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Section 1: Administrative Capabiliy

1.1  Adequate number of qulified person(s) to administethe Title IV Programs

Offices involved in approving and disbursing Title 1V Aid:
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- create our annual Academic Calendar that sets the start and end dagaxbfterm and
indicates and scheduled breaks

- determine when a student withdraws and the effective date of their withdrawal

- determine when a student has unofficially withdrawn

- determine the course load of a student

- assist in the completion of Academic Coeatjan Plan for a student appealing their SAP
status

- report enroliment and withdrawal information to NSLDS

- generate, review, and update Consumer Information
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of each academic year. They provide routine withdrawal reports identify withdrawn students and their
withdrawal date.They provide unofficial withdrawal information at the close of each term. They provide

a classification list at the start of eachteyAlRA OF G Ay 3 | & (i ThByPriuide GonsDrBedzNE S f 2
Information online that is disseminated by the Finangial Office.

Admission Office:
- review and admit students to the College

The Admission Office enters data from student applications intccampus database so that it is
accessible to other offices. The data entered informs other offices of the admission details and status of
each student.

FinancialAid Office:
- administer all financial aid programs
- counsel students on their financial aid abitling
- reconcile financial aid programs
- create financial aid packages for eligible students
- maintain necessary records
- review and verify FAFSA data as applicable
- complete annual FISAP
- complete Title IV recertification
- complete annual A 33 audit
- completeR2T4 calculations for official and unofficial withdrawals



- certify and coordinate disbursement of all federal and private loans
- disseminate Consumer Information annually
- ensure entrance/exit counseling provided and completed as applicable

The Financiahid Office provides financial aid data to our Admission Office to aid in counseling and to
our Business Office to aid in billing. Programs are reconaildd=ISAP -A33 audit, Title IV

recertification are complete¢h conjunction with the Business OfficgatisfactoryAcademic Progress

and scholarshiprenew&® | G A& LINPGARSR (G2 GKS wS3AsthedulingiRak! OF
retention, andstudentSAPappeast. Loan and grant data are reported to COD. FAFSA Verification and
correction data igprovided to FAFSA Processing. Data regarding students that are eligiblebasadt
employment is provided to the Student Employment Office through our campus dateR2%d.
calculation date is provided to the Business Office through our campus datsysteen. Student loan
availability and disbursement data is provided to the Business Office through our campus database
system. Consumer Information is disseminated annually to all stude3tisdents that are lacking
required entrance/exit counseling féederal loans and Federal TEACH Grants are placed under an
administrative hold in our campus system so that other applicable offices are aware.

Business Office:
- disburses aid to student accounts
- assists with financial aid program reconciliation
- disbursesredit refunds
- returns ineligible aid due to withdrawal or changes in eligibility
- bills students applicable charges
- counsels students on billing
- manages our Federal Perkins Loan repayment and collection with assistance -pfitiyrd
servicer

The Business Office enters billing and disbursed aid date into our campus database so that it is
accessible to other appropriate offices. They assist in routine reconciliation of financial aid programs by
working in conjunction in the Financidid Office. They note returns and credit refunds in our campus
database so that it is accessible to other appropriate offitbgy provide data to applicable offices
regarding Federal Perkins Loan repayment and collection.

Student Employment Office:
- helps student®btain campus (and some efimpus) employment positions
- ensures that students complete all required paperwork required for employment
- ensures that student timesheets are completed and submitted prior to payment
- ensures that students are paid monthly ftveir employment

The Student Employment Office works directly with our Business Office in regards to employee payment
and timesheet submission. They work with the Office of FinaAiitb ensure that Verification is
completed prior to a student beginrgnremployment. They work with campus (and somecafinpus)



departments to obtain job opportunitiefor students eligible foaid-basedemployment and to ensure
that all necessary paperwork and timesheets are completed.

Student Life/Security Offices:
- create and publish security and fire safety reports
- develop and implement DAAPP
- conduct DAAPP biennial review

The Student Life/Security Offices make available all annual security and fire safety re@drsampus
offices andstudents.They work irconjunction with our Human Resources Office in developing,
conducting, and review our DAAPP. DAAPP is made available to all campus offices and students.

Number and distribution of financial aid staff:

- wS3IAAGNI NRak! O Rofryximételyd Staff méniidrs absbtThAiruscel aid
administration

- Admission Officeapproximately2 staff members assist in financial aid administration

- FinancialAid Office:approximately3 staff members assist in financial aid administration

- Business Officaapproximatelyd staff members assist in financial aid administration

- Student Employment Office: approximatelystaff members assist in financial aid
administration

- StudentLife/Security Offices: approximatedystaff members assist in financial aid
adminstration

Third PartyServicers used in financial aid administration:
- ConserveContinental Service Groypairport, NY- Performing Loan Collection
- General Revenue Corporati@dason, OW- Performing Loan Collection
- Heartland Payment Solutions, Ifi€oropolis, PA- Performing Loan Collection, Other
- Mapping Your FuturéSugar Land, 7XCounseling/Providing Information for Students
- National Student Clearinghougiderndon, VA¢ Other
- Williams & Fudge, In€Rock Hill, SC Performing Loan Collection

Programs of participation:
- Federal WorlStudy
- Federal Perkinghrough 1718)
-  TEACH Grant
- Direct Loan
- Federal SEOG
- Federal Pell
- Veteran Administration Grants




- West Virginia Higher Education Grant Program
- West Virginia Promise Scholarship
- All reciprocaktate grant programs

Number of Financial Aid applications evaluated:
Approximately 1,20€L,800 per year

Number of students who receive Title |V assistance and the amount of funds administered:
Approximately 606800students per year
Approximately$7,000,000$8,000,000 per year

Type of financial aid delivery system used by the institution:
Colleaguéby Ellucian

The degree of the office automation used in the administration of Title IV aid:

The institution utilizes the ERP software of Colledgué&llucian. Colleague is a passwprdtected

aeadsSy OKI i Quporfouricdmpus Betwork. (BIR3eRords are imported from FAA Access to
CPS directly into the database software. NSLDS and COD data are exported directly from the system. The
systemis used for budget, attendance pattern, and aid package creation. The system features a module
for reviewing SAP. Each student has an electronic record in the system and an associated ID. Financial
aid data including aid package, budget, attendance pattenrollment, counseling notes, verification,

ISIR processing, DL processing, and coungasimgnunicationnotes are all stored and recorded

St SOUNRBYAOIfte Ay | &addzRSyiQa NBO2NRO®

1.2  Adequate Checks and Balances

Business Office

Officeis located on the second floor of Liberal Arts Hall and is open Monday through Friday from 8:00am
to 4:30pm. The office reports to the Vice President for Businesf\dndnistration Appointments to

meet with office staff can be scheduled in advance. Vifalppointments are also welcome.

Organizational chartsee Attachmenis

Description®f jobs working with financial aidée Attachmenis



FinancialAid Office

Officeis located on thesecond floor of the Halliehurst Mansiamd is open Monday through Friday
from 8:00am to 4:30pmiThe office reports to the Vice President of Enrollment Management and
Institutional AdvancementAppointments to meet with office staff can be scheduled in advance.-ivalk
appointments are also webme.

Organizational charsee Attachments)

Descriptions ojobs working with financial aig€e Attachments)

Audit processes
The Business Offices and Finangidloffices each provide support for audit and evaluation reviews.

Records for each office are held and maintain in their respective office locations. Routine reconciliations
occur to ensure that record data correlates appropriately between offices.

1.3  Sdisfactory Academic Progress

Federal regulations require that all students who receive any form of federal or state assistance make
measurablesatisfactoryprogress toward a degree at Davis & Elkins Coll&ggisfactoryacademic

progress is measured Y@ f dzt GAy3 | &A0dzRSy(iQa LINRPINBaa (G261 NR
both a grade point average standard and a pace of progression/maximum timeframe standard.

Davis & Elkins College reviews academic progress at the end of each semester/tema té-aithieve a
minimum, cumulative GPA (for the number of credit hours attempted) and/or to maintaatisfactory

LI OS 2F LINBPINBaaAzy |yRk2NI G2 NBYFIAY gAGKAY (KS
financial aid eligibility.

Grade PoinhAverage Standard &atisfactoryAcademic Progress

The grade point average standard sets a minimum Cumulative Grade Point Average (GPA) for the
number of hours a student has completed. To remain in compliance, a student must maintain the
following cumdative GPA after each period of assessment:

Semester Hour Credits Completed Minimum Cumulative GPA for Good Academic Standing*
23.5 or fewer 1.75
24 0r greater 2.0

*Please note, maintaining the minimum, cumulative GPA for good academic standing allows a student to maintain
his or her eligibility for financial aid. This GPA, howewxay,not be sufficient to allow a student to graduate from
particular programs of siy.



Pace of Progression / Maximum TimeFrame StandardSdtisfactoryAcademic Progress

Pace of Progression/Completion Rate: The credit hour completion rate reflects the pace at which
students must progress to ensure that they are able to complete thegree program within the

maximum timeframe. The pace of progression is calculated by dividing the cumulative number of hours
the student has successfully earned by the cumulative number of hours the student has attempted. All
students must satisfactdy complete (i.e. receive a passing grade) 67% of all hours attempted.

Maximum Timérame: The federal financial aid maximum timeframe for completion of a degree is 150%
of the published length of the program measured in credit hours. A degree thairesgl24 credit

hours must be completed by the time a student reaches 186 credit hours attempted (124 hours x 150%
=186 hours). A degree that requires 72 credit hours must be completed by the time a student reaches
108 credit hours attempted (72 hoursl®0% = 108 hours). If a student completes 67% of the
coursework attempted, he or she will complete the program within the maximum timeframe.

AdditionalElements

Hours Attempted: All courses for which a student is enrolled at the conclusiorko§ / 2 f f-88dH S Qa RN
LISNA2R F2NJ I 3IAGSY aSYSadGSNI 2NJ G SNghcl@dzy & G261 NR
withdrawals, incompletesandfailing gradesSee below for repeat coursework.

Treatment of Grades: Courses for which a student receiVetsea grade of A, B, C, D, or P at Davis &

Elkins College are included in the calculation of cumulative credit completion percentage as courses
successfully completed. Courses successfully transferred to Davis & Elkins College are also included in

thecd Odzf F GA2Y 2F | addzRSydQa OdzydzZ  6ABS ONBRAG 0O2YL
successfully completed. Courses for which a student receives a letter grade of |, IP, or F will be treated

as credits attempted, but not successfully completed.

Wil KRNI ¢ faYy / NSRAGA FT2NJ gKAOK | 3INIRS 2F da2é Aa N
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cumulative completion percentage and counts toward the maxintimeframe.

Repeated Coursework: At Davis & Elkins College, students may repeat any course as often as they like.
Students are allowed to repeat a previously passed course and have it count toward enrollment for

financial aid eligibility only once. \Wh students repeat a course at Davis & Elkins College, the highest

AN RS SINYSR Ay (GKS NBLISFGSR O02dz2NAES Aa (GKS 3INIRS
GPA.The highesgrade course (or the repeated course in cases where not successiuplated) is

counted toward cumulative credit hours completdaiavis & Elkins College offers select courses that

may be repeated for credit (e.g. concert choir). Students remain eligible for finaittiar courses of

this variety. Each of these coursecount toward GPA and credit hour calculatiddisidents who have

guestions about what courses may fall into this category should consult the Office of the Registrar.



