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	Section 3


Policy:
General Provisions
Regulations: 668.13  (Certification), 668.22  (Title IV Refunds), 668.23  (Compliance Audits and Audited Financial Statements) 601.11, 601.30; 668.14, 668.41, 668.42, 668.43, 668.44, 668.45, 668.46, 668.47, 668.48 , 668.49; 668.164(i) (Consumer Information), 668.53  (Verification), 668.71, 668.72, 668.73, 668.74, 668.75  (Misrepresentation), 479 A,  668.53(c) (Professional Judgment), 668.134  (Documentation) and 668.135  (Secondary Confirmation), 34 CFR 668, Subpart J  (Ability To Benefit)
Purpose:
This section outlines the requirements contained in the General Provisions Regulations.
Scope:
Specifically Address:
3.1 
Certification

3.2 
Title IV Refunds

3.3
Compliance Audits and Audited Financial Statements

3.4 
Consumer Information

3.5     Verification


 a. Schools Not Participating in the Quality Assurance Program


 b. Participating Quality Assurance Schools         

3.6 
Professional Judgment & Dependency Overrides
3.7 
Misrepresentation

3.8 
Documentation

3.9 
Secondary Confirmation

3.10 
Ability To Benefit


Responsibilities:
     
(Identify individuals and/or offices responsible for developing and updating this section)

Definitions:
     
(Identify acronymns or definitions that will be used in this section)


Resources available to assist in the development of a manual:

Verification Assessment. http://ifap.ed.gov/qahome/qaassessments/fsaverification.html 
Professional Judgment Activity #2. http://ifap.ed.gov/qadocs/FSAVeriModule/activity2verif.doc 
Consumer Information At A Glance. http://ifap.ed.gov/qadocs/ConsumerModule/ConsumerInfoataGlance.doc 

Return of Title IV Funds Assessment.
http://ifap.ed.gov/qahome/qaassessments/returntivfunds.html  
2011-12 FSA Handbook (Application and Verification Guide, Volumes 1 ,2 and 5) for guidance related to the topics in this section
DCL GEN-11-05; DCL GEN-11-14
	Part 3.1
	Certification
	This section is required: 668.13


This section includes:
Procedures for the certification (or recertification) process for participating in the 
Title IV programs.

Renewal Certification:

Identify the process in place to ensure that a renewal of certification is completed at least 90 days prior to the expiration of current period of participation.

Change in Ownership (*if applicable): 

If your institution has undergone a change in ownership that results in a change in control as described in 34 CFR 600.31, the institution must require individuals identified in 668.13  to attend Title IV, HEA training no later than 12 months after the institution executes its program participation agreement under 668.14.

Provisional Certification (*if applicable):

In the event that your institution receives a Provisional Certification identify who is responsible to coordinate the outlined provisions as a result of the Provisional Certification.


Name of lead person: 
     

Title:
     

Office located in:
     
*If applicable, Identify who attended required training or if a waiver was approved and where a copy of the waiver can be located. 

*Note: This would only be required if an institution wishes to participate for the first 
time in Title IV, HEA programs or has undergone a change in ownership that results in a change in control as described in 34 CFR 600.31. The institution 
must require individuals identified in 668.13 to attend Title IV, HEA training 
no later than 12 months after the institution executes its program participation agreement under 668.14. 

	Part 3.2
	Title IV Refunds
	This section is required: 668.22


This section includes:
Return of Title IV procedures.

Refund Policy:

Include a copy of the refund policy developed by the school or as mandated by the school’s accrediting agency or state agency.

Required information:

· Include procedures that students must follow to officially withdraw from the school.

· Ensure that the refund policy addresses Title IV funds as required in 668.22; DCL GEN-11-14.

· Regardless of whether your school is required to take attendance, identify how you establish the last date of attendance for students who officially or unofficially withdraw from the school.

· If your school has a formal leave of absence policy, include a copy of this policy.

· Include process for post-withdrawal disbursements.

· Include process for calculation of the amount of title IV assistance earned by the student

· Include the school’s responsibility for returning unearned aid.

· Include the student’s responsibility for returning unearned aid.

· Include the order of return of title IV funds.

· Include the timeframe for return of title IV funds.

· Include the required return of title IV consumer information outlined in 668.43(a)(2 through 4)
· Indicate how the refund requirements are provided to the students in writing.

· Include examples for students indicating how Title IV refunds and institutional 
refunds work.

· For Direct Loans: Include procedures for the school to pay a portion of the student’s refund or return of title IV, HEA program funds that is allocable to a Direct Loan to the Secretary.

· For Direct Loans: Include procedures to provide simultaneous written notice to the borrower if the school pays a refund or return of title IV, HEA program funds to the Secretary on behalf of the borrower.

· For Direct Loans: In determining the portion of s student’s refund or return of title IV, HEA program funds that is allocable to a Direct Loan, the school follows the procedures established in 668.22 for allocating and paying a refund or return of title IV, HEA program funds that is due.

