FSA Administrative Capabilities Module



Administrative Capabilities:  The Administrative Capabilities Worksheets are provided to assist the institution in noting other areas, Title IV and non-Title IV, where management operations should be assessed.   The major topic addressed in this module is policies & procedures for administering Title IV aid.  Other topics included are: NCAA, FERPA, Drug-Free Schools and Communities Act, to mention a few.  This module also includes four activities to assess policies & procedures as well as Staffing requirements.

The last section includes a section for other areas the school may choose to assess, such as:

Training Needs, Resource Needs, Equipment Needs, Space Allocation, Consumer Information Requirements, Coordination of Title IV Information, Coordination of Non-Title IV aid, Coordination of State Grant Programs, and Accrediting Agency/Licensing Board Requirements 

Be sure to complete a Management Enhancement Worksheet for an Administrative Practice area where you have identified a need for improvement.   Also, be sure to complete an Effective Practice Report if you wish to share a practice that has been effective at your institution.

Hyperlinks to all applicable regulations are provided throughout this module.  Most of these hyperlinks are taken from regulations.  It is also recommended that you review the School Eligibility & Operations Section of the 2004-05 FSA Handbook for more detailed information regarding requirements related to Administrative Capability. The continuous improvement symbol [image: image1.wmf]  signifies a continuous improvement cycle and will prompt you to complete a checklist to review your policies and procedures. The Test your Knowledge symbol [image: image2.wmf] provides you with several exercises to test your knowledge and policies and procedures. [image: image3.wmf] Provides Community Questions & Answers received by schools and answered by the Department of Education (included only if questions are available related to the topic addressed).

	Requirements
	Results of Assessment

	· NCAA Requirements

The National Collegiate Athletic Association (NCAA) has rules limiting the amount of aid student athletes may receive, but these rules may not limit Pell Grant funds.  Student Athletes must receive the full amount of any Pell Grant for which they are eligible.  If the student’s potential aid plus the student’s Pell Grant exceeds the NCAA limits, the school must reduce any aid over which it has control (for example athletic scholarships), not the Pell Grant.  

For specific NCAA requirements, please visit the NCAA website.

· FERPA 34 CFR 99, 2004-05 FSA Handbook, School Eligibility & Operations, pages 2-170 through 2-176, 2003-04 FSA Handbook, Institutional & Program Eligibility, pages 2-261 through 2-268, The Bluebook, June 2001, pages 2-64 through 2-65
The Family Educational Rights and Privacy Act (FERPA) (34 CFR 99) protects the privacy of student education records. The law applies to all schools that receive funds under an applicable program of the U.S. Department of Education. Generally, schools must have written permission from the parent or eligible student in order to release any information from a student's education record. However, FERPA allows schools to disclose those records, without consent, under the certain conditions outlined in 99.31. 

For additional information or technical assistance, you may call (202) 260-3887 (voice). Individuals who use TDD may call the Federal Information Relay Service at 1-800-877-8339.  Or you may write to the Family Compliance Office, U.S. Department of Education, 400 Maryland Avenue, SW, Washington, DC 20202-4605. 
	[image: image4.wmf] Continuous Improvement
Is your institution in compliance with applicable NCAA requirements? Yes__ No__ Management Enhancement Needed___

[image: image5.wmf] Continuous Improvement
· Is staff familiar with students’ rights and responsibilities under the Buckley Amendment (FERPA)?

· Do your policies and procedures address how the requirements of FERPA are followed at your school?  Yes___ No___ Management Enhancement Needed___

· What office is charged with ensuring that FERPA requirements are followed? ___________________

· What is the procedure to share these requirements with all offices?




	Requirements
	Results of Assessment

	· Drug Free Schools and Campuses 34 CFR 86.1 through 86.204, 2004-05 FSA Handbook, School Eligibility & Operations, pages 2-118 through 2-119, 2003-04 FSA Handbook, Institutional & Program Eligibility, pages 2-249 through 2-250
The Drug Free Schools and Communities Act requires a school that participates in any FSA program to provide information to its students, faculty and employees to prevent drug and alcohol abuse.

Please refer to the Consumer Information Module for more detailed information about these requirements and other Consumer Information requirements.
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· Is there a system in place to ensure that your institution is in compliance with the Drug Free School and campuses requirements? Yes___ No___ Management Enhancement Needed

What is the system? ______________

__________________________________

__________________________________



	Requirements
	Results of Assessment

	· Administrative Requirements

Policies & Procedures 668.16(b)(4); The Bluebook, June 2001, pages 2-36 through 2-37
Schools must have written policies & procedures for administering Title IV programs.  The policies and procedures must include but are not limited to student consumer information, verification of information reported on a student’s financial aid application, satisfactory academic progress, Return of Title IV funds, and loan disclosure statements and fact sheets.  Although the law does not require schools to maintain written policies and procedures in a manual, schools generally find that a manual helps them manage financial aid programs more effectively, efficiently, and consistently.