Transfer Credits: A minimum grade of C or better from a regionally accredited collag&ersity will

0S | OOSLIWSR o0& (GKS /2ttS3S | yR | Lagnst8deeptades I NR |
unless such a grade carries quality points of Z.fansfer credits are counted towapdceand

maximum timeframe, but not towarthe GPAcalculation f, at the point of admission, a transfer
a0dzZRSydQa LINA2NJ I OF RSYAO NBO2NR R2Sa y20 YSS& GKS
guantitative SAP standards, the College may place the student under financial aid warning or on

financial ad probation for financial aid eligibility.

QX

Consortium Credits: Credits for which financial aid is received under a consortium agreement will be
treated as transfer credits. Credits are counted toward pace and maximum timeframe, but not toward
the GPA callation.

Pass/Fail: Pass/Fail courses that receive a P are not counted toward GPA calculations. All Pass/Fail
courses count toward pace and maximum timeframe calculations.

Audited Course: Audited courses will not be funded by financial aid and areahaded in any financial
aid satisfactoryacademic progress measurements.

SAP Determinations

Financial Aid Warning: Davis & Elkins College reviews academic progress at the concalision of
semesters (or their equivalent). Students who do not meet the SAP standards at the conclusion of a
semester (or equivalent) are placed on Financial Aid Warning. Students placed on Financial Aid Warning
will be notified of their status, in writing ybthe Office of Financidlid and encouraged to seek academic
counseling and to take advantage of other student services available to support academic success at
Davis & Elkins College. While on Financial Aid Warning, students continue to receivel faidncia

Financial Aid Termination: Students who do not meet SAP standards for two, consecutive semesters (or
their equivalent) may be prohibited from receiving financial aid. Students who do not meet SAP
standards for two, consecutive semesters (or theguivalent) will be notified, in writing, by the Office

of FinanciaAid of the pending termination of their financial aid.

Appealing the Termination of Financial Aid

Students who are notified that their financial aid is being terminated due to th&ure to meet SAP

standards for two, consecutive semest€os their equivalentare entitled to appeal this decision. All

appeals must be submitted by the student, in writing (with supporting documentation attached), to the
FinancialAid Office. Studets are advised to submit financial aid appeals as expeditiously as possible.

All appeals must be received by the Office of FinadgthlLINA 2 NJ (12 GKS fFad RlI& 2F (
subsequent term of enrollment for which they wish to regain aid eligy. A complete financial aid

appeal must include the following:



W An appeal letter addressing the circumstances that contributed to the student not meeting SAP
standards and explaining why the student believes that he or she will be able to meet SAP
standards in the future. Federal guidelines identify the following as legitimate circumstances for
failing to achievesatisfactoryacademic progress:

- The death of an immediate family member;

- Medical/hospitalization of the student; or

- Mitigating cilOdzy a G yOS&a 06Se@2yR GKS aidzRSydQa O2y N
progress.

W Supporting documentation for each circumstance cited (e.g. medical records, death certificates,
FYRK2NJ Fye 20GKSNJ R20dzySydl GA2y tig&ihgi LINEOARSa S
circumstances).
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should detail specific benchmarks (i.e. courses to be taken; percentage of courses to be
completed; minimum grades to be earned iresfiic courses; GPA to be achieved,; etc.) that the
student will meet during the coming semesters/ terms, that will allow him or her to meet SAP
standards.

Incomplete appeals will not be granted. The Director of FinaAdibkill approve or deny appeals in a
timely manner. All appeal decisions will be communicated to the student in writing. Any student whose
appeal is denied by the Director of Finandial has the right to appeal to the Admission and Academic
Standing Comittee of Faculty Assembly. A student wishing to appeal the decision of the Director of
FinancialAid should communicate his or her decision to the Director of FinaAdidnd the Office of

the Registrar. The Admission and Academic Standing Commitlaespibnd to any such appeals in a
timely fashion, and use the same criteria outlined above in rendering its decision.

PossibleDutcomes of the Appeal Process

Appealis Approved. ¥ | adGdzZRSy dQa I LIJISIE Aa | LIINRPOSRY (KS ad
probation. A student on financial aid probation will continue to be eligible for financial aid on eberm

term basis provided he or she makes measurable, adequate progmeasd@chieving SAP standards in
accordance with the terms and conditions of his or her academic completion plan. A student on

financial aid probation will have his or her progress toward successfully meeting the benchmarks

established in his or her acaaéc completion plan reviewed regularly by the SAP Committee. Failure to

make measurable, adequate progress toward these requirements on aligitierm basis may result in

the termination of financial aid.

Appeal isDenied ¥ | & ( dzR S y édQre orlshelwif befineligitdie foR fghaial aid until he or
sheonce again meets th8AP criteria. Students who are declared ineligible to receive financial aid due
to their failure to demonstratesatisfactoryacademic progress are free to continue gut of their



education at their own expense. Students who have lost their financial aid eligibility may regain their
eligibility if they demonstratesatisfactoryacademic progress.

1.4  Conflicting Data

The Office of Financialid collects informatiorfor aid processing from the following student applicant
documents and data sources:

- Admission Application

- Free Application for Federal Student Aid

- Tax and earnings documents as well as other FAFSA verification materials for students selected for
verification

-NSLDS and COD disbursement and aid history information

Selfreported information (i.e. drug conviction, diploma status) from these sources is assumed
to be correct until conflicting data is presented or identified.

Applicants selected for vification ¢ If the Office of Financiahid has reason to believe that any

information on the application used to calculate the EFC is discrepant or inaccurate (or if any supporting
documentation is disrepant or inaccurate), the applicant is requitedprovide adequate

documentation to resolve the conflict.

Applicants not selected for verificatianTheOffice of Financiahid reviews all tax returns provided to
the schoolkeven if they were not requested. All C Codes on the ISIRamustviewed and reslved by
the Office of Financia\id.

Other applicant information received by the schqdlhe Office of Financialidrelies on information

from office leads and other financial resources to identify and correct conflicting information that could

impact the financial aid status of each student applicant. The Office of Admission provides information

to our office regardig any potential conflicting information regarding high school diploma status of

student applicantsdegree program, and high school scholarships receiVbd Business Office provides
information to our office regarding any outside awards. It also proviidiesmation onFWS earnings in
acalendaryea ¢ KS wSIAAGNI NDR& hTFFAOS LINPOBARSA AYyF2NX¥IGA
changes to enrollmentThe Office of Financidlid reviews information present on NSLBx& CODor

transfer students.

Examples of conflicting data:

- A student is not selected for verification, the tax return or IRS transcript is on file and information
conflicts with items on the FAFSA.

- 1040 shows parent single head of household and the FAFSA/ISIR shows the samesperaoied.



- Parent or student report on their FAFSA and signed a verification worksheet that they will not file an
IRS 1040. You have reason to believe that they would have been required to file a U.S. Income Tax
Return, as the amount of reported incongegreater than or equal to the minimum amount required to

file as indicated in the instructions provided on the 1040.

- Statements or information that suggest that the copy of the Income Tax Return you received is not the
return actually filed with the I8.

-+SGSNrya ' FFFANR 6! 0 0SySTAaAda OSNATASR o0& (K

FAFSA.
- Admissions information receed impacts student eligibility

- The Student Academic Progress or Enrollment Status onfileidthg I Yy OALf ! AR hFTFFAOS
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1.5

Fiscal & Cash Management

Records related to school eligibility

The College maintains any application submitted for FSA program funds. Other program records that ar
maintained include:

program participation agreement, approval letter, and Eligibility and Certification Approval
Report (ECAR),

application portion of the FISAP,

accrediting and licensing agency reviews, approvals, and reports,

state agency repas,

audit and program review reports,

selfevaluation reports, and

other records, as specified in regulation, that pertain to factors of financial responsibility and
standards of administrative capability

Records related to student eligibility

TheCollege maintains records that substantiate the eligibility of students for FSA funds including:

cost of attendance information

R2 Odzy Sy i I (A 2 atiga€toryacaderidzRo§rgss (SAP)
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required student certification statements and supporting documentation

documents used to verify applicant data and resoleflicting information

documentation of all professional judgment decisions

financial aid history information for transfer students

Fiscal records



The College keeps fiscal records to demonstrate ipgrr use of FSA funds and that support data
appearing on required reports including:

records of all FSA program transactions,

bank statements for all accounts containing FSA funds,

NEO2NRa 2F addzRSyid | 002dzyiaz AyOfdzZRAy3d SI OK
payments, cash dbursements, refunds, returns, and overpayments required for each
enrollment period,

general ledger and related subsidiary ledgers that identify each FSA program transaction,
Federal WorkStudy payroll records, and

FISOP portion of the FISAP.

PellGrant statements of accounts,

cash requests and quarterly or monthly reports from the G5 payment system,

FSA program reconciliation reports,

audit reports and school responses,

state grant and scholarship award rosters and reports,

accrediting ad licensing agency reports, and

records used to prepare the income grid on the FISAP.

Loan program records

For the Direct and FFEL loan programs, the College maintains records including:

A copy of the paper or electronic loan certification or origioatrecord, including the amount

of the loan and the period of enrollment.

The cost of attendance, estimated financial assistance, and expected family contribution used to
calculate the loan amount.

The date(s) the school disbursed the loan funds wgtudent (or to the parent borrower), and

the amount(s) disbursed.

Documentation of the confirmation process for each academéar in which the school uses

the multi-year feature of the Master Promissory Note.

Record retention periods

The College matains records for sufficient time to meet minimum record retention requirements:

Pell and TEACH grants, CampBased Programs years from the end of the award year for
which the aid was awarded

Except:

- Fiscal Operations Report (FISAP) sungporting records3 years from the end of the
award year in which the report was submitted

- Perkins repayment recordantil the loan is satisfied, or the documents are needed to
enforce the obligation

- Perkins original promissory notes years fromhe date the loan is assigned to ED,
canceled, or repaid

a



- Direct Loans & FFEL
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award year in which the student last attended
- All other records, including any othegports or forms 3 years from the end of the
award year in which the report was submitted

Record maintenance

All records are stored either electronically on a secure system or in a hard copy format in office. All
records stored electronically can be rietved in a coherent hard copy format. The College utilizes

Ellucian Colleague ERP for some electronic record storage. The system is password protected and data is
maintained on the College network infrastructuccess to the system must be granted by @ollege.
Allcomputers used by campus personnel are password protectddintained records may also be

stored in COD, NSLDS, G5, and other federal sites associated with the awarding, distribution,
maintenance of federal student aid. The College willy ftomply with any requests made by individuals

and agencies involved in conducting any audit, program review, investigation, or other review

authorized by law and will ensure timely and reasonable access to records and personnel.

Disbursing Title I¥unds

Federal Pell Grants are scheduled for disbursement 10 days prior to the start of a payment period. Pell
Grants are not disbursed until eligibility for the award has been reviewed and confirmed. Other Title IV
aid is scheduled for disbursement at thiart of a payment period as soon as all eligibility for the aid is
reviewed and confirmed. Disbursement of fedeBaibsidized/Unsubsidizédans is delayed to the 80

day of the payment period for arfirst-year, firsttime borrowers(unless institutionbdefault rates for

most recent 3 years are under 15%)

The Business Office transmits Title 1V aid to student accounts. The FirddCéice is notified by the
Business Office of all transmitted aid as soon as it has been transmitted to accountdified of
disbursement, the Financialid Office transmits the disbursements records for Title IV through COD.

Title IV & is disbursed each payment periaith exception to FWS which is paid on a monthly basis
Disbursements of federal loans are efjufia loan is disbursed for a single payment period, it will be
disbursed irequal,multiple disbursementgunless institutional default rates for most recent 3 years are
under 15%) The first disbursement will be made at the start of the term oelégbility has been
confirmed and the second disbursement will be maakethe midpoint of the payment period once
eligibility has been confirmed.

