Student Eligibility Activity #1

Policies & Procedures Checklist



Review your policies & procedures related to Student Eligibility.  Verify that they include the following:

	Policy
	Should include
	Offices involved

	Citizenship 668.32(d), 668.33, 2003-04 FSA Handbook, pg. 1-23
	· Verification of citizenship status if citizenship match on ISIR fails
	Financial Aid, Admissions, Registrar

	Regular Student 668.32(a)
	· All Title IV students meet regular student definition
· Documentation of a student’s enrollment in an eligible program at the time of admission
· Notification to the financial aid office should a student leave an eligible program at any time during the course of enrollment
· Determination of Title IV eligibility for students enrolled in remedial coursework
· Determination of Title IV eligibility for students involved in preparatory coursework
· Determination of Title IV eligibility for students involved in Teacher Certification coursework
· No Title IV student is enrolled in elementary or secondary school
· No Title IV aid is disbursed to students for GED training (students can receive Title IV aid for coursework at the postsecondary level provided he or she met ability-to-benefit requirements and your school accepts students who pass an approved ability-to-benefit test)
	Financial Aid, Admissions, Registrar

	Academic Qualifications 668.32(e), 668.32 (e)(4), 600.2
Academic Qualifications, cont.
	· All Title IV students should have one of the following:
· High School Diploma
· Recognized Equivalent of a High School Diploma
· Complete home schooling (if the student’s secondary school education was in a home school that state law treats as a home or private school)
· Passed an ability-to-benefit test approved by the U.S. Department of Education (admissions policy must admit ability-to-benefit students, the student must be above the age of compulsory attendance, proper procedures must be in place to administer the test, the test must be independently administered) See 2003-04 FSA Handbook, page 1-7 for approved tests)
	Financial Aid, Admissions, Registrar

	Satisfactory Academic Progress 668.16(e), 668.32(f), 668.34
	Policy should be the same or stricter than the policy used for Non-Title IV students and should include:

· Qualitative Component

· Quantitative Component

· Maximum Timeframes for completion of degrees/certificates

· Explanation of how withdrawals, grades of “incompletes”, repeated courses, transfer courses, and noncredit remedial coursework effect the academic progress determination

· Frequency with which students are checked for SAP

· Must be consistently applied to all FSA recipients within identifiable categories of students such as full-time or part-time, graduate or undergraduate students
	Financial Aid, Registrar

	Financial Aid History 668.19, DCL GEN-96-13

	· Resolution of all Financial Aid History issues (default status, overpayment status, exceeding the annual or aggregate loan limits, judgment lien for a debt owed to the United States) 668.32(g)(2), 668.35(b)
· Determination of Title IV eligibility of transfer students using the Transfer Monitoring process 668.19
· The use of NSLDS status codes and their effect on a student’s eligibility for Title IV funds 2003-04 FSA Handbook, pages 1-53 through 1-54
· Determination of Title IV eligibility for students who have filed for Bankruptcy

· Determination of Title IV eligibility for students who have applied for or received total and permanent disability cancellation DCL CB-02-08
	Financial Aid, Registrar, Admissions 

	Valid Social Security Number 668.32(i), 668.36
	· Verification of a valid Social Security Number if match on ISIR fails (see chart in 2003-04 FSA Handbook, Student Eligibility, pages 1-61 through 1-62)
	Financial Aid, Admissions

	Selective Service 668.32(j), 668.37
	· Verification of Selective Service registration if match on ISIR fails (see chart in 2003-04 FSA Handbook, Student Eligibility, pages 1-69 and 1-70
	Financial Aid, Veterans Office

	Drug Related Offense 668.40
	· Verification that the student does not have a conviction for any offense under federal or state law involving the possession or sale of a controlled substance (if the school has conflicting information on file to show the student has a prior conviction)
	Financial Aid

	Financial Need/Packaging HEA Sec. 472, 675.5(c), 682.200(b), 
	· Verification that all students have financial need to receive all FSA funds except unsubsidized loans under the Direct Loan and FFEL programs

· Coordination of aid received from all offices on campus (i.e. scholarships reported to other offices such as registrar or student accounts)

· How “exceptional need” will be defined for Federal Perkins

· Members of a religious order do not receive Title IV funding if the religious order meets certain criteria (see 674.9(c), 675.9(c), 676.9(c), 682.301(a)(2), 685.200(a)(ii), 690.75(d), 2003-04 FSA Handbook, Student Eligibility, page 1-118 and 2002-03 FSA Handbook, Student Eligibility, page 1-118)

· How Cost of Attendance (COA) components will be developed (e.g. survey students, Bureau of Labor Statistics Web site, etc)

· Whether the school will include in its COA budget allowances for correspondence study, study abroad, and cooperative education programs

· Which student populations and eligible programs to consider in constructing COA budgets

· What funds are available

· Which group(s) of students need special consideration

· What are the criteria for selecting aid recipients from the group of eligible applicants

· What criteria are used to determine the amount of a student’s award
	Financial Aid, Registrar, Student Accounts

	Verification 668.59, 668.60
	· Deadline for students to submit verification information

· Consequences of failure to meet deadline

· How students will be notified of award changes

· What process will be used for corrections
	Financial Aid, Publications


For all areas that the school found problems, please complete a Management Enhancement Worksheet to explain and track the school’s plan for corrective action.

