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/ FEDERAL STUDENT AID

POLICIES AND PROCEDURES






	Procedure: Admissions Policy/ATB.

	This section is required 34 CFR 668, Subpart J; 600.4(a)(2); 600.5(a)(3); 600.6(a)(2).

Suggested information:

1. Admits as regular students only persons who

a.
Have a high school diploma

b.
Have the recognized equivalent of a high school diploma; or

c.
Are beyond the age of compulsory attendance in the State in which the institution is physically located.

2. Whether your admissions policy admits students under the Ability to Benefit Criteria.

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

4. The name of the approved test used.

5. Procedures to ensure that the test is independently administered.



	Description of Policy and Procedure: 



	Offices that need to be involved:

	Lead Persons to Coordinate Policy and Procedure:

Name: ________________________            Name: ________________________


Title: __________________________
Title:  _________________________


Phone Number: _________________
Phone Number:  ________________



	Start Date (mm/dd/yy):





Anticipated Completion Date:

Actual Completion Date:



	Did you review and test the procedure for accuracy?



	Was the policies and procedures manual updated to reflect appropriate changes? Yes or No

1. If Yes, what section was updated?

2. Enter the date that the Policies and Procedures Manual was updated to reflect these changes:

3. Were staff members properly trained about new procedures? Yes or No

	We recommend that your school annually review your policies and procedures and revise accordingly. Remember, you must consistently follow all policies and procedures developed 
by your school.
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