I NBRAGAY T | aidzRSyiQa | OO02dzyilik/ NBRAG ol flyoOSa
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account exceeds the amount of tuition, fees, and campus room/board, the Business Office will pay the
resulting cedit balance to the student or parent as soon as possible, but:



- no later than 14 days after the balance occurred if the credit balance occurred after the first day
of class of a payment period; or

- no later than 14 days after the first day of class phgment period if the credit balance
occurred on or before the first day of class of that payment period

Credit balances will be paid with the check to the student or parent by the Business Office.

Late disbursements

An otherwise eligible studertecomes ineligible to receive Title IV aid on the date that:

- For Direct Loans, the student is no longer enrolled at the school as at leasttianigattudent
for the period of enroliment for which the loan was intended; or

- For Pell, FSEOG, Perkingl aEACH Grant programs, the student is no longer enrolled at the
school for the award year

A student who becomes ineligible qualifies for a late disbursement if, before the date the student
became ineligible:

- a SAR or ISIR was processed with an oft€i@l; and

- for a Direct Loan, the schoofiginatedthe loan;

- for a Perkins Loan or FSEOG award, the school made that award to the student; or

- for a TEACH Grant , the school originated the award to the student

Provided that the conditions for a latisbursement are satisfied:

- if the student withdrew from the school during a payment period or period of enroliment, the
school will make any postithdrawal disbursement required

- if the student successfully completed the payment period of period ablement, the school
will provide the student or parent the opportunity to receive the amount of Title IV funds that
the student or parent was eligible to receive while the student was enrolled at the school. The
.dzaAySaa hTFAOS gckduritto paNiBrrRuvrént ainkaBowable dbRr§ey dn & |
will pay or offer any remaining amount to the student or parent; or

- if the student did not withdraw but ceased to be enrolled as at least atima#f student, the
school will make the late disbursemenita Direct Loan to pay for educational costs that are
determined to have been incurred by the student for the period in which the student was
eligible

Limitations:

- The Business Office will not make a late disbursement later than 180 days after ¢hefdat
determination that a student withdrew or for a student who did not withdraw, 180 days after
the date the student otherwise becomes ineligible

- The Business Office will not make a second or subsequent late disbursement if a Direct Loan
unless the studnt successfully completed the period of enrollment for which the loan was
intended



- The Business Office will not make a late disbursement of a Direct Loan if the student was a first
year, firsttime borrower unless the student completed the first 30 daysheir program of
study (unless institutional default rates for most recent 3 years are under 15%)

- The Business Office will not makdate disbursemendf any Title IV aid unless a valid SAR or
ISIR has been receiveg deadline

Returning funds
TheBusiness Office will return to the Secretary any Title IV progransftivat it attempts to disburse

directly to a student or parent when the student or parent does receive or negotiate thoskinds. If

the Business Office attempts to disburse the fubgiheck and the check is not cashed, it will return

the funds no later than 240 days after the date it issued that check. If a check is returned to the Business
Office, the Business Office may make additional attempts to disburse the funds, providé¢aobeat

attempts are made no later than 45 days after the funds were returned. In cases where the Business
Office does not make another attempt, the funds will be immediately returned and additional
disbursement attempts will cease.

Provisions for bookand supplies

At the start of a term, te Business Offigarovides a Blue Card to any student with an anticipated credit
balance on their student account for that term. Those studemtsable to use the Blue Card in the
campus bookstore to obtain necesséiyoks and supplies for the term. Eligible students are not
required to use the Blue Card. The amount of funds available for use on the Blus fBarksser of the
amount of credit balance or the amount required for necessary books and supplies.

Notices and authorizations

The Financiahid Office provides all students eligiblerfTitle IV aid an Award LetteFhe Award Letter

details for the student the amounts and types of aid they are eligible for from all know sources for each
scheduled payment period of the academic year. Loans are individually identified on the Award Letter so
that students are aware dhe amount of each loan type they are eligible to receive (i.e.; Direct
Subsidized, Direct Unsubsidized, Perkins, POU&)Award Letter directs individuals to our College

website for cost of attendance details and other consumer information.
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and financial aid. It provides the anticipated disbursements dates and amounts for all aid including

federal loans. Loans are individually identified on the Statenof Account so that students are aware

of the amount of each loan type they are eligible to receive (i.e.; Direct Subsidized, Direct Unsubsidized,
Perkins, PLUS). It provides the student with directions and contact information for reducing or

eliminating any student loans that are part of their aid package.

Excess cash

The Business Office routinely draws down the net eligible funds available for a Title IV program through
G5. Since only the net eligible funds (funds available for drawdown minus ttie h&ing returned) are
drawn, the Business Office ensures that it never is in possession of excess cash.



1.6  Financial Aid Counseling

Students borrowing federal loans are required to complete entrance and exit counseling regarding their
loans, as wekls a promissory note(s) for the loans. Counsedimg) promissory note(d$pr Direct Loans

are completedon StudentLoans.gov. Confirmation of completed counseling sesai@hgromissory
note(s)is provided from StudentLoans.gov to the FinangidlOfficethrough NSLD&hd COD

Counseling for Perkins Loans is conducted on MappingYourFuture.org. Confirmation of completed
counseling sessions is available for the FinardiDffice on MappingYourFuture.org. Students

borrowing Perkins Loans are requiredcmmplete a paper promissory note for the loan program. This
completed paper promissory note is provided to our Perkins Loan Administrator in the Business Office.

Students are notified of the amounts of various loan programs they are eligible to receivgththeir
Award Letter. The Award Letters provides an itemized listing of each loan program and corresponding
amount awarded (i.e.; Direct Subsidized, Direct Unsubsidized, Perkins).

Through our Consumer Information, loan counseling, and promissogsrsttidents are provided

information on:
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account

- the rights and responsibilities of the student with the respect to enrollment at the College and
receipt of financial aid

- GKS /2ttS3SQa NBTFTdzyR LRftAOes (KS NBIldZANBYSyi
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aid package
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Section 2: Institutional Eligibility

2.1 General Requirements

Eligibility and Certification Approval Report (ECAR) is completed and timely submitted by the Director of
FinancialAid. The Director keeps a copy of the submitted ECAR, any supporting documentation, and the
date that it was submitted. These documents are kept either electronically or indugog in the

FinancialAid Office.

The ECAR contains the following information:
- regarding the College and its eligibility
- accreditation

- state authorization

- College officials

- educational programs

- servicers

The Program Participation Agreement (PPA) is stored by the Director of Fikkdaiathe Financiafid
Office in ether an electronic or hardopy.

2.2  Updating Application Information
Changes on the ECAR are reported by the Director of Fin&idlay submitting an updated ECAR

The following changes are reportadd approval is required before disbursing funds

- change in accrediting agenoy state authorizing agency

- change in institutional structure

- increase in the level of educational programs beyond the scope of current approval

- addition of nondegree programsr shortterm programsbeyord the scope bcurrent approval
- changes to the FSA programs for which the school is approved

- change irownership orthe type of ownership

- adding a location

¢tKS F2tf2¢gAy3 OKFy3aSa INBE NBLR2NISR: odzi R2 y2i NB
- change to namef school, CEO, president, chancellor, chief fiscal officer, or chief financial
officer
- change in the individual designated as the lead program administrator for the FSA programs
- change in governance of a public institution
- a decrease in the levef program offering



- change from or to clock hours or credit hours

- address change for a principal location

- nameor addreshange for other locations

- the closure of a branch campus or additional location that the institution was required to report
- adding a location

- OKIFy3aS (2 U Kplrtydetvikersahat@eal withkttie RSN program funds

The Director of Financidlidis responsible for providing any additional information and responses as
requested as part of any ECAR updates.

2.3 Admission Policy for Public dPrivate Nonprofit educational institution, Proprietary
Institution of higher education, andPostsecondary Vocational Institution

Davis & Elkins College seeks to enroll students with academic and personal qualities that indicate
potential for intellectual, social, and spiritual growth without regard to the applicant's race, color, sex,
religion, ancestry, national origin, age, sexual orientation, disability, veteran status, gender
identification, or genetic information or any datharacteristic protected by federal, state, or local law.

A basic premise of the College's admission policies is that all applicants will be reviewed individually to
determine if they are capable of successfully meeting their responsibilities as a8CEKisis student

and benefiting from the personalized educational experience the College provides. The Admission and
Academic Standing Committee of the Faculty Assembly makes recommendations concerning guidelines
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demonstrate potential for further achievement, who are active at school, who demonstrate a record of
service in the community, and who represent diverse cultures and backgrounds.

The Office of Admissiorperates on a rolling admission basis. Applications for admission are reviewed
as they become complete and students are notified of the College's decision as soon as it is made.
Although there are no specific deadlines for applications (with the excepfitnternational Students)
students are encouraged to apply as early as possible to ensure maximum financial aid consideration
and course selection.

Admission of Freshman Students
Students interested in firsgear admission are required to:

1) Complete tk application and return it to
Office of Admission

Davis & Elkins College

100 Campus Drive Elkins, WV 263996

or apply on line at www.dewv.edu



2) Request that an official transcript of the current high school record or the official General Education
Development (GED) test results or certificate be forwarded to the College.

3) Submit either SAT or ACT results. Nursing program applicants may also be required to submit the
results of the ATI TEAS exam results.

4) Complete a minimum of 14 academic oll@ge preparatory units, including the following courses at

the high school level:
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(An interview with a member of the Admission staff is strongly encouraged prior to the admission
decision.)

Exceptions may be made to high school unit requirements, with the provision that the student complete
specific collegdevel course work.

High schol students must achieve a minimum 2.5 cumulative GPA (ninth through twelfth grade) to be
admitted to Davis & Elkins College. Students who submit a transcript with a cumulative GPA below a 2.5
must schedule an interview with the Office of Admission, afteich an acceptance decision will be

made.

For some students, the Test of English as a Foreign Language (TOEFL) or International English Testing
System (IELTS) may be required. Students must earn a minimum score of 500 on the paper version of
the TOEFL;minimum score of 190 on the computer version; or a minimum score of 63 on the internet
version of the test. Students must earn a minimum score of 5.0 on the IELTS.

In addition to the above, applicants must meet any applicable academic program admission
requirements (see Program Specific Admissions Requirements section), as well as submit evidence of
immunizations, including Hepatitis B, Meningococcal, afAP.

Favorable consideration will be given to applicants who exhibit qualities of leadershifgiavko
athletic, artistic, musical, or other talents; and who have a record of participation in-extrecular
actvities.

Davis & Elkins College reserves the right to deny any applicant consistent with law. It also reserves the
right to consider applicas who may not meet the usual criteria for admission when those applicants
show promise of benefiting from an education at Davis & Elkins College. The Office of Academic Affairs



may set conditions, which such applicants must meet in order to be consideggmbd academic
standing.

Admission of Homeschooled Students
Homeschooled students are expected to adhere to the entrance requirements for freshman student
admission.

The College recognizes that the transcripts of homeschooled students may diffethiseenof
traditional high school students. Regardless of format, the applicant's transcript should include:

1) All courses taken, including those in progress, and the academic year and semester in which each was
taken

2) Assessment of performance (letigrades, percentages, portfolio commentary, etc.) and an
explanation of any applicable grading scales

In some cases, homeschooled applicants may be asked to submit additional information describing their
curriculum, such as detailed course descriptiond taxts used, as well as a writing sample. An interview
with a member of the Admission staff may also be required. Homeschooled applicants may also be
asked to take the GED (General Education Diploma) and provide the official certification of a passing
scae. If the homeschooled applicant has completed coursework concurrently at a high school or
college, an official transcript(s) from the institution(s) must be sent to Davis & Elkins to complete the
applicant's file.