	Part 3.3
	Compliance Audits and audited Financial Statements
	This section is required: 668.23


This section includes:

Procedures outlining the requirements for schools to annually have an independent auditor conduct a compliance audit of its administration of the Title IV programs and an audit of the schools general purpose financial statements.  It is a good practice to include these procedures as part of your Policies and Procedures.

Submission Deadline 668.23(a)(4):

Include procedures to ensure audits and audited financial statements are submitted to the Secretary no later than six months after the last day of the school’s fiscal year.  If the school is covered under the Single Audit Act, the audits must be submitted timely according to Chapter 75 of title 31, United States Code.
Audit Submission requirements 668.23(a)(5):

Include procedures to ensure the compliance audit covers, on a fiscal year basis, all Title IV, HEA program transactions, and covers all of the transactions that have occurred since the period covered by the school’s last compliance audit.
Your procedures should ensure that the school follows the general standards and the standards for compliance audits contained in the U.S. General Accounting Office’s (GAO’s) Government Audting Standards; and procedures for audits contained in audit guides developed by, and available from, the Department of Education’s Office of Inspector General.

Audited Financial Statements 668.23(d):

Include procedures to ensure that it submits, to the extent requested by the Secretary, a set of financial statements for its latest complete fiscal year, as well as any other documentation the Secretary deems necessary to make a determination of financial responsibility.
Your procedures should ensure that financial statements submitted to the Secretary are prepared on an accrual basis in accordance with generally accepted accounting principles, and are audited by an independent auditor in accordance with generally accepted government auditing standards, and other guidance contained in the Office of Management and Budget Circular A-133, Circular A-128, or in audit guides developed by, and available from, the Department of Education’s Office of Inspector General, whichever is applicable. The school includes, as part of these financial statements, a detailed description of related entities based on the definition of a related entity as set forth in the Statement of Financial Accounting Standards (SFAS) 57.
	Part 3.4
	Consumer Information
	This section is required: 601.11, 601.30, 668.14, 668.41, 668.42, 668.43, 668.44, 668.45, 668.46, 668.47, 668.48; 668.49; 668.164(i)


This section includes:

Procedures outlining the requirements for Consumer Information related to specific institutional information, graduation rates, annual security report, and athletic reporting. You should ensure that your procedures include all consumer information requirements.  It is a good practice to include a copy of any printed materials as part of your Policies and Procedures. Review the Consumer Information Disclosures At  A Glance document for more information about the required Disclosures.
· Method of Disclosure 668.41(b)(c): A school must annually provide a NOTICE directly (one-on-one distribution) to all enrolled students describing the availability of the required consumer information. 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.

· General Disclosures. Identify publications and how they are distributed (mailing or electronic media) to disclose the following to enrolled or prospective students or employees as outlined in 668.41: 
· Basic financial aid information. Financial Assistance available to students enrolled in the school pursuant to 668.42. Include information about financial assistance that the institution must publish and make readily available to current and prospective students.  The information must include, but is not limited to, a description of all the Federal, State, local, private and institutional student financial assistance programs available to students who enroll at the institution. (Refer to Consumer Information Activity 1)
· General information about the school outlined in 668.43.  Include institutional information that must be made readily available upon request to enrolled and prospective students.  (Refer to Consumer Information Activity 1)
· Availability of Employees for Information dissemination purposes 668.44.  The school must designate an employee or group of employees who shall be available to assist enrolled or prospective students in obtaining the information specified in 668.42, 668.43, 668.45 and 668.46. (Refer to Consumer Information Activity 1)
· Retention rates. The retention rates of certificate or degree-seeking first-time full-time undergraduate students (as reported to the Integrated Postsecondary Education data System or IPEDS). The retention rate must be made available prior to the student’s enrollment or entrance into any financial obligation with the school.  668.41(d) 
· Drug & alcohol abuse prevention 668.14(c). A school must provide students, faculty, and employees with information that includes: standards of conduct that prohibit unlawful possession or use of drugs on the campus; a description of the school’s penalties and penalties under state, local, and federal law; a description of the health risks of drug abuse; and a description of any treatment, counseling, or rehabilitation programs available to students and employees.
· Placement/matriculation of graduates. Placement of and types of employment obtained by graduates of the school’s degree or certificate programs, and the types of graduate and professional education in which graduates of the school’s 4-year degree programs enrolled.  The school must identify the source of information provided including associated timeframes and methodology. 668.41(d); (HEOA)
· Completion/Graduation Rate outlined in 668.45. The school’s completion or graduation rate and, if applicable, its transfer-out rate (See Consumer Information Activity #4) 
· Education enrollment information. The types of graduate and professional education in which graduates of the school’s four-year degree programs enroll.

