04 FSA Handbook, Institutional & Program Eligibility, pages 2-283 through 2-287 
Two or more institutions may enter into a consortium or contractual agreement so that a student can continue to receive FSA funds while studying at a school or organization other than his or her "home" institution.  The activities in the next column will help your institution determine compliance with the general requirements concerning these types of agreements.


	[image: image10.wmf] Activity #4 Consortium Agreements
[image: image11.wmf] Activity #5 Contractual Agreements


	Questions/Comments Concerning Agreements Between Schools:



	· Program Eligibility/Academic Year Requirements 668.1 through 668.9 , 668.25, 668.38, 668.39, 600.7, 2004-05 FSA Handbook, School Eligibility & Operations, pages 2-1 through 2-14, 2004-05 FSA Handbook, School Eligibility & Operations, pages 2-31 through 2-56, 2003-04 FSA Handbook, Institutional & Program Eligibility, pages 2-1 through 2-26, 2003-04 FSA Handbook, Institutional & Program Eligibility, pages 2-27 through 2-52, 

To qualify as an eligible institution, a school must offer at least one eligible program. Not all programs at an eligible institution will necessarily be eligible, but at least one of the programs at the school must meet eligibility requirements.  Further, every eligible program, including graduate programs, must have a defined academic year that contains a minimum of 30 weeks of instructional time.

Please pay special attention to questions 5-8 IN ACTIVITY #6.   Institutions must report to the Department if they exceed the thresholds outlined in these questions.  The institution may not be eligible for Title IV if it exceeds these thresholds and is not eligible for a waiver or exception (600.7)

Questions/Comments Concerning Program Eligibility/Academic Year Requirements:


	[image: image12.wmf] Activity #6 Program Eligibility/Academic Year Requirements

	Reporting changes to Title IV Application Data, 600.31, 600.32, 600.20, 600.21, 2004-05FSA Handbook, School Eligibility & Operations, pages 2-76 through 2-90 and 2003-04 FSA Handbook, Institutional & Program Eligibility, pages 2-306 through 2-315 
A school is required to report changes to certain information on its approved Application.  Some of these changes require the Department’s written approval before the school may disburse the FSA Program funds, others do not.  When any change occurs, your institution must notify the Department via the electronic application within 10 calendar days of the change. Please remember that if your institution is making a change that requires approval by the Department, you must report this change at the beginning of the process.  If you wait to report the change until after the process is completed, it will be too late and the institution will not be in compliance with the reporting requirements. Please refer to the 2004-05FSA Handbook, School Eligibility & Operations, pages 2-76 through 2-90 or 2003-04 FSA Handbook, Institutional & Program Eligibility, pages 2-306 through 2-316 for further information. 

Your school may also want to consider completing the FSA Recertification Module for a more detailed analysis of compliance within this area. 
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Continuous Improvement:
In order to complete this portion of the module, you will need to locate a copy of your latest Program Participation Agreement (PPA) and Eligibility and Certification Approval Report (ECAR) for reference.
1. Is your institution's accrediting agency listed in Section B of your ECAR the correct agency?     Yes___ No___.  If your institution has changed your primary accrediting agency since your last approval, has it reported this change and all supporting documentation to CMOS as required?  Yes___ No___ Management Enhancement Needed___

2. Are the officials and Directors listed in Section D or your ECAR correct?  Yes___ No___ Management Enhancement Needed___

3. If your school adds educational programs after receiving its ECAR. Does the school receive both the required state and accrediting agency approvals as applicable?  Yes___ No___ Management Enhancement Needed___

If your institution offers 50% or more of an educational program at locations other than your main campus, your institution must have approval from your Case Team for all these locations.  It may be helpful to review section E of your ECAR and compare the approved locations with the current locations operating at your institution.  Complete Activity #7 below to test compliance:

[image: image14.wmf] Activity #7 Additional Locations


	Reporting Changes to Title IV Application Data 600.31, 600.32, 600.20, 600.21, 2004-05FSA Handbook, School Eligibility & Operations, pages 2-76 through 2-90 and 2003-04 FSA Handbook, Institutional & Program Eligibility, pages 2-306 through 2-315Continued

Important Information regarding programs:  If your institution does not want to offer Title IV aid to students in a program (or at an additional location) no approval from the Department is necessary.

Further, if your institution offers short term programs (300-599 clock hours) you must have completion and placement rates of 70%.  If your institution falls below the 70% threshold, the program is not eligible for the next year, and the institution would need to apply for eligibility for this program after it has another year of completion and placement rates that are within the 70% threshold.

Also, please refer to 2004-05 FSA Handbook, School Eligibility & Operations, pages 2-68 through 2-75 or 2003-04 FSA Handbook, Institutional & Program Eligibility, pages 2-297 through 2-306 for information regarding change in ownership/control at all types of institutions, including public institutions, publicly traded corporations, non-profit institutions, etc.

If your school is considering a Change in Ownership, you may find it helpful to complete the FSA Change in Ownership Module
	If your institution offers Non-Degree Programs, your institution must receive the required state and accrediting agency approvals before disbursing Title IV funds to enrolled and eligible students.  It may be helpful to review section E of your ECAR and compare the approved Non-Degree programs with the current programs offered at your institution.  Complete Activity #8 below to test compliance:
[image: image15.wmf] Activity #8 Non-degree Programs
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Continuous Improvement:
Change in Ownership:

1. If your school undergoes a change in ownership that results in a change of control, structure, or governance, has your institution submitted an application to the Case Management Team serving your region marked preacquisition review before the change in ownership takes place? (     )Yes  (     )No  (     ) Management Enhancement Needed (600.31) 



	Questions/Comments Concerning Reporting Changes to Title IV Application Data:

Now that you have completed this portion of the module, is the information contained on your institution's ECAR accurate and up to date? (     )Yes   (     )No  

(     ) Management Enhancement (refer to 600.20 and 600.21)



	


	Now that you have completed the Institutional Eligibility Assessment and have noted the results of each area in the Question/Comment Section, answer the last question in this Assessment.

· Does your institution have a system to verify that it meets ALL institutional participation requirements?

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

· No.  For each Institutional Participation Criterion that you have noted a need for improvement in your institutional policies and procedures, please 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 Institutional Participation categories.  Please contact our FSA Customer Service Call Center (at 1-800-433-7327) or by email at fsa.customer.support@ed.gov, or contact your regional Training Officer or Institutional Improvement Specialist. Technical Assistance Resources.
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  Related Modules: You may also find it helpful to complete the Administrative Capabilities Module, Consumer Information Module, and Recertification Module.
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