Admission of International Students

Daus & Elkins College is interested in receiving applications from qualified international students. Davis
&Elkins College offers a limited number of scholarships and grants to international students. All
international applicants, especially those who woliké maximum consideration for financial

assistance, should consider submitting the results of the Scholastic Assessment Test (SAT I).

All international students whose native language is not English are required to submit the results of
TOEFL exams (Te$tEnglish as Foreign Language) score in addition to all other requirements for
acceptance to Davis & Elkins College. Davis & Elkins College must receive the official score report of a
TOEFL examination. Information regarding the Test of English as grfHoseguage can be secured

from the TOEFL/TSE, Registration Office, P.O. Box 6152, Princeton, N6XEBH41SA. International

students must earn a minimum score of 500 on the paper version of the TOEFL; a minimum score of 190
on the computer version; at minimum score of 63 on the internet version of the test, or a minimum

score of 5.0 on the IELTS.
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and September 30th for spring.



International 8udents seeking admission to Davis & Elkins College must submit:
1) A completed application

2) Official transcripts of all high school and college work (sent by and attested to by an authorized school
official and translated into English) Transcriptsaieed from institutions outside of the United States
must be evaluated (courday-course) by the (WES) World Education Service;

3) Official ACT, SAT, TOEFL, or IELTS scores (unless the student is transferring from an English speaking
institution); and

4) A completed Certification of Finances form

In addition to the above, international student applicants must meet any applicable academic program
admission requirements (see Program Specific Admissions Requirements section), as well as submit
evidence ofmmunizations, including Hepatitis B and Meningococcal, aDdF. Moreover,

international students will be required to provide evidence of health insurance.

An F20 can only be issued once the student has been granted acceptance, official documeritation o
financial support has been received, and a $2,200-mdnndable deposit has been made. The deposit
gAff NBaAaSNBS (KS aiddzRSyiaQa LI IOS Ay (KS AyO2YAyS3

Admission of Transfer Students

Students applying for transfer admission should have a minimurde3?Paint Average (GPA) of 2.5 0n a
4.0 scale from a regionally accredited institution. Students who submit a transcript with a cumulative
GPA below a 2.5 must schedule an interview with the Office of Admission, after which an acceptance
decision will be mde.

Transfer credits will be evaluated to determine their equivalency to Davis & Elkins College courses in
accordance with established Academic Credit Evaluation guidelines (see below). All transfer credit, if
accepted, is awarded as credit. The Collezgrves the right to reexamine students over any transfer
work. The College will not evaluate transfer work until a final, official copy of the transcript has been
submitted. A maximum of 62 semester hours credit from regionally accredited communityecolleg
programs may be transferred. Transfer students need to work carefully with their advisors to become
fully familiar with academic policies and practices. Special conditions for Graduation Honors and other
programs are carefully outlined in the Catalog aweed to be read in order to avoid misunderstandings.
Students are responsible for knowing requirements for their majors, minors, assessment, core courses,
and other essential information.

Subject to approval by the academic Department or Division CGlmirses completed at another
institution may be used to satisfy requirements in a major; however, at least 15 semester hours in the
major must be completed at Davis & Elkins College. (Note: the specific number of residency credits in



the major varieswitff S OK RS3INBS LINPINF YO P a2NB2PFSNE LIdzNA dzh
requirement, bachelor degree students must earn at least 36 semester hours of credit in residence at

D&E; including the final 26 taken immediately prior to graduation. Associate degideEnss must earn

at least 28 semester hours of credit earned in residence at D&E; including the final 20 hours taken

immediately prior to graduation.

A student who has completed fewer than 24 semester hours of college credit in transfer will be
consideral for placement in or exemption from the Foundation Courses.

A transfer student must be in good social standing at his or her previous institution. Transfer students
are required to submit the following items:

1. A completed online or hard copy appliceatiform;
2. Official copies of all college transcripts; and
3. An official high school transcript or equivalent; and

4. Official ACT, SAT, TOEFL, or IELTS scores (unless the student is transferring from an English speaking
institution). Students must earn a minimum score of 500 on the paper version of the TOEFL; a minimum
score of 190 on the computer version; or a minimum score of 63 on the internet version of the test.
Students must earn a minimum score of 5.0 on the IELTS

Nursing program applicants may submit the results of the ATI TEAS exam.

In addition, transfer applicants must meet any applicable academic program admission requirements
(see Program Specific Admissions Requirements section), as well as submit esfdemmanizations,
including Hepatitis B, MeningococcaDAP.

Transfer Credit Evaluation Criteria and Guidelines

Every transfer student admitted to the College is given individual attention. Evaluation of transcripts

from other colleges and universitiesoverseen by the Office of the Registrar, which adheres to
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Elkins refrains from the transcription of credit from other institutions that it will not apply to its own

programs.

When questions arise regarding a course equivalency or learning outcomes, Registrar Office staff consult
with the appropriateDepartment or Division Chair.

The following criteria will be used in the evaluation of transcripts submitted to Davis & Elkins College:



1. A minimum grade of C or better from a regionally accredited college or university. Gradesef C
not acceptablainless such a grade carries quality points of 2.0. Certain programs require higher than a
G/ ¢ ANIRS Ay YIFI22NJ O2dzZNASaAT

2. Credit for developmental courses does not apply towards graduation;

3. Grades of P (Pass) oiSat(sfactory are generally not accegd for transfer. Some programs do allow
for exceptions to this policy; in such instances, each course is evaluated on an individual basis;
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completedat another regionally accredited institution may be accepted in transfer within the general
education or major component of a degree program; each exam is evaluated on an individual basis;

5. Course work completed through a branch of the military wilhlwarded based on the
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Educational Experiences in the Armed Services;

6. Davis & Elkins College participates in the Advanced Placement Examination Program (#d®) and t
College Level Examination Program (CLEP). If accepted, these credits are considered Davis & Elkins
College credits and are processed through the Office of the Registrar;
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accepted in transfer are not included in the computation of cumulative grade point averages;

8. Online laboratory courses are generally not accepted in transfer within the general education or
major component of a degree program,f@ugh each is evaluated on an individual basis;

9. Transcripts received from institutions outside of the United States must be evaluated (byurse
course) by the (WES) World Education Services. Davis & Elkins College will generally follow the
recommendaions of this service. Individual programs within the College reserve the right to refuse any
credit recommendations made by World Educational Services;

10. Only official transcripts will be evaluated. Any +amaredited school credits will be assessedHgy

Department or Division Chair in which the course resides. This official evaluation is done after the

student has submitted the enrollment deposit. The Office of the Registrar is responsible for the official
transfer of credit. Official transcripts froall colleges or universities attended must be on file at the
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11. All courses from Davis & Elkins College and all transfer credits that will be appized gpaduation
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exceptions to this policy may be submitted to the Registrar, who will consult with the Vice President for
Academic Affairs and the appropriadepartment/division chairperson or faculty member



Note: The above criteria does not replace existing provisions of an academic program that are more
restrictive in nature.

Transfer Credit Appeal Process

Upon completion of the credit review processessjdents will be notified of the decision by the Office of
the Registrar. A student wishing to challenge course credits deemed ineligible for credit must file a
written appeal with the appropriate department or division chair. Within ten business daygseipt of
the appeal, the chair will notify the student of the results of the review. Any changes will be
communicated to the Office of the Registrar for official processing.

A student dissatisfied with the results of the appeal may submit a written dppehe Vice President

for Academic Affairs for a final review. The Vice President for Academic Affairs provides dated
acknowledgement of receipt of the appeal to the student. Within ten business days of receipt of the

appeal, the Vice President for Acawlie Affairs will notify the student of the results of the review. Any

changes will be communicated to the Office of the Registrar for official processing. The Vice President
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Articulation Agreements

Eastern West Virginia Community and Technical College

Davis & Elkins College (D&E) agrees to articulate Eastern West Virginia Community and Technical
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have successfully completed the EWVC&TC associate degree program in the respective bacleelor degr
program being pursued at D&E. Under this articulation agreement:
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foundation, fundamental and developmental courses
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to transfer students.

Dabney S. Lancaster Community College



Davis & Elkins College (D&E) agrees to articulate Dabney S. Lancaster Community College (DSLCC)
Associate Degree programs leading to D&E Bachelor Degrees listed herewith as approved 2+2 programs:
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Under this articulation agreement, admissionde 9 Qa . { FyR . ! LINPINF YA Aa NI
have successfully completed the DSLCC associate degree program in the respective bachelor degree
program being pursued at D&E. Under this articulation agreement:
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foundation, fundamental and developmental courses
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o Adherence to these recommendations better assures DSLCC students can expedite meeting all
D&E graduation requirements
0 Additional D&E academic programs, not meeting the 2+2 threshold, are available to DSLCC
students
0 DSLCC students can explore all D&E programs at: www.dewv.edu

Admission of Noibegree Seeking Students

A student not wishing to pursue a course of study leading to a degree and who qualifies for admittance
with a minimum of a high school diploma or B may enroll as a nategree seeking student. The
student must maintain a C average in order to be enrolled at the College for the subsequent semester.

Visiting students who seek temporary admission to Davis & Elkins College in order to accumulate credit
for transfer toward completion of degree requirements at another institution are welcome. Written
permission to register for specific courses must be obtained from the degree granting institution and
submitted along with application materials to the @&iof Admission.

Conditional Admission

Davis & Elkins reserves the right to admit applicants who do not meet the standard criteria for
admission, but who show promise of benefitting from a Davis & Elkins education. Such applicants may
be admitted conditimally. The decision to admit applicants conditionally is made on alpasase basis




by the Office of Academic Affairs. Applicants admitted conditionally may be required to meet any
number of specific conditions, including, but not limited to:

wEnrollment in one or more Foundations courses.
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Program Specific Admission Requirements

Admission to the Teacher Education Program
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(4055 hours), immediately after having met the requirements listetblwe Transfer and returning
students apply as soon as they are eligible.

The filing of an application by prospective educators declaring themselves as candidates to complete an
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students as candidates for teaching licensure relies on satisfying admission criteria. The criteria for

admission includes the following requirements:

1. Minimum of 2.5 cumulative individual grade point average (GPA) and a member of a cithart w
minimum 3.0 GPA average. The 3.0 GPA cohort grade point average is calculated yming acéle

that includes all core subject coursework in the calculation (electives not required for general education
or the major or minor are not included). Gart ACT or SAT scores must be in the top 50 percent of the
distribution from 20162017; the top 40 percent from 2013019; and top 33 percent by 2020.

2. Successful disposition screening assessment ratings.

3. Required performance as per the WV Liceasigsting Directory on the WVDE website on the Praxis®
Core Academic Skills for Educators (CASE) in Reading, Writing, and Mathematics (or meet the WV
Department of Education exemption waiver requirements for composite scores from a single
administration ofthe ACT or the SAT).

4. Grade of C or better in ENGL 101A, EDUC 120, and COMM 107A (or approved equivalent) te meet pre
professional WVDE competency requirements for grammar, usage, and mechanics skills; speaking,
listening; technology and communication.

5. Grade of C or better in all required Professional Education and Content Specialization courses taken to
that point;



6. Recommendations for admission from the (1) EDUC 100/100L and EDUC 120 instructor(s), (2) ENGL
101A instructor, (3) COMM 107#structor, and (4) academic advisor;

7. Preadmission paperwork, including biographical information, declaration of major and minor, audit
report; and other documents as specified, completed and submitted to the certification analyst by the
due date;

8. Evidence of successful field experience placements (LiveText entries and course grades);
9. Clear background check via fingerprints and proof of negative TB screening; and
10. Recommendation of Education Department Review Panel (EDRP).