· Institutional security policies and crime statistics – CLERY (Campus Security Act). 668.46. (See Consumer Information Activity #5)
· Timely reporting of crimes 668.46. Schools must have policies that encourage complete timely reporting of all crimes to the campus police and appropriate law enforcement agencies.
· Hate crime reporting 668.46.  List of hate crimes the school must report to the Department is expanded to include Larceny-theft, simple assault, intimidation, and destruction, damage or vandalism of property. Appendix A to Subpart D of 34 CFR part 668 has been updated to include revised FBI definitions for weapons, drug abuse violations and liquor law violations.
· Emergency Response/Evacuation 668.46(g). As part of annual security report the school must include a policy statement on emergency evacuation response procedures. This statement must describe how the school will test procedures on an annual basis to reach students/staff, how the school will immediately notify the campus community upon confirmation of an emergency or threat – unless notification will compromise efforts to contain the emergency.  The policy statement must include procedures to immediately notify campus community upon confirmation of significant emergency or dangerous situation.  It must also provide a description of the process the school will use to confirm there is a significant emergency or threat, determine appropriate segment(s) of campus community to be notified, determine the content of the notification, initiate the notification system, statement the school will (without delay and accounting for safety of the community) determine the content of the notification and initial the notification system, list of titles of responsible persons/organizations, procedures for disseminating emergency information to the larger community, and procedures for testing emergency response and evacuation on at least an annual basis.
· Timely Warning and Emergency Notification 668.46(e). Your school must alert the campus community of certain crimes in a manner that is timely and will aid in the prevention of similar crimes.  These crimes must include all Clery Act crimes that are reported to campus security authorities or local police agencies; and are considered by the school to represent a serious or continuing threat to students and employees.
Your school’s policy on timely warnings should address the following:

· The information to be included in the warning.  Because the intent of the warning is to enable members of the campus community to protect themselves, the warning should include all information that would promote safety.  Your school’s policy regarding timely warnings should specify what types of information will be included.

· Your school should meet beforehand with its security personnel and with local and state law enforcement authorities to discuss what is reasonable in terms of the timely reporting of crimes.  Your school’s policy on timely warnings should specify who or which office is responsible for issuing the warnings.

· Your school has a written timely warning policy.

· Your school has one or more methods of disseminating timely warnings.

· Missing Student Notification Policy 668.46(h).  A school that provides on-campus housing must establish a missing student notification policy for students. Your school should include a policy that addresses the following:

· Informs each student that they have the option to identify an individual that the school can contact no later than 24 hours after the time the student is determined missing according to the school’s official notification procedures. 

· Provides each student a way to register confidential contact information in the event the student is determined to be missing for more than 24 hours.

· Advises each student under 18 years of age (who is not emancipated) that the school must notify a custodial parent or guardian no later than 24 hours after the time the student is determined to be missing according to the school’s official notification procedures.

· Requires the school to initiate the emergency contact procedures that the student designates if campus security or law enforcement personnel have been notified and determine that the student has been missing for more than 24 hours and has not returned to campus.

Your school must also establish official notification procedures for a missing student who resides in on-campus housing.  The school must address the following:

· Include procedures for official notification of appropriate individuals at the school that such student has been missing for more than 24 hours.

· Require that any official missing person report relating to such student be referred immediately to the school’s police or campus security department. 

· In instances where, upon investigation of the official report, the police or campus security department determines that the missing student has been missing for more than 24 hours, the department must contact the individual identified by the student as a contact. If the missing student is under 18 years of age and not emancipated the school must immediately contact the custodial parent or legal guardian of the student and, in cases where the preceding two scenarios do not apply to a student determined to be a missing person, the school must inform the appropriate law enforcement agency that the student is missing.
· Fire Safety Report 668.49; Consumer Information Activity 8
The annual first safety report must contain certain statistics for 3 most recent calendar years for which data are available including number of fires in on-campus housing facilities, the cause of each fire, the number of injuries/deaths related to each fire, and the value of property damage caused by the fire.  In addition to the fire statistics, the report must include a description of each on-campus housing facility fire safety system, number of mandatory supervised fire drills, policies/rules on portable electrical appliances, smoking and open flames in a student housing facility, procedures for student housing evacuation in the case of a fire, policies regarding fire safety education and training programs provided to students/faculty/staff, list of titles of persons/organizations to which students would report that a fire occurred, and plans for future improvements in fire safety, if determined necessary by the school.  The report can be published with the annual security report beginning October 10, 2010.  As with the security report, the distribution may be done through direct mailings to each student and employee, through publication provided to each individual, or by posting on an internet or intranet web site.

· Fire Log 668.49 (d); Consumer Information Activity 8 A school that maintains on-campus student housing facilities must maintain a written, easily understood fire log.  The log must record, by the date the fire was reported any fie that occurred in an on-campus student housing facility.  The log must include the nature, date, time and general location of each fire.  Entries must be made within 2 business days of receipt of the information.  The fire log for the most recent 60 day period must be available for public inspection during business hours.  Older portions of the log must be made within 2 business days of request.  
· Athletic Reporting 668.47. A school must, not later than October 15 of each year, make available to enrolled students, prospective students, and the public, the report produced pursuant to 668.47(c). 
· Report on Completion or Graduation Rates for Student Athletes. A school must submit an annual report (if the school is attended by students receiving athletically related aid) by July 1 as required in 668.48.

