FSA Administrative Capabilities Activity #1

Policies & Procedures 


Locate a copy of your written policies & procedures for administering Title IV aid.  Use the following worksheet to ensure all required areas are covered.  

Required Areas - The law requires schools to have written policies and procedures for administering Title IV aid.  Your school must have written procedures that cover the following areas:

	Required Policy
	Should include

	Academic Year
	· How programs are offered (i.e., credit hours with terms, clock hours, credit hours without terms)

· Minimum academic year definition

· Separate definitions for multiple programs, if needed

· How payment periods are calculated (e.g., terms; hours and weeks)

	Ability To Benefit (ATB
	· Whether the school admits students under this policy

· Whether the school verifies that students are beyond the age of compulsory school attendance

· What approved, independently-administered test(s) is used

	Satisfactory Academic Progress (SAP)
	See minimums established by ED for the following requirements, a subset of which includes:

· Rate of completion

· Grade point average

· Maximum time frame for completion of degrees/certificates

· Frequency with which students are checked for SAP

To review the content of your SAP Policy, please consider competing the Satisfactory Academic Progress Module

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

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

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

	Packaging
	· 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

	Campus-Based Programs
	· How “exceptional need” will be defined for Perkins

	FFEL/DL
	· How financial aid counseling will occur (e.g., in person, electronically)

· Identify resources to help with counseling

	Verification
	· Deadline for students to submit verification information

· Consequences of failure to meet the deadline

· How students will be notified of award changes

· What process will be used for corrections

For a more thorough review of your Verification processes, please consider completing the Verification Module

	Professional Judgment (PJ)

Professional Judgment (PJ) cont.
	· Whether or not the school will consider PJ issues

· What standards will be used, as well as what documentation will be required, in considering PJ issues

· Who will address PJ issues (e.g., individual, committee)

· Membership of the committee who makes PJ decisions



	Consumer Information
	· What information needs to be coordinated, e.g.,

· General information about the school

· Financial Aid information

· Student Right to Know (completion, graduation and applicable transfer-out rates for general student body and student athletes)

· FERPA

· Equity in Athletics

· Drug and Alcohol Abuse Prevention

· Campus Security

· Whether reporting on intercollegiate athletics is required
· Which offices have what responsibilities for tracking and coordinating the information as well as completing the reports
· Which offices and employees are responsible for disseminating what information
For a more thorough review of your consumer information procedures, please consider completing the Consumer Information Module

	Refunds
	· Addresses Title IV funds

· Procedures for students who withdraw

· How students will receive this policy information in writing


Other areas suggested – The law does not require that your school maintain written procedures in a manual.  However, your school may find it helpful to include information in a manual to help your school manage the Title IV programs more effectively, efficiently, and consistently.  In addition to the required policies listed above, a comprehensive manual would include the following:

· An overview of the school, its mission, its students and its philosophies
· Description of all federal, state, and institutional financial aid programs, including application procedures, award amounts, and eligibility requirements
· Description of the organizational structures of the business office and the financial aid office
· Procedures for processing financial aid applications
· Procedures for recordkeeping & reporting
· A calendar of aid-related activities, including dates and deadlines for students
· Procedures for evaluating business office and financial aid office operations
· Copies of forms, applications, standard correspondence, and other printed materials routinely used by the financial aid office and business office and/or distributed to students
Your school may also want to consider developing separate policies & procedures to cover fiscal matters such as accounting, budgeting, payroll, personnel, and the like.  

Final Analysis:

· Does your school have written policies & procedures covering the minimum required areas?  Yes___ No___  Management Enhancement Needed____
· Who is responsible for updating policies & procedures at your school? __________________________________________

· Date of last update: ________________________
Date next update will take place: _________________________________________

Policies & Procedures regulatory reference: 668.16(b)(4)\

The University of North Carolina at Chapel Hill has posted a template of a school’s policies and procedures manual.  Although not required, your school may find this link helpful in developing your own manual.  Sample Template for a Policies & Procedures Manual 
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.