If a student igleficient in any of the above-8 requirements, the student may apply to the EDRP for a

one semester, nonrenewable, Provisional Admission. Generally, Provisional Admission is appropriate if
the student has a reasonable chance to remediate the deficientynithe one semester period. The

EDRP can make specific recommendations for remediation as a condition of Provisional Admission.
Provisional Admission is also appropriate for transfer students who may not have taken one of the
required classes. It may alprovide additional time and support for individuals from undepresented
groups in teaching (i.e. minorities, international students, English language learners, students with
disabilities, and so forth) to meet the standards for entry into the program.

Admission to the Associate Degree Nursing Program

Admission to the associate degree nursing program is competitive. Applicants must be academically and
psychologically prepared for admission or readmission. The number of students enrolled in a clinical
nursing course is limited by clinical facilities and number of faculty available.

Associate Degree Nursing Admission Requirements

The Catalog reflects the admission requirements at the time the Catalog was printed. Please visit the
Nursing Program websit http://www.dewv.edu/nursing/nursing.cfm for any modifications to
admission requirements.

Applicants who are recent High School graduates must meet the following requirements in addition to
the College entrance requirements:

1. High school GPA of 3.0 a 4.0 scale;
2. College math placement testing into FND 112A or greater;

3. An ACT composite score of 20 or SAT score ofMéth, 500- Verbal (must have been taken within
the last two years);



4. Completion of Assessment Technologies Institute, @n@ATI) Test of Essential Academic Skills (TEAS)
with a minimum Composite score of 64 percent. Students may only take the exam two times per year.
Both attempts must be completed prior to August 1st.

5. Completion of 8 hours of college level anatomy phgsiology with a grade of C or better; and

6. Students who initially do not meet the requirements for admission to the nursing program may elect
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not fully met after 2 academic years at D&E with completion of all requirements prior to August 1st, the
student will not be considered for admission to the nursing program

Applicants who have a GED equivalency diploma must meet the following requirements:

1. College math placement testing into FND 112A or greater;

2. Completion of 8 hours of college level anatomy and physiology with a grade of C or better;

3. Completion of the Assessment Technologies Institute, Inc. ® (ATI) Test of Essential Academic Skills
(TEAS) with a minimum Composite score of 64 percent. Students may only take the exam two times per
year. Both attempts must be completed prior to August 1st; and

4. Students who initially do not meet the requirements for admission to the nursing progeanelect
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not fully met after 2 academic years at D&E with completion of all requirements prior to August 1st, the
student will not be considered for admisa to the nursing program

Applicants who are TransferAmouse candidates must meet the following requirements:

1. Completion of at least 12 credit hours of college level courses with a cumulative GPA of 3.0 or better;
2. College math placement testiimggo FND 112A or greater;

3. Completion of 8 hours of college level anatomy and physiology with a grade of C or better;

4. Submission of copies of all academic transcripts;

5. Completion of the Assessment Technologies Institute, Inc. ® (ATI) TesgrdiaEd\cademic Skills

(TEAS) with a minimum Composite score of 64 percent. Students may only take the exam two times per

year. Both attempts must be completed prior to August 1st; and

6. Transfer students who have failed a nursing course at anothetuitnsh will be allowed only one
failure in the program.



7. Students who initially do not meet the requirements for admission to the nursing program may elect
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not fully met after 2 academic years at D&E with completion of all requirements prior to August 1st, the

student will not be considered for admission to the nursing program

Provisional Admission to the Associate Degree Nursing Program

Students whdhave a cumulative GPA of 2:999 and meet all other admission requirements may

appeal for provisional admission into the nursing program. Students must request provisional admission
into the nursing program in writing to the Chair of the Division of grbefore August 1st and provide

a justification for the request.

If admitted provisionally the student must:
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these requirements, he or she will bdlfuadmitted to the program. If the student has not met these

requirements, he or she will be dismissed from the program.

All students who have not met the requirements for admission into the Nursing program or who decide
to leave the Nursing program wilke required to meet with an advisor or Chair of the Division of

Nursing.

Applicants who are Licensed Practical Nurses must meet the following requirements:

1. Proof of licensure as a LPN;

2. Submission of copies of all academic transcripts;

3. Submigsen of two (2) letters of recommendation, one of which must be from the most current health
care supervisor or instructor;

4. College math placement testing into FND 112A or greater; and
5. Achieve a score of 120 or 70 percent or better on the Naticeadwe of Nursing (NLN)

Comprehensive Exam for Licensed Practical Nurses. Based on successful completion of this exam the
student is awarded the following credit:



o0 NURS 100A,; Introduction to Nursing; 6 semester hours

o0 NURS 107; Nutrition; 3 semester hours

o NURS 108; Introduction to Pharmacology; 1 semester hour
o BIOL 107; Anatomy; 4 semester hours

o BIOL 108; Physiology; 4 semester hours

0 PSYC 200; Life Span Development; 3 semester hours

o Electives; 3 semester hours

o Total: 24 semester hours

Readmission after Experiencing an Interruption from Regular Progression

Students who withdraw or take a Leave of Absence from the program at any point must apply for
readmission in writing to the Division of Nursing. Students applying for readmissiba pyagram will

be evaluated according to the guidelines in the current catalog. Past performance in both clinical and
theory portions of the program will be used to evaluate an applicant for readmission and the following
documentation will be required:

wTranscripts of all previous academic work;

w ! YSRAOIf F2N¥Y O2YLX SGSR o6& | fAOSyaSR LIKe&&aAOAl
w 9FARSYOS 2F OdNNByd LINRPTFSaarzylf tAFoAfAGE | yR
w 9YNRffYSYyd Ay Cb5 wmcnT bdNBEAY3I {OKz22f {dz00Saa {

Students who are admitted to the nursing program must complete the degree within four (4) academic
years from the time of initial admission to the program.

Admission to the RIBSN Completion Program

Prospective students will be identified, and qualifegzplicants will be solicited. Qualified registered
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contingent upon review of their academic record and space availability. Each applicate must possess an
unrestricted license to practice as a registered nurse and a minimum cumulative GPA of 2.5oima 4

scale from a regionally accredited institution with a nationally accredited nursing program.

Applicants with Criminal Backgrounds

Davis & Elkins College isvumitted to ensuring that students have the ability to benefit from the
education received at the College. Certain affiliates associated with the College require that students
placed in their facility for clinical/internship/field placement experiencesrcdeeriminal background
check prior to placement. Students whose background check reveals a criminal history may be
prevented access to the clinical site, and as a result, the student may not have sufficient clinical
experience to successfully complete thimgram. Additionally, licensing boards for nursing and teaching
professions may deny the individual the opportunity to sit for an examination if an applicant has a
criminal history.




Acceptance of the Admission Decision

Davis & Elkins College subscriied (G KS /' yRARI G4SQa /2YY2y wSLX @& 51
term should indicate their intention to enroll by submitting the $100 advance payment, preferably by

May 1st. This advance payment is not refundable, but it will be applied to the twades in effect for

the semester a student enrolls.

[N
N

Readmission

Students who withdraw on their own initiative or who have been suspended for academic deficiencies
or disciplinary action from Davis & Elkins College must apply for readmission. Apgbcaatsimission
must apply to the Office of Admission:

1) Must not be academically deficient and/or must agree to meet the conditions provided by the Office
of Academic Affairs and/or the Office of Student Life. These conditions may include, but are not
necessarily limited to:
w 9YNREfEfYSYyld Ay 2yS 2NJ Y2NB C2dzyRIiGA2ya O2dzNES
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2) Must have approval of the Vice President for Academic Affairs and/or Vice President of Student
Affairs.

3) Must be under no prior financial obligation to the College.

The following items are required for-sdmission:

1) A completed application; and

2) Official transcript(s) from any college attended other than Davis & Elkins.

In addition, if the studenapplying for readmission was suspended for academic deficiencies or
disciplinary action, a written letter must also be submitted to the appropriate Vice President presenting
evidence that all conditions for readmission have been fulfilled, includingaatten of any financial
obligations to the College. In some cases, a personal interview may be required by the office that
initiated the suspension. Moreover, a student may be required to submit paperwork completed by a
treatment provider addressing hig ber readiness to renroll; to be reviewed by the Behavioral
Intervention Team, which will provide a recommendation to the appropriate Vice President.
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Readmission to the Associate Degree Nursing Program

Students who withdraw from the college or take a Leave of Absence from the program at any point
must apply, in writing, for readmission to the Nursing Program. Students applying for readmistien t
program will be evaluated according to current admission guidelines. Past performance in both clinical
and theory portions of the program will be used to evaluate an applicant for readmission and the
following documentation will be required:

1. Transcripts of all previous academic work;

2. A medical form completed by a licensed physician;

3. Evidence of current professional liability and personal health insurance; and

4. Completion of the required remediation.

Readmission to the RBISN Degre€ompletion Program

Students who withdraw from the program at any point must apply online, for readmission to the
Nursing Program. Students applying for readmission to the program will be evaluated according to

current admission guidelines. Past performame both clinical and theory portions of the program will
be used to evaluate an applicant for readmission and the following documentation will be required:

1. Transcripts of all previous academic work;
2. Evidence of current unrestricted license togiiree nursing; and
3. Employment verification form.

4. Approval of the Coordinator of the FB6N Degree Completion Program

2.4 State Authorization

Davis & Elkins College is authorized to provide postsecondary educational programs by the following
state authorizing agencies:
- WYV Department of Education

Capitol Complex Building 6

1900 Kanawha Boulevard, East

Charleston, WV 25308330

(304) 5582681



(304) 5580048

http://wvde.state.wv.us

WV Higher EducatioRolicy Commission
1018 Kanawha Blvd., Easite. 700
Charleston, WV 25301

(304) 5580265

WV West Virginia Board of Examiners for Registered Professional Nurses
101 Dee Drive, Suite 102

Charleston, WV 25311620

(304) 5583596

(304) 5583666

rnboard@state.wv.us



http://wvde.state.wv.us/
mailto:rnboard@state.wv.us

Section 3: General Provisions

3.1 Certification

Renewal Certification
At least 90 days prior to the expiration of current period participation, the Director of Finaxidiaill
complete the Fedelg&App online in order to apply for recertification.

Change in Ownership

In the case of a change in ownership, the Director of FinaAaavill notify the DoE via-Bpp update.
In addition, required personnel will attend required Fundamentals Trawitigthe DoE. Required
personnel will be the individual in charge of financial aid programs at the College and the
President/CEO/or appointed designee.

Provisional Certification
In the case of a provisional certification, the Director of Finadddhlvill oversee the coordination of the
outlined provisions as a result of the Provisional Certification.

3.2 Title IV Refunds

The Financiahid Office is required by federal statute to recalculate federal financial aid eligibility for
students who wihdraw, drop out, are dismissed, or take a leave of absence prior to completing 60% of a
payment period or term. The federal Title IV financial aid programs must be recalculated in these
situations.
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If a student leaves the institution prior to completing 60% of a payment period or term, the Finaitcial
Office recalculas eligibility for Title IV funds. Recalculation is based on the percentage of earned aid
using the following Federal Return of Title IV funds formula:

Percentage of payment period or term completed = the number of days completed up to the
withdrawal datedivided by the total days in the payment period or term. (Any break of five days
or more is not counted as part of the days in the term.) This percentage is also the percentage of
earned aid.

Funds are returned to the appropriate federal program basetherpercentage of unearned aid using
the following formula: Aid to be returned = (100% of the aid that could be disbursed minus the



percentage of earned aid) multiplied by the total amount of aid that could have been disbursed during
the payment period oterm.

If a student earned less aid than was disbursed, the institution would be required to return a portion of
the funds and the student would be required to return a portion of the funds. Keep in mind that when
Title IV funds are returned, the studebbdrrower may owe a debit balance to the institution.