In addition, the following consumer information topics should be addressed in your procedures:

· Availability of employees for information dissemination. A school must designate an employee or group of employees to assist enrolled or prospective students in obtaining information specified in 668.42, 668.43, 668.45, and 668.46. If the school designates one person, that person shall be available, upon reasonable notice, to any enrolled or prospective student throughout the normal administrative working hours of that school.  If more than one person is designated, their combined work schedules must be arranged so that at least one of them is available, upon reasonable notice, throughout the normal administrative working hours of the school. 668.44 (Refer to Consumer Information Activity 1)
· Constitution and Citizenship Day. A school that receives Federal funds for a fiscal year must hold an educational program on the United States Constitution on September 17 of such year for the students served by the school. Federal Register 5/24/2005 (Refer to Consumer Information Activity 1)
· Copyrighted Material. The school must certify that it has developed plans to effectively combat the unauthorized distribution of copyrighted material and will, to the extent practicable, offer alternatives to illegal downloading or peer-to-peer distribution of intellectual property. The school must, in consultation with chief technology officer or other designated officer of the school, review legal alternatives for downloading or otherwise acquiring copyrighted materials; make available results of said review to students; and to the extent practicable offer legal alternatives for downloading or acquiring copyrighted materials. The school must publish and distribute its policies and sanctions related to copyrighted infringement. 668.14(b)(30) 
· Private education loan certification. Upon request from a student or parent who is applying for a private education loan, a school must provide the disclosure form required under The Truth in Lending Act and the information needed to complete the form (to the extent the school has that information). 601.11; 601.30; 668.14(b)(29)
· Vaccinations Policies. A school must make available to current and prospective students information about its vaccinations policies (requirements from HEOA Section 485(a)) (20 U.S.C. 1092(a)(1)); DCL GEN 08-12, page 96
· Net Price Calculator. If a school enrolls undergraduate students, the school must post a net price calculator on its Web site by October 29, 2011 (requirements from HEOA Section 485(a)) Net Price Calculator
· Penalties Associated with Drug-related Offenses. A school must provide to each student upon enrollment, a separate, clear, and conspicuous written notice with information on the penalties associated with drug-related offenses under existing section 484(r) of the HEA.  A school must also provide a timely notice to each student who has lost eligibility for any grant, loan, or work-study assistance as a result of the penalties under 484(r)(1) of the HEA.  It must be a separate, clear, and conspicuous written notice that notifies the student of the loss of eligibility and advises the student of the ways in which to regain eligibility under section 484(r)(2) of the HEA (20 U.S.C. 1091(r)(2)) DCL GEN 08-12, pages 101 through 102
· College Navigator Website. A school is required to report information to NCES in IPEDS for posting to the College Navigator Website.  In return the U.S. Department of Education is required to post 26 items on the College Navigator Website for the school, including a link to the school’s website that provides in an easily accessible manner: Student activities offered by the school; Services offered by the school for individuals with disabilities; Career and placement services offered to students during and after enrollment; Policies of the school related to transfer of credit from other schools DCL GEN 08-12, pages 31 through 34
· Student Body Diversity. A school must make available to current and prospective students information about student body diversity, including the percentage of enrolled, full-time students in the following categories: Male, Female, Self-identified members of a major racial or ethnic group, and Federal Pell Grant recipients DCL GEN 08-12, page 95
· Textbook information. To the maximum extent practicable, and in a manner of the school’s choosing, a school must disclose on the school’s internet course schedule used for preregistration and registration purposes, the International Standard Book Number (ISBN) and retail price information or required and recommended textbooks and supplemental materials for each course listed.  If the ISBN is not available, the school must include the Internet course schedule, the author, title, publisher, and copyright date for the textbook or supplemental material.  If the school determines that the disclosure of the information is not practicable for a textbook or supplemental material, the school shall use the designation “To Be Determined.” If applicable, the school must include on the school’s written course schedule a notice that the textbook information is available on the Internet course schedule and the Internet address for the schedule.  DCL GEN 08-12, page 35; 20 U.S.C. 1015b
· Disbursement of books and supplies policy. This policy for Pell eligible students must be provided to students in their consumer information 668.164(i)
· Course Information.  Upon the request of a college bookstore operated by or affiliated with the school, a school must make available as soon as practicable the most accurate information available regarding the school’s course schedule for the subsequent academic period, the information provided for students regarding the required recommended textbooks and supplemental materials for each course or class, the number of students enrolled in each course or class and the maximum student enrollment for each course or class. DCL GEN 08-12, page 35; 20 U.S.C. 1015b
· Teacher Preparation Program Report. A school must provide a Teacher Preparation Program Report annually to the state and to the general public (if the school prepares teachers for initial State Certification or Licensure). 20 U.S.C. 1022d-1022g); DCL GEN 08-12, page 48
· Mail Voter Registration.  A school must make a good faith effort to distribute a mail voter registration form (for federal elections and state elections for governor or other State chief executive) to each student enrolled in a degree or certificate program and physically in attendance at the school, make the voter registration for widely available to students at the school, and request forms from the state 120 days prior to the deadline for registering to vote within the state.  A school may electronically distribute the voter registration form from an Internet address where such a form can be downloaded.  The information must be in an electronic message devoted exclusively to voter registration.  20 U.S.C. 1094(a)(23); DCL GEN 08-12, page 68
· Gainful Employment. *IFAP Gainful Employment Link 668.6(a); 668.6(b); 668.7
*Review the IFAP Gainful Employment link on a regular basis for current updates and to view the Questions & Answers section.
·  The October 29, 2010, regulations effective July 1, 2011, include a provision, at 34 CFR 668.6(b), that requires institutions to disclose, for each of their GE Programs, certain information about the programs to prospective students. The school must include the information required in promotional materials it makes available to prospective students and on its Web site. The regulations also provide that the school must "Use the disclosure form issued by the Secretary to provide the information ... when that form is available" (34 CFR 668.6(b)(2)(iv)). These disclosures must begin no later than July 1, 2011. Schools are responsible for meeting these disclosure requirements using their own form until the Department releases its form.  The following is a summary of the information that must be disclosed by an institution for each of its GE Programs. Institutions must review the final regulations as published in the Federal Register to ensure that they are in compliance with this and all other gainful employment requirements:

· The name and U.S. Department of Labor's Standard Occupational Classification (SOC) code of the occupations that the program prepares students to enter, along with links to occupational profiles on the U.S. Department of Labor's O*NET Web site or its successor site. 

· The on-time graduation rate for students completing the program.

· The tuition and fees the institution charges a student for completing the program within normal time.

· The typical costs for books and supplies (unless those costs are included as part of tuition and fees), and the cost of room and board, if applicable.

· The job placement rate for students completing the program.

· *The median loan debt incurred by students who completed the program (separately by Title IV loans and by other educational debt to include both private educational loans and institutional financing) as provided by the Secretary. 

· Other information the Secretary provided to the institution about the program.

*Note: One of the informational items that must be disclosed to prospective students is the median loan debt incurred by students who completed the GE Program. In anticipation of the receipt of student-level information from the institutions and to provide consistency among institutions, the regulation provides that these median amounts will be provided to the institution by the Secretary for the institution's disclosure to prospective students. However, since the first disclosures under the new regulation must be made no later than July 1, 2011, and the first reporting by institutions is not required until October 1, 2011, an institution must include in its disclosures its own calculation of median debt - separately showing Title IV debt and other educational debt - until such time as the Department provides that loan debt information. The loan debt information disclosed by institutions should be consistent with the information the institutions report to the Department.
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 Important A critical piece of information that, if overlooked, could result in an error 
FERPA (See 34 CFR, Part 99)  

Schools must be aware the requirements for FERPA. The procedures should include the information outlined in 34 CFR, Part 99. Review these regulations to ensure your school addresses the following information: 

· FERPA General Requirements

· Rights of parents and students

· Annual notification to parents and students

· Rights of Inspection and Review of Education Records

· Rights of parents and eligible students to inspect and review education records

· Charging a fee for copies of education records

· Limitations on the right to inspect and review records

· Procedures for amending records

· Procedures for a parent or a student to amend a student’s education records

· Conditions outlining when a student or parent has a right to a hearing

· Minimum requirements for conducting a hearing

· Procedures for disclosing personally identifiable information from education records

· When prior consent to disclose information is required

· When prior consent to disclose information is not required

· Recordkeeping requirements for requests and disclosures

· Limitations for redisclosure of records

· Disclosure of information to other educational agencies or institutions

· Disclosure of information for Federal or State program purposes

· Disclosure of information in health and safety emergencies

· Disclosing directory information

· Enforcement Procedures

· School’s responsibility when there is conflict with State or local laws

· Notifying students of right to file complaints regarding alleged violation under the act

	Part 3.5a
	Verification (Schools Not Participating in the Quality Assurance Program)
	This section is required: 668.53


For Schools Not Participating in the Quality Assurance (QA) Program

This section includes:
Procedures outlining the requirements for Verification as required by Title IV Regulations.

Written Verification Policies and Procedures:

Your school must have written policies and procedures on the following verification issues:
· Deadlines for students to submit documentation and consequences of the failure to meet those deadlines,

· A method of notifying students of award changes due to verification,

· Required correction procedures for students, and

· Standard procedures for referring overpayment cases to the Department 668.16(g).

Additionally, the school must give each applicant selected for verification a written statement explaining the following:
· Documents required for verification. DCL GEN 11-13
· Student responsibilities—including correction procedures, the deadlines for completing any actions required, and the consequences of missing the deadlines.

· Notification methods—how your school will notify a student if his or her award changes as a result of verification, and the time frame for such notification.
2011-12 Requirements:
If the Central Processing System (CPS) selects an application for verification, you must verify the five major elements listed below. In addition to verifying these required items for CPS-selected students, you can choose to verify any other application items, requiring any reasonable documentation, in accordance with consistently applied institutional policies. You may decide which students must provide documentation for any additional data elements and what constitutes acceptable documentation.

