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	Section 3


Policy:
General Provisions
Regulations: 668.13  (Certification), 668.22  (Title IV Refunds), 668.41, 668.42, 668.43, 668.44, 668.45, 668.46, 668.47, 668.48 (Consumer Information), 668.53  (Verification), 668.75  (Misrepresentation), 479 A (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
Missing Persons Policy

3.4 
Consumer Information

3.5 
Verification

3.6 
Professional Judgment

3.7 
Misrepresentation

3.8 
Documentation

3.9 
Secondary Confirmation

3.10 
Ability To Benefit


Responsibilities:
     
Definitions:
     

Resources available to assist in the development of a manual:

Review the Verification Assessment. http://ifap.ed.gov/qahome/qaassessments/fsaverification.html 
Complete the Professional Judgment Activity #5. http://ifap.ed.gov/qadocs/FSAVeriModule/activity5verif.doc 
Review Consumer Information Activity #5. http://ifap.ed.gov/qadocs/ConsumerModule/ConsumerInfoAct5.doc 
Review of the Campus Security Polices and Procedures Checklist. http://www.ifap.ed.gov/qadocs/policiesandprocedures/campussecurityppchecklist.doc 

Procedures outlining the requirement for Return of Title IV
http://www.ifap.ed.gov/qadocs/policiesandprocedures/r2t4ppchecklist.doc 
Family Policy Compliance Office Website (FERPA) www.ed.gov/policy/gen/guid/fpco/index/html 
	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:
Procedures outlining the requirements for Return of Title IV.

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:

Ensure that the refund policy addresses Title IV funds as required in 668.22.
Include procedures that students must follow to officially withdraw from 
the school.

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.

If your school does have a formal leave of absence policy, include a copy of this policy.

For FFEL: Establish a refund policy that addresses a refund to the lender or return of Title IV HEA program funds from the school that is allocable to the loan upon the borrower’s withdrawal as outlined in 682.607.

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. 685.306
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. 685.306
For Direct Loans: In determining the portion of a 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
	Missing Persons Policy
	This section is required: HEOA


A school that provides on-campus housing must establish a missing student notification policy for students.
	Part 3.4
	Consumer Information
	This section is required: 668.41 (Reporting and Disclosure of Information) and 668.47 


This section includes:

Procedures outlining the requirements for Consumer Information related to specific institutional information, graduation rates, annual security report, and athletic reporting.

Consumer Information Publications:

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 :

· Financial assistance available to students enrolled 668.42.
Information on financial assistance that the institution must publish and make readily available to current and prospective student's includes, 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.

· Institutional information outlined in 668.43.
Institutional information that must be made readily available upon request to enrolled and prospective students.
· Completion of graduation rates 668.45.

An institution annually must prepare the completion or graduation rate of its certificate or degree-seeking, full-time undergraduate students.
· Annual Campus Security report 668.46.
· Institutional security policies and crime statistics.
· Timely reporting of crimes. Schools must have policies that encourage complete timely reporting of all crimes to the campus police and appropriate law enforcement agencies. (HEOA) 

· Athletic Reporting 668.47.
Report on athletic program participation rates and financial support data.
· Report on Completion or Graduation Rates for Student Athletes 668.48.
An annual report for institutions that are attended by students receiving athletically related aid by July 1 as required in 668.48.

·  Fire Safety Report

Must contain information about any deaths, injuries, or property damage resulting from fires, as well as campus fire safety practices and standards of the school. (HEOA)
In addition, the following consumer information topics should be addressed in your procedures:

· Testing emergency/evacuation procedures. A school must test emergency response and evacuation procedures annually. (HEOA)
· 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. (HEOA)
· 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). (HEOA)
· Information about the school’s programs and facilities. A school must provide students and prospective students with information about the school and its operations, such as the school’s accreditation and licensure, the faculty and other instructional staff, degree and certificate programs, any plans the school has for improving the academic programs instructional and laboratory facilities, special facilities for disabled students, and student body diversity in the categories of gender and ethnicity of enrolled and full-time students who receive Federal Pell Grants. (HEOA)
· 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. (HEOA)
· Retention rates. The retention rates of certificate or degree-seeking first-time full-time undergraduate students. (HEOA)
· Drug & alcohol abuse prevention. 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.
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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.

Suggested information:
FERPA General Requirements
Rights of Inspection and Review of Education Records

Procedures for amending education records

Procedures for disclosing personally identifiable information from education records

Enforcement Procedures

	Part 3.5
	Verification
	This section is required: 668.53


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.

· 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 her award changes as a result of verification, and the time frame for such notification.
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.

	Part 3.6
	Professional Judgment
	This section is required: 

479 A


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

Appeal Committee:

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

     
Written Professional Judgment Policy 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:
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.  This worksheet can be accessed by selecting the link: http://ifap.ed.gov/qadocs/FSAVeriModule/activity5verif.doc 
	Requirement
	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 following (Remember, there must be some documented unusual circumstance that establishes a student as one where an expectation of a parental tie is not appropriate): Parents refuse to contribute to the student’s education; Parents unwilling to provide information on FAFSA or for verification; Parents do not claim student as a dependent for income tax purposes; student demonstrates total self-sufficiency.
	     

	Is the reason for professional judgment documented and on a case-by-case basis?
	     

	Does the documentation relate to the student’s *special circumstances that differentiate the individual student (not to conditions that may exist for a whole class of students)?
	     

	Is the documentation contained in the student’s file?
	     

	Does the financial aid administrator prepare a written statement of the PJ determination including the identification of the specific unusual circumstances in which the PJ decision was based and retained the statement with the supporting documentation used to make the determination?
	     

	The institution resolves all inconsistent or conflicting information for a student before exercising PJ?
	     

	The institution makes a determination of any PJ decision annually?
	     

	The institution make it’s own determination and does not make any PJ decisions based on a decision made by a school previously attended by the student or that the student applied for aid?
	     

	All PJ decisions are made according to your institution’s policies & procedures?  
	     

	Where are procedures for PJ and Dependency Overrides kept?
	


*Effective July 1, 2009, the CCRAA provides additional guidance to financial aid administrators by providing three examples of special circumstances that may be considered as factors in making an adjustment to the expected family contribution (EFC) calculation or to the cost of attendance.  The examples are:  The loss of employment of an independent student, cases where a family member is a dislocated worker, or cases were a change in the student’s housing status results in homelessness. 
Further, the HEOA expanded the examples of special circumstances to include nursing home expenses not covered by insurance, dependent care, and a student who is a dislocated worker.

In addition, the HEOA provides new authority for a financial aid administrator to offer a dependent student an unsubsidized Stafford loan under the FFEL or Direct Loan program, without requiring the parents to file a FAFSA, if the financial aid administrator verifies that the parent(s) has ended financial support and refuses to file the FAFSA. It is important to note that providing financial support includes not only payment by the parent of educational costs, but also providing other cash and non-cash support to the student such as room and/or board.

	Part 3.7
	Misrepresentation
	This section is required: 

668.75


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

Written Procedures For:

In the case of written allegations or complaints from a student enrolled at the institution, 
a prospective student, the families of a student or prospective student, or a governmental official, include the process to respond to the designated department official, as required:

     
	Part 3.8
	Documentation
	This section is required: 668.134


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

Immigration Status Documentation:

What are 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 ineligibility and given an opportunity to contest the decision by submitting to your school any additional documents that support his 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


Note: This section is required only if your 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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