If a student earned more aid than was disbursed to him/her, the institution would owe the student a
postwithdrawal disbursement which must be paid within 120 days of the student's withdrawal.

The insitution must return the amount of Title 1V funds for which it is responsible no later than 30 days
after the date of the determination of the date of the student's withdrawal.

Refunds are allocated in the following order:

Unsubsidized Federal Staffdtdans

Subsidized Federal Stafford Loans

Unsubsidized Direct Stafford Loans (other than PLUS loans)
Subsidized Direct Stafford Loans

Federal Perkins Loafisrogram end 1718)

Federal Parent (PLUS) Loans and Graduate Plus

Direct PLUS Loans

Federal Pell Grants for which a Return of funds is required
ACG Granfprogram end 1€L1)

SMART Grar{program end 1€.1)

Federal Supplemental Opportunity Grants for which a Return of funds is required
Federal Teach Grants for which a Retunrecuired

Eegegeegeeeeeeee

A student who begins attendance and does not officially withdraw during a term but fails to earn a
passing grade in at least one course offered over that term will have his/her financial aid reviewed and
may be required to return a portion of affipancial aid received. Unless documentation can be

provided by the student that verifies the academic term was completed, the institution must assume,
for Title IV and state aid purposes, that the student has unofficially withdrawn and must recatbelate
a0dzRSYy G Qa ¢ -middligibility Baset ghfhe d@ssumptiGh that the student completed only 50%
of the term. This review and return of financial aid is completed in accordance with federal guidelines.

Students are notified of this policy thmgh the annual distribution of our Consumer Information.

3.3  Compliance Audits and Audited Financial Statements



Federal regulations require a compliance audit every fiscal year. Each audit must cover the time period

since the last audit. Davis&ElW & / 2f £ S3SQa FAaOlIt &SIFNJ SyRa wdzyS «
auditor. Auditors review a sample of student files to ensure the Finafid&ffice is in compliance

with federal, state and institutional policies. Any exceptions found duttie audit will be addressed.
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the Board of Trustees. The Business Offiea uploads the report to the government using the online

submission site of2Audit. Federal reviews are conducted by the United States Department of

Education on a basis determined by the department.
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randomly select a sgific number of students from each of the Title IV programs. The files are pulled
and given to the auditors. Any additional assistance requested is responded to promptly.

3.4 Consumer Information

Consumer Information is distributgatior to Octoberlstto all enrolled students annually via email to
a0dzRSyGaQ OF YLIza SYIFAf | O02dzyidade 91 OK aiddzRSyd N
federal requirement to distribute consumer information. In that email, a link is provided to our

Consumer Iformation page on our College websitatp://www.dewv.edu/consumerinformation).

Students are notified that they have the option to request a paper copy of our Consumer Information.
Information on he Consumer Information page is updated in a timely manner as applicable.

o
O

35 Verification

Verification is the process of confirming the accuracy of student reported data on financial aid

applications. To meet federally mandated responsibilities for financial assistance protirar@dfice

of FinanciaAid verifies the accuracy of the appligans of new and continuing financial aid recipients

that are selected by the Central Processing SystemqCPS)¢ KS / 2f f S3SQa *SNATAOI (.,
federal guidelines for verification as outlined in the Federal Application Verification Guide (AV/G).
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A CPSselected tudent will be asked to submit copies of his/ her own and, if appropriate, his/her
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factors including household size, assets, and the number of familyb®enmncollege may also be

requested. CRSelected students will be notifieid a timely mannethrougha postal mail letterutilizing

the federallysuggested text

- that they have been selected by CPS to have their FAFSA data verified


http://www.dewv.edu/consumer-information

- the documents rguested for verification

- the steps necessary for completing verification

- the contact information for our office for assistance and/or questions

- that it is recommended to complete verification and submit all documentation prior to the start
of the temm in which they wish to receive assistance

- that they must complete verification and submit all documentation three weeks prior to the end
of the academic term in which they wish to receive assistance

- that failure to complete verification prior to theeat of the term in which they wish to receive
assistance will result in the student being barred access to grade records and registering for
subsequent terms of enroliment until verification has been completed

- that failure to complete verification threeeeks prior to the end of the academic term in which
they wish to receive assistance will result in the student forfeiting federal financial assistance for
thattermdzy' f Sad GKSe& O02YLX SGiS OSNATAOFGAZ2Y o0& GKS
and are eligible for a late disbursement

- that any corrections that need to be made will be made by the FinaAa#ffice

- that any changes in EFC and/or aid eligibility due to corrections made will be communicated to
the student in writing via an upded Award Letter sent in a timely manner via postal malil

T<

CPselected studentsnust submit all requested documents to the Finangi@ Officeand complete
verificationbefore financial assistanagill be paidtoi KS &G dzZRSy 1 Qa OKI NBEM®AT { KS NX
resulting overpaymentfom interim disbursements

The verification process is intended to establish an accurate baseline award package for each student
and reduce the amount of paperwork a student will be asked to submit in subsequent yeavevéip

tax transcripts or other documents may be required for renewal applicants if their application
information appears to be inconsistent with that of the previous year(s). If verification documents are
request, the student must submit all requested dagentation three weeks prior to the end of the
academic term in which the student is planning to receive aid.

Verification for CRSelected students must be completed prior to any professional judgement
adjustments.

3.6  Professional Judgment & Dependey Overrides

The Office of Financi&lidwill exercise professional judgement on a chyecase basis using data
collected that best represents current student and family circumstarfegsvill not be exercised

routinely on particular classex students, to circumvent the regulations or law, to make an otherwise
independent student dependent, without documentation, based on a generally prevailing condition, or



prior to a CPSelected student completing verification. PJ is award year spaaifiés not projected
beyond the award year for which it is done.

If a PJ decision relates to need analysis, the Office of Fin&idiaill only change the data elements
reported on the FAFSA. These changes will be submitted to CPS for processimptiinetics a PJ
adjustment.

PJ is not used to offer dependent students unsubsidized Direct loans without requiring the parents to
file a FAFSA. PJ is also not used to refuse certification/origination for an eligible loan for a student.

Students wishingp make a PJ appeal can complete a Special Circumstance Form with the Office of
FinancialAid. The form provides students with guidance for making their request and the appropriate
documentation that is required.

Dependency Overrides are evaluated on a dasease basis and documented. Students may complete

a Request for Dependency Review form with the Office of Finahiciad request a review of their

current dependency status. PJ is only used to make a demestiedent independent, and not used to

make an independent student dependent. The Request for Dependency Review form provides students
with guidance for making their request and the appropriate documentation that is required. The form
also provides studdns with examples of cases where dependency override is appropriate and also
examples of cases where dependency override is not appropriate.

DO is never made using the following examples:

- LI NSy ida NBEFdzasS G2 O2yiNARodziS (2 (GKS aiddzRSyidQa
- parentsare unwilling to provide information on the FAFSA or for verification

- parents do no claim the stient as a dependent for incontax purposes

- student demonstrates total sefufficiency

There must be some documented unusual circumstance that establesls&udent as one where an

expectation of parental tie is not appropriate.

If a student is verified as an unaccompanied youth who is homeless, documentation is provided by
either a director, or designee, of an emergency shelter or a transitional hopsiggam funded by

HUD, a director, or designee, of a homeless youth basic center or transitional living program; or a high
school or school district homeless liaison; or a financial aid administrator. If a financial aid administrator
determines homelessrss, it is done or a cad®y-case basis and documented.

If a student is verified as an unaccompanied youth who is at risk of homelessness ante{gos8ifg,
documentation is provided by either a director of designee of a homeless youth basic center or
transitional living program, or a financial aid administrator. If a financial aid administrator determines
homelessness, it is done or a cdsecase basis and documented.



In order to be considered a homeless youth the student must be under the ageoofsf in high

school.

3.7

Misrepresentation

The College assures that it does not provide false, erroneous, or misleading statements considering:

The particular type(s), specific source(s), nature and extent of its accreditation

Whether astudent may transfer course credits earned at the school to any other school

Whether successful completion of a course of instruction qualifies a student for:

- Acceptance into a labor union or similar organization; or

- To receive, to apply to take oo take the examination required to receive, a local, State,
or Federal license, or a nongovernmental certification required as a precondition for
employment, or to perform certain functions in the States in which the educational
program is offered, or to met additional conditions that the institution knows or
reasonably should know are generally needed to secure employment in a recognized
occupation for which the program is represented to prepare students

The requirements for successfully completing tdoairse of study or program and the

circumstances that would constitute grounds for terminating the student's enroliment;

Whether its courses are recommended or have been the subject of unsolicited testimonials or

endorsements by

- Vocational counselorsigh schools, colleges, educational organizations, employment
agencies, members of a particular industry, students, former students, or others; or

- Governmental officials for governmental employment;

Its size, location, facilities, or equipment;

Theavailability, frequency, and appropriateness of its courses and programs to the employment

objectives that it states its programs are designed to meet;

The nature, age, and availability of its training devices or equipment and their appropriateness

to the employment objectives that it states its programs and courses are designed to meet;

The number, availability, and qualifications, including the training and experience, of its faculty

and other personnel;

The availability of pasime employment orother forms of financial assistance;

The nature and availability of any tutorial or specialized instruction, guidance and counseling, or

other supplementary assistance it will provide its students before, during or after the

completion of a course;

Thenature or extent of any prerequisites established for enrollment in any course;

The subject matter, content of the course of study, or any other fact related to the degree,

diploma, certificate of completion, or any similar document that the studetu Iz, or is,

awarded upon completion of the course of study;



- Whether the academic, professional, or occupational degree that the institution will confer
upon completion of the course of study has been authorized by the appropriate State
educational agecy. This type of misrepresentation includes, in the case of a degree that has not
been authorized by the appropriate State educational agency or that requires specialized
accreditation, any failure by an eligible institution to disclose these facts iadvsrtising or
promotional materials that reference such degree; or

- Any matters required to be disclosed to prospective students under 668.42 and 668.43.

- Offers of scholarships to pay all or part of a course charge

- Whether a particular change is tleistomary charge at the school for a course

- The cost of the program and the institution's refund policy if the student does not complete the
program;

- The availability or nature of any financial assistance offered to students, including a student's
responsibility to repay any loans, regardless of whether the student is successful in completing
the program and obtaining employment; or

- The student's right to reject any particular type of finanaiial or other assistance, or whether
the student must apply for a particular type of financial aid, such as financing offered by the
institution.

- That the school is connected with any organization or is an employment agency or other agency
providing autlorized training leading directly to employment

- The institution's plans to maintain a placement service for graduates or otherwise assist its
graduates to obtain employment;

- The institution's knowledge about the current or likely future conditions, censation, or
employment opportunities in the industry or occupation for which the students are being
prepared,;

- Whether employment is being offered by the institution or that a talent hunt or contest is being
conducted, including, but not limited to, thdz3 K G KS dzaS 2 F LIKNJ} aSa & dzOK
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- Government job market statistics in relation to the potential placement of its graduates; or

- Other requirements that argenerally needed to be employed in the fields for which the
training is provided, such as requirements related to commercial driving licenses or permits to
carry firearms, and failing to disclose factors that would prevent an applicant from qualifying for
such requirements, such as prior criminal records or preexisting medical conditions.