· Household size
· Number enrolled in college
· Adjusted gross income (AGI)
· U.S. income tax paid, and

· Certain untaxed income and benefits
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2012-13 Requirements:
Beginning with the 2012-13 award year, if the Central Processing System (CPS) selects an application for verification, you must verify the elements listed below. In addition to verifying these required items for CPS-selected students, you can choose to verify any other application items, requiring any reasonable documentation, in accordance with consistently applied institutional policies. You may decide which students must provide documentation for any additional data elements and what constitutes acceptable documentation.
· Household size

· Number enrolled in college




· Food stamps

· Child Support paid

· Income information for tax filers:

· Adjusted Gross Income (AGI)

· U.S. Income Tax paid

· Untaxed IRA distributions

· Untaxed pensions

· Education Credits

· IRA Deductions

· Tax exempt interest

· Income information for non tax filers:

· Income earned from work
	Part 3.5b
	Verification (For Participating Quality Assurance Schools)
	This section is required: 668.53


For Schools Participating in the Quality Assurance (QA) Program

(Schools participating in the QA Program must have a signed addendum to their Program Participation Agreement (PPA)).
This section includes:
Procedures outlining the requirements for Verification as required by Title IV Regulations.

Written Verification Policies and Procedures:

Your school must have written policies and procedures on the following verification issues:
· Identify Institutional Verification Selection Criteria.

· Identify Items you will verify and what is your acceptable Documentation.

· Identify deadlines the school established for submitting the documentation.

· List verification Exemptions

· Process for Updating Information

· Consequences of Change in an applicant data.

· Process for Interim Disbursements

· Conflicting Data

· Standard procedures for referring overpayment cases to the Department 668.16(g).

Additionally, the school must give each applicant selected for verification a written statement explaining the following:
· Documents required for verification. DCL GEN 11-13
· Student responsibilities—including correction procedures, the deadlines for completing any actions required, and the consequences of missing the deadlines.

· Notification methods—how your school will notify a student if his or her award changes as a result of verification, and the time frame for such notification.
QA Schools are exempt from the following regulations:
· 668.53 (a)(1) through (4)
Sections in Policies and procedures

· 668.54 (a)(1)(2) and (4)

Applicants to be verified

· 668.56



Items to be verified


· 668.57



Acceptable Documentation

· 668.60(a)


Deadlines for submitting documentation

	Part 3.6
	Professional Judgment & Dependency Overrides
	This section is required: 

479 A; 668.53(c)


This section includes:
Procedures outlining the requirements for students who request an appeal to exercise Professional Judgment or a Dependency Override.

Appeal Committee:

If your school has an appeal committee for Professional Judgment & Dependency Override, identify the role of the committee:

     
Written Professional Judgment Policy & Dependency Override for Appeals:
Provide the school’s written policy for the review of an appeal and identify documentation 
to be collected. Reference 479 A:

     
Verification of file required before Appeal Decision:
If selected for Verification, include procedures to ensure file is verified before making an appeal decision:

     
The following page contains a worksheet to assist you in writing your policy and procedure.  There is a separate worksheet for Professional Judgment and Dependency Overrides. The entire worksheet can be accessed by selecting the link: http://ifap.ed.gov/qadocs/FSAVeriModule/activity2verif.doc 
Part one: School Requirements

	Requirement
	Yes/No
	What is the School’s Procedure for this requirement?

	Exercising PJ is a school choice. Does your school’s policy establish whether the school will utilize PJ?
	     
	     

	Does your school document its procedures that govern the steps with which the student must comply and the processes the school will follow in order to make a PJ determination?
	     
	     

	Does your school ensure a student selected for verification is verified before PJ is executed?
	     
	     

	Does your school exercise PJ on a case-by-case basis?
	     
	     

	Does your school collect and use data that best represents current student and family circumstances?
	     
	     

	Does your school make award year-specific decisions?
	     
	     

	If a PJ decision relates to need analysis, does your school only change the data elements reported on the FAFSA such as AGI, taxes paid, number in the family, household size or asset data? Does your school identify the corrections as a PJ adjustment and submit to CPS for processing?
	     
	     

	Your school does not establish classes of students for which PJ is routinely exercised.
	     
	     

	Your school does not use PJ to circumvent the regulations or law
	     
	     

	Your school does not use PJ to make an otherwise independent student dependent.
	     
	     

	Your school does not make PJ decisions without documentation.
	     
	     

	Your school does not use generally prevailing conditions (i.e. a factory closing) as a basis for PJ decisions (a generally prevailing condition in a community might lead a school to reach out to families of the community, but documentation collected by the school and used for a PJ action must relate to the specific family’s circumstances). 
	     
	     

	If your school offers a dependent student an unsubsidized Stafford loan under the FFEL or Direct Loan program without requiring the parents to file a FAFSA, the school has procedures to verify that the parent(s) has ended financial support and refuses to file the FAFSA.
	     
	     

	If your school uses PJ to refuse to certify/originate a loan for a student, it is done on a case by case basis, the student’s file is documented with action and reason for the action, the student is given the reason for the action in writing and the decision is not discriminatory.
	     
	     

	Your school does not project PJ actions beyond the award year for which they are done.
	     