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 

	[image: image7.wmf] Continuous Improvement
· Does your school have written policies and procedures for administering Title IV programs that addresses student consumer information, verification, satisfactory academic progress, Return of Title IV funds, and loan disclosure statements and fact sheets? Yes___ No___ Management Enhancement Needed___
· Where are the policies and procedures located? _______________________

_________________________________

· How often are the policies and procedures updated? _____________

· What is the date of the last update? ____________________________

· Is there a system to spot-check files to ensure staff work is consistent and in compliance with all statutes, regulations, and institutional policies? Yes___ No___ Management Enhancement Needed___
[image: image8.wmf]
Activity #1: Policies & Procedures



	Requirements
	Results of Assessment

	Coordinating Official

A participating school must designate a capable individual to administer the FSA programs and to coordinate aid from these programs with all other aid received by students attending the school.  The coordinating official must be aware of all aid received by the student attending the school, regardless of the source.  A school’s operations must be administered in a way that ensures all the information the school receives that might affect a student’s FSA eligibility is communicated to the coordinating official and through that official to the financial aid office.

Consistency of Information

A school must have a system of identifying and resolving discrepancies in the FSA-related information received by various school offices.  Such a system must include a review of all financial aid and need analysis documents, federal and state income tax forms, and documents relating to admissions, citizenship, and previous educational experience.  As an example, if a student receives veterans benefits through one school office, that office must notify the aid administrator of these benefits to ensure that the amounts are correctly reported on the student’s aid application and are counted as a resource for the campus-based programs and estimated financial assistance for the Direct Loan and FFEL programs. 
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· Does your school have a capable person designated to administer and coordinate aid from the FSA program with all other aid received by students attending the school?  Yes___ No___ Management Enhancement Needed
· In what office is this individual located? _____________________

· How is information the school receives that affects a student’s FSA eligibility communicated to the financial aid office? 

[image: image10.wmf] Continuous Improvement

· Does your school have a system of identifying and resolving discrepancies in the FSA-related information received by various school offices? Yes___ No___ Management Enhancement Needed___
What is the system?




	Requirements
	Results of Assessment

	OIG Referrals

If a school finds that a student may have engaged in fraud or other criminal misconduct in applying for FSA program funds, it must refer this information to the Department’s Office of Inspector General (OIG).  Note: It is always appropriate for a financial aid administrator to consult with a school’s legal counsel prior to referring suspected cases of fraud or misconduct to an agency outside of the school.

Counseling

Schools must provide adequate financial aid counseling to all enrolled and prospective students and their families.  For more detailed information regarding these counseling requirements, please consider completing the Default Management Module.

Adequate Staffing 668.16(b)(2)
To manage a school’s aid programs effectively, an adequate number of professional, paraprofessional, and clerical personnel must support the aid administrator.  An adequate staff depends on the number of students aided, the number and types of programs in which the school participates, the number of applicants evaluated and processed, the amount of funds administered, and the type of financial aid delivery system the school uses.  
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· Does the school have a system to report fraud or other misconduct found when a student applies for FSA program funds to the Department of Education’s Office of Inspector General (OIG)?  Yes___ No___ Management Enhancement Needed___
· Does your school provide adequate financial aid counseling to all enrolled and prospective students and their families?  Yes___ No___ Management Enhancement Needed___
· Does your school have an adequate number of qualified persons to administer the Title IV HEA programs in which the institution participates? 668.16(b)(2)
[image: image12.wmf]  Activity #2: Staffing requirements



	Requirements
	Results of Assessment

	System of Checks and Balances 600.30(b)
A school must ensure that its administrative procedures for the FSA programs include an adequate system of internal checks and balances. This system, at a minimum, must separate the functions of authorizing payment and disbursing or delivering funds so that no one person or office exercises both functions for any student receiving FSA funds.  These two functions must be performed by individuals who are not members of the same family and who do not together exercise substantial control over the school.  If a school performs any aspect of these functions via computer, no one person may have the ability to change data that affect both authorization and disbursement.

· Satisfactory Academic Progress 668.16(e)
An eligible school must have a policy and a procedure for measuring the academic progress of its students.  For more detailed analysis of Satisfactory Academic Progress, please consider completing the Satisfactory Academic Progress Module.

· Financial Aid History

A school must consider a student’s financial aid history in making FSA program awards.  The regulations require that schools use NSLDS data to obtain information about a student’s financial aid history.  To determine specific compliance with this area and other areas related to institutional eligibility, please consider completing the Institutional Eligibility Module.
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· How can your school demonstrate that the same office or individual does not handle the functions of authorizing payment and disbursing or delivering funds?

· Your school has a Satisfactory Academic Progress Policy as required. Yes___ No___ Management Enhancement Needed___
· Your school has a system to check NSLDS data to obtain information about a student’s financial aid history?  Yes___ No___ Management Enhancement Needed___
What is the system?


	Requirements
	Results of Assessment

	· Default Management Plan

New schools are required to develop a default management plan prior to recertification.  In addition, a school that undergoes a change in ownership that results in a change in control or a school that changes its status, as a main campus, branch campus, or additional location must also develop a default management plan.  Under certain conditions, some new schools are exempt from submitting a default management plan.  See 668.14(b)(15)(B)(ii) for more information.