3.8 Documentation

All applications for federal student aid are matched with Social Security records to verify name, date of

birth, U.S. Citizenship status, the SoSeaturity number, and possible date of death. If a citizenship

status is unable to be confirmé@dzNA y3 (G KS LINRPOSadaaAiAy3a 2F | aiddzRSyidQa
will be notified in a timely manner by the Office of Finangial This notificatiorlets the student know:



- that they must confirm their citizenship status prior to be eligible for federal financial assistance
- the documents that are applicable forms of proof of citizenship
- that they must submit proper documentation prior to 3 weelefdre the end of the term in
which they wish to receive federal financial assistance
- that failure to provide sufficient documentation to confirm their citizenship status will result in
ineligibility for federal financial assistance

If a student must pove their status as a citizen or national, the following forms of documentation are

accepted as proof:

- I O02L® 27F (KS a tediR@ngtha the siulleNtlivisorOSthELUAITEASEates,
includingPuerto Rico (on or aftefanuary 13, 1941%;uam, the U.S. Virgin Islands (on or after
Januaryl?7, 1917), American Samoa, Swdsiand, or the Northern Marianislands, unless the
person was born to foreign diplomats residinghe U.S.

- A U.S. passport, current or expirekcept limited passprts (whichare typically issued for short
periods such as a yeaAlso acceptable are State Department issued walieed passport cards
that can only be used for land and sea travel between the United States and Canada, Mexico,
the Caribbean, and Berrda.

- A copy of Form F240 (Consular Report of Birth Abroad);34S (Certificate of birth issued by a
foreign service post), or B850 (Certification of Report of Birth).

- A Certificate of Citizenship {d60 or N561) issued by USCIS to individwett® derive U.S.
citizenship through a parent.

- A Certificate of Naturalization (650 or N570) issued by USCIS (or, prior to 1991, a federal or
state court), or through administrative naturalization after December 1990 to those who are
individually natiralized.

3.9 Secondary Confirmation

Students required to undergo secondary confirmatidne to either receipt of conflicting information or

failure to pass automated secondary confirmatienll be provided documentation in writing providing:

- aclear explanation of the documentation the student must submit as evidence that he or she
satisfies the requirements

- 0KS adddzRSyiQa NBalLRyaAoAfAlGASa

- any applicableleadline for completing any action required

Within 10 business days of receiving theedmentary evidence of immigration status, the Office of
FinancialAid will complete the request portion of the Immigration and Naturalization Service (INS)
Document Verification Request For8@5, copy front and back sides of all immigratgiatus
documents received from the student and attach copies to the For®4G, and submit Form-845 and
attachments to the INS District Office.
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secondary confirmatio. If, at a later date, due tnew information being obtained that is conflicting, the

student is determined to not be an eligible noncitizen; the student will be notified and provided the

opportunity to contest the determination by submitting to the O#iof Financiahidany additional

documents that support their claim to be an eligible noncitizen. Documents that appear to support the
aGdzRSyiQa OflFAY INB adoYAGGSR G2 GKS ! ®o{d /AGAT Sy
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results.

3.10 Ability to Benefit
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Section 4: Federal Perkins Loan Progra(program end 1718)

4.1  Selection and Awarding of Students

The Office of Financial Planning awards Federal Perkins Loans to eligible students with exceptional need.
Exceptional need is defined by the institution as need of at least $500 after EFRS, grahscholarships
have been subtracted frormost of attendance.

Additional Criteria for 2028017 and 2012018 awardsunder the Extension Act

A loan awardnay be made through September 30, 201analigible current undergraduate student
who, on the date of disbursemertasan outstanding balance on a Réens Loan made by the College
and who has been awarded all Direct Subsidized Stafford Loan aid for which the student is eligible.

A loan award may be made through September 30, 2017 to an eligible new undergraduate student who,
on the date of disbursement, does not have an outstanding balance on a Perkins Loan made by the
College and who has been awarded all Direct Subsidized antdittized Stafford Loan aid for which

the student is eligible.

Awarding Direct Subsidized and Unsubsidized Stafford Lé#anandergraduate student who was

awarded a Direct Subsidized Loan and/or a Direct Unsubsidized Loan can decline one or btghrs the

02NJ NBIljdzSad  fSaaSNIFyYy2dzydooe 1 26SOSNE (KS aiddzRSy
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borrow that full amount.

Perkins Loan§hat Have Been Consolidatéd/hen a Perkins Loan is consolidated it is paid in full by the
Consolidation Loan. An undergraduate student who has consolidated his or her Perkins Loans does not
have an outstanding balance on a Perkins Loan, and is thetedated as a new undergraduate

student.

Subsequent Disbursements for Undergraduate Studdéhés eligible undergraduate student borrower
receives a disbursement of a Perkins Loan after June 30, 2017, and before October 1, 2017 for the 2017
2018 award gar the student may receive any subsequent disbursements of that Perkins Loan.

4.2  Master Promissory Note (MPN)

Eligible students wishing to receive a Federal Perkins Loan, must compete a Master Promissory Note.
¢CKS LINPYA&ZAZ2NE y20S Aa GKS tS3arftte oAyRAYy3 R20dzyS
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rates of repayment; deferment, forbearance, and cancellation provisions; credit bureau reporting; and
late charges, attorney fees, collections costs, and consequences of default.

Students will be providedreEDapprovedpaper Master Promissory Note byalOffice of Financial
Planning. Students are also required to complete online entramceexitcounseling through Mapping
Your Future (third party servicer). The online counseling session contains all deejgineents for
Perkins entrancand exitcounseling. Additionally, students must complete a Perkins Interview sheet
prior to first disbursement of their loan, whidwollects information important for contacting them at a
later date.

Perkins Master Prormssry Notes will not be altered after student endorsement. A new MPN is not
required annually, but may be requested by the student.

Davis & Elkins College does not require a minimum monthly payment amount for Perkins Loan
repayment.

4.3 Loan Disclosure

As part of the Master Promissory Ngtborrowers will be notified:

- of their rights and responsibilities underdtederal Perkins Loan Program
- that the loan can only be used for educational expenses

- that the loan must be repaid

In addition,borrowers will be annually provided the following information:

- the name and address of the school to which the debt is owed and the name and address of the
official or servicing agent to whom communications should be sent

- the maximum annual and aggreégeamounts the student may borrow

- the effect that accepting the loan will have on the borro®egligibility for other types of
student aid

- a statement of the total cumulative balance owed by the student to that school and an estimate
of the monthly myment amount needed to repay that balance

- options the borrower may have for consolidation or refinancing or cancellation

- a brief notice about the DErtment of Defense program faepaying loans based on certain
military service

- a complete list o€harges connected with making the loamgludingwhether those chargeare
deducted from the loan owhether the studat must pay them separately

- a notice that the school will port the outstanding balance dfie loan to a national credit
bureau at éast annually
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their monthly Statement of Account, of the amount and date of the disbursement and of their right to
cancel all or part of the disbursemeatt loan by contacting the Office of Financial Planning.

A borrower will be notified of any adjustments made to their Perkins Loan by means of an Amended
Award Letter being postal mailed.

AdditionalDisclosure$or 20162017 and 2012018 awards under the Extension Act:

- A notice and explanation regarding the end to future availability of Perkins Loan Program
loans;

- A notice and explanation that repayment and forgiveness benefits available to Direct Loan
borrowels are not available to Perkins Loan borrowers;
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a Direct Consolidation Loan, including any benefit of consolidation;

- For current undergraduatborrowers a notice ad explanation providing a comparison of
the interest rates of Perkins Loans and Direct Loans, and informing the borrower that the
borrower has reached the maximum annual borrowing limit for Direct Subsidized Stafford
Loans for which the borrower is eligibbnd

- For new undergraduate borrowers, a notice and explanation providing a comparison of the
interest rates of Perkins Loans and Direct Loans, and informing the borrower that the
borrower has reached the maximum annual borrowing limit for Direct Subdidird
Unsubsidized Stafford Loans for which the borrower is eligible.

4.4 Fiscal Procedures and Records

See Section 1.5

4.5 Forbearance and Deferment

The College contracts with Campus Partners as a-farty servicer for the processing of all
forbearance and deferment requesitsvolved with the Federal Perkins Loan program

4.6 Contact with Borrowers



When a student ceases at least hitfie enrollment at the College or withdraws from the College, they
are provided information for exit coweling. Students are provided the Exit Counseling Guide for
Federal Student Loan Borrowers, instructions for completing online exit counseling through Mapping
Your Future (thirgbarty servicer), and a detailed listing of their federal loan history.

4.7  Billing

The College contracts with Campus Partners as a-fiairty servicer for the processing of all billing of
the Federal Perkins Loan program.

4.8 Collection

The College contracts with Campus Partners as a-flairty servicer for collection adhe Federal Perkins
Loan program.

4.9 Litigation

The College contracts with Campus Partners as a-fiairty servicer for any litigation involving the
Federal Perkins Loan program.

4.10 Cancellation

The College contracts with Campus Partnersthird-party servicer for the handling of all cancellations
regarding the Federal Perkins Loan program.



Section 5: Federal WorkStudy Program and Job Locatiamd Development
Program

5.1  Selection and Awarding of Students

Eligible tudents with an unméeneed of at least $1000 after subtracting EFC and available
scholarship/grant aid from COA will be awarded a Federal 8urly award of $1000 annually.
Students attending for less than a full academic year will have their award prorated based on the
amount of the year they are enrolled. Patiitne and independenstudents are eligible for Federal Werk
Study as long as they have at least $1000 in unmet need after subtracting the EFC and
grants/scholarships from their COA. Students enrolled in an onlingamowill not be awarded FW8.
funds are available after awarding all eligible students, FWS award recipients may have their award
increased to fill in additional remaining unmet need.

5.2  Assigning FWS Jobs

Work-study jobs are available esampus. Aditionally, some jobs are offered efmpus by federal,

state, or local public agencies or certain private nonprofit ofiafit organizations. Of€tampus jobs

with federal, state, or local public agencies or private nonprofit organizations are puthle interest.
Off-campus jobs with private, fgurofit organizations are academically relevant to the maximum extent
possible. At least 7% of the FWS allocation is used to employ students in community service jobs with at
least one FWS student employad a reading tutor for children in a reading tutoring project or

performing family literacy activities in a family literacy project.

Off-campus positions will complete an afdmpus agreement with our Office of Student Employment
outlining the terms andanditions of participating in FWS employment with the College.

All students employed by FWS will be notified of the terms and conditions of their employment prior to
0SAAYYAYI SYLXE 28YSyildd ¢KAA y20ATFAOI étém@ngdtabiet £ Ay Of
appropriate and reasonable according to the type of work performed, the geographic region, the
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established minimum wage rateStudents arelso provided a job descriptions that contains all

federallyrequired elements.

FWS employment will not:

- displace employees

- involve constructing, operating, or maintaining any part of a building used for religious worship
or sectarian instruction



Neither the College nor an outside employer that has an agreement with the College to hire FWS
students may solicit, accept, or permit the soliciting of any fee, commission, contribution, or gift as a
O2YyRAGAZ2Y F2NJ I &GdzRSyidiQa cCc2{ SYLX28YSyio

Any studentemployed under FWS will be paid for all hours workafl:campus employers are notified
that garnishment of FWS wages for any debt other than a cost of attendance is not permissible.

53 FWS Fiscal Procedures and Records

See Section 1.5
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timesheets are maintained by the Office of Studentptoyment. Students are palaly either a check
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College after obtaining written authorization.

5.4  Job Location ad Development (JLD) Procedurasd Recods

The College does not participate in a JDL program.

5.5  Work Colleges Program Procedures and Records

The College does not participate in a Work College program.