	     


Part 2: Dependency Overrides Worksheet:
	Requirement
	Yes/No
	What is the School’s Procedure for this requirement?

	If a dependency override decision is made for a student, the school does NOT make the decision using any of these four examples (Parents refuse to contribute to the student’s education; Parents are unwilling to provide information on the FAFSA or for verification; Parents do not claim the student as a dependent for income tax purposes; Student demonstrates total self-sufficiency).  Remember, there must be some documented unusual circumstance that establishes a student as one where an expectation of a parental tie is not appropriate.


	     
	     

	All Dependency Overrides are evaluated on a case by case basis and are documented.


	     
	     

	Your school only exercises PJ to make a dependent student an independent student (cannot make independent student a dependent student).


	
	

	If a student is verified as an unaccompanied youth who is homeless, documentation is provided by either a director, or designee, of an emergency shelter or a transitional housing program funded by HUD, a director, or designee, of a homeless youth basic center or transitional living program; or a high school or school district homeless liaison; or a financial aid administrator*. 


	     
	     

	If a student is verified as an unaccompanied youth who is at risk of homelessness and is self-reporting, documentation is provided by either a director or designee of a homeless youth basic center or transitional living program, or a financial aid administrator*.


	     
	     

	Homeless (or at risk) students who are 22 or 23 are years old are processed as Dependency Overrides.  Note:  In order to be considered a homeless youth the student must be under the age of 22 or still in high school.  If the school encounters students who fit all of the parameters of being homeless or at risk of being homeless but are age 22 or 23, and the student is not independent for some other reason, he or she would be a dependent student since he or she no longer fits the definition of “youth.” In this case, your school may decide to do a dependency override.  If so, your school follows all appropriate procedures for documented Dependency Overrides.


	     
	     


*If the Financial Aid Administrator (FAA) determines homelessness, must be case by case and documented, but is not a PJ or dependency override.  However, it is processed as a dependency override in FAA Access. 

	Part 3.7
	Misrepresentation
	This section is required: 

668.71(c); 668.72, 668.73, 668.74, 668.75


This section includes: 
Procedures outlining how the school responds to written allegations or complaints 
from different sources.

Written Procedures For:

Regulations provide that misrepresentation is any false, erroneous, or misleading statement made by the school directly or indirectly to a student, prospective student, member of the public, accrediting agency, state agency, or to ED:
· Misleading statement includes any statement that has the likelihood or tendency to deceive or confuse

· Statement is any communication made in writing, visually, orally, or through other means
· Includes student testimonials given under duress or because such testimonial was required to participate in a program

Nature of Education Program 34 CFR 668.72
The school has procedures to ensure that it does not misrepresent the nature of its educational program.  The procedures should include, but are not limited to, assurances that the school does not provide false, erroneous or misleading statements concerning:

· The particular type(s), specific source(s), nature and extent of its accreditation

· Whether a student may transfer course credits earned at the school to any other school

· Whether successful completion of a course of instruction qualifies a student for:

· Acceptance into a labor union or similar organization; or

· To receive, to apply to take or to take the examination required to receive, a local, State, or Federal license, or a nongovernmental certification required as a precondition for employment, or to perform certain functions in the States in which the educational program is offered, or to meet additional conditions that the institution knows or reasonably should know are generally needed to secure employment in a recognized occupation for which the program is represented to prepare students

· The requirements for successfully completing the course of study or program and the circumstances that would constitute grounds for terminating the student's enrollment;

· Whether its courses are recommended or have been the subject of unsolicited testimonials or endorsements by—

· Vocational counselors, high schools, colleges, educational organizations, employment agencies, members of a particular industry, students, former students, or others; or

· Governmental officials for governmental employment;

·  Its size, location, facilities, or equipment;

· The availability, frequency, and appropriateness of its courses and programs to the employment objectives that it states its programs are designed to meet;

· The nature, age, and availability of its training devices or equipment and their appropriateness to the employment objectives that it states its programs and courses are designed to meet;

· The number, availability, and qualifications, including the training and experience, of its faculty and other personnel;

· The availability of part-time employment or other forms of financial assistance;

· The nature and availability of any tutorial or specialized instruction, guidance and counseling, or other supplementary assistance it will provide its students before, during or after the completion of a course;

· The nature or extent of any prerequisites established for enrollment in any course;

· The subject matter, content of the course of study, or any other fact related to the degree, diploma, certificate of completion, or any similar document that the student is to be, or is, awarded upon completion of the course of study;

· Whether the academic, professional, or occupational degree that the institution will confer upon completion of the course of study has been authorized by the appropriate State educational agency. This type of misrepresentation includes, in the case of a degree that has not been authorized by the appropriate State educational agency or that requires specialized accreditation, any failure by an eligible institution to disclose these facts in any advertising or promotional materials that reference such degree; or

· Any matters required to be disclosed to prospective students under 668.42 and 668.43.