Regardless of whether your school is a new school or a veteran school, many schools have developed default management plans even if one was not required by regulation.  Please consider completing the Default Management Module, which contains useful information regarding Default Management issues.

· Debarment and Suspension Certification 34 CFR Part 85
In order to protect the public interest, it is the policy of the federal government to conduct business only with responsible individuals.  In order to implement this policy, the government takes debarment and suspension actions against individuals who it determines constitute a current risk to federal agencies.  If a school (or its principals) is debarred or suspended by a federal agency, it is prohibited from participating in any FSA program, so long as the agency’s procedures include due process protections that are equivalent to those provided by ED.

Before a school may receive FSA funding, it must certify that neither the school nor its employees have been debarred or suspended by a federal agency.  This certification is found on the Program Participation Agreement (PPA) and in the Web-based FISAP package available to schools participating in the campus-based programs.
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· If required, your school has a Default Management Plan. Yes___ No___ Management Enhancement Needed___
[image: image15.wmf] Continuous Improvement

· Your school can certify that neither it nor its principals is debarred or suspended by a federal agency. Yes___ No___ Management Enhancement Needed___



	Requirements
	Results of Assessment

	Debarment and Suspension Certification (cont)

Schools participating in the FSA programs have a fiduciary responsibility to safeguard Title IV funds, and ensure those funds are used for the benefit of the students for whom they are intended.  The U.S. Department of Education expects participating schools to thoroughly examine the background of individuals they employ (or are considering employing) in management or supervisory positions.  If a school discovers that a person employed in a management or supervisory capacity has been suspended, or debarred by a federal agency, the school must remove that person from such a position or risk losing its FSA eligibility.  Further, a school may not enter into a relationship (and must terminate an ongoing relationship) with a lender, third-party servicer or loan servicer the school determines has been debarred or suspended.

Your school may want to consider examining the List of Parties Excluded from Federal Procurement and Nonprocurement Programs to find out if an individual or organization is debarred or suspended.  You can find this listing by visiting the following address: http://epls.arnet.gov.  When searching this Web site to check debarment or suspension status, you must enter the name as follows:  Last Name-comma-First Name.

Your school should keep a copy of the search results in your records.  

The employees who award FSA funds and those who disburse them should be included in those whose backgrounds are examined.
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· Your school has a system to thoroughly examine the background of individuals they employ (or are considering employing) in management or supervisory positions. Yes___ No___ Management Enhancement Needed___
What is the system?

· The school includes employees who award FSA funds and those who disburse them in those whose backgrounds are examined.  Yes___ No___ Management Enhancement Needed___



	Requirements
	Results of Assessment

	Debarment and Suspension Certification (cont)

Lower-tiered covered transactions

Remember, a school must not enter into lower-tier covered transactions with a debarred or suspended individual or organization.  A lower-tier covered transaction is any transaction between a participant in a covered transaction (such as the school) and another individual or organization, if that transaction stems from a covered transaction.  A school must obtain a certification from any lower-tier organization if the amount of the lower-tier transaction is $25,000 or more. (The required certification clause in given on page 25 of DCL-GEN-89-21).  The lower-tier organization must inform the school in writing if the organization or its principals are debarred or suspended.  Therefore, the certification does not need to be renewed from year to year.

Note:  Examples of common lower-tier covered transactions are a school’s contracts with a financial aid consultant service or with a loan collection or billing agency.

· Institutionally identified topics - Your school may want to review other areas specific to your campus such as:  

· Training Needs

· Resource Needs

· Equipment Needs

· Space Allocation

· Consumer Information Requirements

· Coordination of Title IV Information

· Coordination of Non-Title IV aid

· Coordination of State Grant Programs

· Accrediting Agency/Licensing Board Requirements

· Other identified areas
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· The school includes employees who award FSA funds and those who disburse them in those whose backgrounds are examined.  

· Your school does not enter into lower-tier covered transactions with debarred or suspended individuals or organizations. Yes___ No___ Management Enhancement Needed___
· Your school obtains certifications from any lower-tier organizations if the amount of the lower-tier transaction is $25,000 or more.  Yes___ No___ Management Enhancement Needed___
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Activity #3: Lower-tier Covered Transactions
[image: image19.wmf]Activity #4: Institutionally Identified Topics For Evaluation


	Now that you have completed the Administrative Capabilities Assessment and have noted the results in the Question/Comment Sections, answer the last question in this Assessment.

· Does your institution have a system to identify administrative capabilities and update policies and procedures?

· Yes.   Have you noted any good practices that you would like to identify as Effective Practices?  If so, complete an Effective Practice Report for each effective practice noted.

· No.  For each area that you have noted a need for improvement in your institutional policies and procedures, please complete a Management Enhancement Worksheet for each improvement noted..

· Need for Technical Assistance.  You may have listed questions in the Question/Comment area in some of the categories.  Please contact our FSA Customer Service Call Center (at 1-800-433-7327) or you may email FSA Customer Support, fsa.customer.support@ed.gov or contact your regional Training Officer or Institutional Improvement Specialist Technical Assistance Resources.
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  Related Modules: You may also find it helpful to complete the Institutional Eligibility Module and the Consumer Information Module.
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