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	Section 2


Policy:
Institutional Eligibility
Regulation: 600.20, 600.21, 600.4(a)(2), 600.5(a)(3), 600.6(a)(2); 668.14(b)(22)(ii);668.16(p)
Purpose:
Application procedures for establishing, re-establishing, maintaining, or expanding institutional eligibility and certification and updating application information.
Scope:
Specifically Address:
Preparation for the Recertification Process

2.1 General Requirements

2.2 Updating application information

2.3 Admission Policy for Public or Private Nonprofit educational institution, Proprietary Institution of Higher Education, and Postsecondary Vocational Institution

2.4 State Authorization


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

Definitions:
NSLDS
National Student Loan Data System

ECAR
Eligibility and Certification Approval Report


PPA

Program Participation Agreement


E-APP
Electronic Application for Approval to Participate
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Resources available to assist in the development of a manual:

· Review the Institutional Eligibility Activity 1 at http://ifap.ed.gov/qadocs/InstitutionalEligibility/Activity1IE.doc
· Review Student Eligibility Assessment at http://ifap.ed.gov/qahome/qaassessments/studentelig.html 
· Completion of Activity 4—FSA Institutional Eligibility Assessment—Additional Locations and Non-degree Programs. http://ifap.ed.gov/qadocs/InstitutionalEligibility/Activity4IE.doc 
· Review the 2012-13 FSA Handbook (Volume s 1 and 2) for guidance related to the topics in this section

	Part 2.1
	General Requirements
	This section is required: 
600.20; 600.21


The following information needs to be addressed:
· Person(s) responsible for submitting a timely and complete Eligibility 
and Certification Approval Report (ECAR) to the Department.

· Identify where the school keeps a copy of E-App, supporting documentation and date the E-App was submitted.

· Identify information collected and reported on the ECAR.

· Identify where the signed Program Participation Agreement 
(PPA) is kept.

	Part 2.2
	Updating Information
	This section is required: 
600.20; 600.21


The following information needs to be addressed:

· Outline the process for reporting changes on the ECAR, specifically changes outlined in 600.21(1)(1-9).

· Identify who is responsible for coordinating the response to the Secretary 
in regard to any reported changes that affect the institution’s eligibility, and the effective date of that response.

	Part 2.3
	Admissions Policy for Public or Private Nonprofit educational 
institution, Proprietary institution of higher education, and 
Postsecondary Vocational Institution
	This section is required: 
600.4(a)(2); 600.5(a)(3); 600.6(a)(2); 668.14(b)(22)(ii);668.16(p)


Admissions Policy 
Include a copy of the school’s Admissions Policy. The policy must ensure that the school admits as regular students only persons who:

· Have a high school diploma
Note: Include procedures to evaluate the validity of a student’s high school diploma if the school or the Secretary has reason to believe that the diploma is not valid or was not obtained form an entity that provides secondary school education. If the validity is questioned, include the documents the school considers acceptable to validate whether the student has a high school diploma.  Your procedures should indicate that student self-certification is not sufficient documentation and that there is no appeal process if the school is unable to validate high school diploma
· Have the recognized equivalent of a high school diploma; OR
· Are beyond the age of compulsory attendance in the State in which 
the institution is physically located.
· Meet requirements to show an ability to benefit.
Include in your policy whether or not you admit students under the Ability to Benefit criteria. If your policy does not admit students under this criteria, include a statement indicating this. If your Policy includes Admittance of Ability to Benefit students, include the information outlined in Section 3.10 of this guide.
Incentive Compensation
If your school provides payment or compensation plans (that do not violate the statutory prohibition for incentive compensation), include the policy in this section. 

Statutory language states that a school will not provide a commission, bonus or other incentive payment based in any part, directly or indirectly on success in securing enrollments or financial aid to any person or entity engaged in any student recruiting or admission activities or in making decisions regarding awarding Title IV funds.

· Incentive payment must not be based, in any part, directly or indirectly, on success in securing enrollments or financial aid
Additional Resource for Incentive Compensation: Program Integrity - Incentive Compensation 




NSLDS Process

(Good Practice Suggestion)

As a good practice, outline process for utilizing, updating and securing data for NSLDS.

Suggested information:
· Include Procedures for NSLDS. Those procedures should include how your 
school uses NSLDS to check eligibility status for students.

· It may be helpful to include procedures concerning protection of personal 
data by employees who have access to NSLDS. Also, include password 
protection procedures.

	Part 2.4
	State Authorization
	This section is required: 
600.2; 600.4(a)(3); 600.5(a)(4); 600.6(a)(3); 600.9; 668.43(b)



Required information:

· Institutions must be licensed to provide postsecondary educational programs by:
· State charter, constitution, license, or other document

· Federal Government approval

· Indian Tribe

· Religious institution exempt from state authorization

· School must make certain that it is legally authorized to offer postsecondary education in any state where distance education students reside.
It may be helpful to include all State Authorization documentation in this section.
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