Nature of Financial Charges 34 CFR 668.73
The school has procedures to ensure that it does not misrepresent the nature of its financial charges.  The procedures should include, but are not limited to, assurances that the school does not provide false, erroneous or misleading statements concerning:

· Offers of scholarships to pay all or part of a course charge

· Whether a particular change is the customary charge at the school for a course

· The cost of the program and the institution's refund policy if the student does not complete the program;

· The availability or nature of any financial assistance offered to students, including a student's responsibility to repay any loans, regardless of whether the student is successful in completing the program and obtaining employment; or

· The student's right to reject any particular type of financial aid or other assistance, or whether the student must apply for a particular type of financial aid, such as financing offered by the institution.

Employability of graduates 34 CFR 668.74
The school has procedures to ensure that it does not misrepresent the employability of its graduates.  The procedures should include, but are not limited to, assurances that the school does not provide false, erroneous or misleading statements:

· That the school is connected with any organization or is an employment agency or other agency providing authorized training leading directly to employment

· The institution's plans to maintain a placement service for graduates or otherwise assist its graduates to obtain employment;

· The institution's knowledge about the current or likely future conditions, compensation, or employment opportunities in the industry or occupation for which the students are being prepared;

· Whether employment is being offered by the institution or that a talent hunt or contest is being conducted, including, but not limited to, through the use of phrases such as “Men/women wanted to train for  *  *  *,” “Help Wanted,” “Employment,” or “Business Opportunities”;

· Government job market statistics in relation to the potential placement of its graduates; or

· Other requirements that are generally needed to be employed in the fields for which the training is provided, such as requirements related to commercial driving licenses or permits to carry firearms, and failing to disclose factors that would prevent an applicant from qualifying for such requirements, such as prior criminal records or preexisting medical conditions.

Relationship with ED 34 CFR 668.75
· An eligible institution, its representatives, or any ineligible institution, organization, or person with whom the eligible institution has an agreement may not describe the eligible institution's participation in the title IV, HEA programs in a manner that suggests approval or endorsement by the U.S. Department of Education of the quality of its educational programs.

     
	Part 3.8
	Documentation
	This section is required: 668.134


This section includes:
Procedures outlining the confirmation of immigration status.

Immigration Status Documentation:

Include the school’s written policies and procedures for requesting proof and securing confirmation of the immigration status of applicants for Title IV, HEA student financial assistance who claim to meet the eligibility requirements of 668.33(a)(2). The procedures must:
Provide the student a deadline by which to provide the documentation 
that the student wishes to have considered to support the claim they meet 
the requirements.
Provide the student information concerning the consequences of a failure 
to provide the documentation by the deadline set by the school and informing 
the student that the school will not make a determination that the student is 
not an eligible non citizen until the school has provided the student the opportunity to submit the documentation.
Provide documentation in writing, to each student required to undergo secondary confirmation. This must include a clear explanation of the documentation the student must submit as evidence that he or she satisfies the requirements. It must also include student’s responsibilities with respect to their compliance with 668.33(a)(2), including the deadlines for completing any action required and any required action as specified in 668.137.
	Part 3.9
	Secondary Confirmation
	This section is required: 668.135


This section includes:
Institutional Procedures for completing secondary confirmation.

Secondary Confirmation:

Written procedures that establishes that within 10 business days after a school receives the documentary evidence of immigration status submitted by a student that is required to undergo secondary confirmation, that the school completes the request portion of the Immigration and Naturalization Service (INS) Document Verification Request Form G-845, copy front and back sides of all immigration-status documents received from the student and attach copies to the Form G-845; and submit Form G-845 and attachments to the INS District Office.

Your school should establish procedures to ensure due process for the student if FSA funds are disbursed but the aid office later deter​mines (using secondary confirmation) that the student isn’t an eligible noncitizen. The student must be notified of his or her ineligibility and given an opportunity to contest the decision by submitting to your school any additional documents that support their claim to be an eligible non​citizen. If the documents appear to support the student’s claim, you should submit them to U.S. Citizenship and Immigration Services (USCIS) using paper secondary confirmation. You must notify the student of your office’s final decision, based on the secondary confirmation results.
	Part 3.10
	Ability to Benefit
	This section is required: 
34 CFR 668, Subpart J; 
34 CFR 668.32(e)(5)


Note: This section is required only if the school’s Admissions Policy accepts ATB students.

This section includes:
Procedures outlining the Ability to Benefit requirements.

Ability to Benefit procedures:

Your policy for Ability to Benefit must include the following:

· The process to ensure that ATB students are beyond the age of compulsory attendance.

· Ability to Benefit limits. To be eligible for Federal Student Aid, students who are beyond the age of compulsory attendance but who do not have a high school diploma or its recognized equivalent must meet ability-to-benefit criteria or meet the student eligibility requirements for a student who is home schooled. No more than 50% of a school’s regular students may be enrolled without a high school diploma or equivalent at a school that does not provide a 4-year bachelor’s degree or 2-year associate degree program.
· If a test is used, the name of the approved test used.

· Process to show that the test is independently administered.
· If you admit students as ability to benefit based on satisfactorily completing 6 credit hours or equivalent coursework applicable to degree or certificate, include the process for determination.
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