Section 6: Federal Supplemental Educational Opportunity Grant (FSEOG)
Program

6.1  Selection and Awarding of Students

FSEOG awards will be made to students with exceptional need. For this program, exceptional need is
defined by the institution as being Peligible and having unmet need after subtracting EFC and eligible
grants/scholarships from CO8tudents with an EFC of $0 that are feédible will receivdirst priority

in awarding Students with an EFC greater than $0 that aredigliblewill represent the secondary
selection group and will be awarded after fait-priority students have been awardedll Peleligible
studentswith sufficient unmet needre awarded FSEOG. Students attending less than a full academic
year will have their FSEOG award prorated based on the amount of the year they are enrotitichd®a

and independenstudents are eligible for an FSEOG award as long as they meet all other requirements.
The minimum annual award amount is $100 and the maximum annual award amount is $4000.

6.2 FSEOG Fiscal Procedures and Records

See Section 1.5



Section 7: Federal Pell Grant Program

7.1 Calculating Federal Pell Grant Awards

Scheduled Award, Award Year, and Annwedwdl

The Scheduled Award is the maximum amount a student can receive during an award year, if the

student attends fultime forthS Fdzft £ | OF RSYAO @SINX¥Y ¢KS addzRRSyidQa {
Pell Grant payment schedule issued annually by the Department of Education. The Scheduled Award is
basedonthefuli A YS LI @8YSyid aOKSRdAZ S lFyR (KS &adGdRSyiQa 9cC

The AnnuaRward is the maximum amount a student would receive during a full academic year for a
particular enrollment status, EFC, and CDA.student attends paftime, their annual award is based
on the 3/4time, 1/2-time, or lessthan-1/2-time disbursements s&udules.

The Award Year begins on Juiyohe year and ends on June'36f the following year.

YearRound Pell (beginning 118)

A provision effective 2022018 allows a student to receive Federal Pell Grant funds for up to 150% of
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funds, the student must be otherwise eligiblerexeive Pell Grant funds for the payment period and

must be enrolled at least halime in the payment period(s) for which the student receives the
FRRAGAZ2YLFE tSfft DN}yl FTdzyRa Ay SEOS&& 2Fhevnn LISND
new lw also applies to the Irag and Afghanistan Service Grant Program.

YearRound Pell for Online Trimester Program:

The online program is setup as a trimester program with 3 trimesters all included in the standard
academic year. The weeks of all thteenesters are included in the definition of the academic year

since all terms are standard for the program. Since the standard academic year includes all 3 trimesters,
Pell Grant awards are disbursed evenly among the 3 terms, and students attendingl Hwaflemic

year are not eligible for additional Pell Grant beyond their 100% scheduled award. However, a student
that transfers into the program during the academic year may be eligible for Pell Grant beyond 100%
depending upon the academic year and paymnschedule of the previously attended institution (within

the same award year).

Terms and payment methods

All programs at the College operate under a standard term schedule providing at least 120fveeks
instructional time per term. Futime is definedas at least 12 credit hours per teri®/4-time is defined
as at least 9 credit hours per term, HiPne is defined as at least 6 credit hours per tel ®ummer terms



are treated as a trailer for all prograraad awarded as the final term of that award ye@he payment
period for the Pell program is the term.

Formula

All Federal Pell Grant awards are calculated used Forméatlident is not awarded more than their
Scheduled Award for a particular award year, nor are they awarded beyond the maximtimeLife
Eligibility Used (LEU).

Summer terms

The College offers several minisessions throughout the summer. These minisessions are combined into a
single Summer Term. The Summer Term is treated as a trailer for all programs and is awarded as the
final termof the award yearStudent enrollment status for the summer term is determined by their
cumulative credit hours taken during all minisessions of summer. The summer term is a single payment
period.

Transfer students

I GNJ yaTSNI aid dzR gifililyatour mSBitdtiorhis/radyicad iftth8yf réceivBd Pell funds at
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the amount of Pell disbursed at prior school by the Schedule Award at prioolsetmd then subtracting

this percentage from 100%. The result is the maximum percentage of the Scheduled Award that the

student may receive at our institution. The full amount is awarded for each payment period until the

student has been awarded 100%tbéir remaining Pell eligibility (or that have reached maximum

Lifetime Eligibility Used).

7.2  Federal Pell Grant required and optional recalculations

Federal Pell Grants are recalculated in the following situations:

- / KIy3aS Ay 9 CHFE changes Hue # Godeet®ys{iupdating, or an adjustment, and
the EFC change would change the amount of the Pell award, the Pell award for the entire year
will be recalculated. All incoming ISIRs are reviewed to identify changes in EFC.
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them of any changes in enrollment due to student failing to begin attendance in their classes.



- Change in enrollment status between temtisa studgnt changes enroliment status between
terms, their Pell award will be recalculated based on their new enroliment status for the term.

The Office of FinancididA & LINP A RSR |y SyNRftftYSyd tAadAay3da S

to notify them of anychanges in enrollment status between terms.

- Change in enrollment status within a term: Students are alloweatijast their schedule up to
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recalculated based on their final enrollment status at the time of add/drop each term. The

Ol

R

Office of Financiahidis provided anenrdl YSy i f AadAy 3 SIFOK GSNY FTNRY

notify them of the final enroliment statuses of students at the time of the add/drop date for the
term. Pell awards are not recalculated based on changes in enroliment status after the add/drop
date for a term assuming the student began all classes.
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their Pell award will be recalculated based on their updated COA figures. The Office of Financial
Aidis notifiedof changes in billing charges by the Business Office and Student Life Office. All
incoming ISIRs are reviewed for changes in dependency status that would impact COA.
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academic year between payments periods, their Pell award will be recalculated based on their
updated COA figureFhe Office of Financidlidis notified of changes in billing charges by the
Business Office and Student Life Office. All incoming IS#Revéewed for changes in
dependency status that would impact COA.
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payment period, their Pell award will be recalculated based on their updated COA figures for the
payment period. The Office of Financtlis notified of changes in billing charges by the
Business Office and Student Life Office. All incoming ISIRs are reviewed for changes in
dependency status that would impact COA.

If the Office of Financi&id recdves a valid ISIR during a termdamo disbursements for the terimave
been made for the student), the Office of Finandial will use the effective enrollent statusfor that

term based on the recalculations policies abava valid ISIR is receiveda subsequent term,
disbursement for the prior term is based on the enroliment for the work completed in the prior term.

7.3  Fiscal records and disbursement requirements for Pell Grants

See Section 1.5

7.4  Disbursementfor Books & Supplies
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SeeSection 1.5

7.5 Iragq and Afghanistan Service Grant Program

Only students with &P Sjenerated ISIR containing the appropriate DoD Match Flag and associated
comment code of 298 will be awarded under the Iraq and Afghanistan Service Grant program. All
incoming ISIRs are reviewed for these items.

An eligible student with a Petligible EFC will have their federal student aid packaged based on an EFC
of $0.

An eligible studentvith an EFC that is not Pelligible will be awarded almaq and Aghanistan Service

Grant The amount of the grant will be the same as the maximum Pell Grant for the award year,
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Section 8: Federal Direct Loan Program

8.1 Packaging policies for Federal Direct Loan/PLUS
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exceeded, unless the aid is being used to replace EFC as permitted. If a student recefeeerabmid

in combination with a Pell Grant that totals to exceed their need, thdesttiwill still be awarded the

Pell Grant, but will not be awarded any othered-basedfederalstudentaid.

OEOSLII F2NJtStf DNIXydGaz FSRSNIt &iGdzRSyid AR FY2dzy
Assistance (EFA). EFA is other aid thdesit receives A student will not be awarded nedshsed
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from their COAEFA does not include ngfSA aid if the aid offsets all@portion of a compnent of the
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that amount is excluded from both EFA and COA. If an award is considered wages for employment and is

not based on need, then it is not EFA.

Additional norEFA awards include:

- Irag and Afghanistan Service Grant

- Veterans education benefits

- funds up to the amount of any subsidized DL that is awarded to student that is also receiving
AmeriCorpor Chapter 30 benefits

When determining eligility for subsidized DL, the entire amountArineriCorp®enefits is excluded.

All students are reviewed to determine their eligibility for federal student aid funds that would reduce
GKSANI ySSR F2NJ 02NNRGAYID | edadiEFRghimaking CaiasedD NI v
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Unsubsidized Loan for the student. Additionally, a student will not be awarded Direct Unsubsidized Loan
unless the studentas been awarded the maximum eligible amount of Direct Subsidized Loan. For a
dependent student, a Parent PLUS Loan may be originated and disbursed without determining the
aidzRSyiQa tSff DNIyYyd FyR 5ANBOG {dzwaARAT SR [2Fy S

The following aidv @ 0SS adzoadAddziSR FT2NJ 6KS adGdzRSyidiQa 9cC/ Y
- Title 1V aid funds from programs for which eligibility is not based on the EFC

- Direct Unsubsidized Loans

- TEACH Grants

- PLUS Loans

- state loans not based on need

- private educational loans not based on need



- any other nonneedbased loans

All annual loan limitstill apply.If any aid is used to substitute EFC, amounts that exceed EFC are
counted as EFA.

The institution uses a passive confirmation process for federal aid. Students are notified in @friheg
following:
- anticipated date and amount of disbursement
- 02NNR g SNRAE NARAIAKG G2 OFryOSt Fff 2NJLINIG 2F (GKS
- procedures for cancelling a Direct Loan or Perkins Loan and the time by which the borrower
must notify the school thatitey wish to cancel the loan, grant, or loan or grant disbursement

This notification is sent to students each month as part of their Statement of Account from the Business
Office. Students are provided a-8@y timeframe from the date of disbursement toggest

cancellation. If a cancellation request is received after that timeframe, but before 120 days after
disbursement, the cancellation will be processed and the student will be notified in writing by means of
an Amended Award Letter. Nodn funds will kb returned beyond 120 days aftdisbursement. If a
cancellation request is receivdetyond 120 days aftatisbursement, the borrower will be directed to

the appropriate servicer for guidance on how they can return the money.

Students awarded a Direct Limare required to complete a Master Promissory Note online at
www.StudentLoans.goprior to first disbursement of the loan (unless an MPN has previously been
completed and is valid and unexpired).

Parent PLUSohnN requests are received throughww.StudentLoans.goWwarents borrowers are

required to complete a Master Promissory Note onlingvatw.StudentLoans.goprior to firg

disbursement of the loan (unless and MPN has previously been completed and is valid and unexpired).

Dependent students whose parents are unable to borrow Direct PLUS Loans due to adverse credit or

other exceptional circumstances may receive additionedd@iUnsubsidized Loan funds up to the same

amount that is available to independent undergraduate studeftss basis is documented for each

student prior to originating a loan for increased loan amouAgditionally, a dependent student may

be determinel to be eligible for increased loan eligibility in the following situations:

- the parent is incarcerated
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- the parent has filed for bankruptcy and has provided a letter from the bankruptcy court stating
that as a codition of the bankruptcy filing, the parent may not incur any additional debt
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documented that the parent would not be able to repay the Direct PLUS Loan
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- the parent of a dependent student is not alJ citizen or permanent resident or is not able to
provide evidence from the U.S. Citizenship and Immigration Service that he or she is in the
United States for other than a temporary purpose with the intention of becoming a citizen or
permanent resident

If this additional loan eligibility does not meet the amount requested by the parent borrower, they may

add a creditworthy endorser to the loan to seek review for apprdsafore originating a loan for the

increased Direct Unsubsidized Loan amounts basgd I LI NBy G Qa AySt AIA0AT AGR
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documented. A determination that a parent is ineligible for a Direct PLUS Loan in one acaeimic

based on adverse credit or other exceptional circumstances does not automatically support the
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MPNSs provided by the Secretary for use in the Direct Loan Programotmodified without the
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required for the MPN has been providey the borrower and/or student.

Loan originations are complete and accurate and are made before the student leaves school or drops
belowhalfi A YS FT2NJ GKS 21y LISNA2R® ! ff 02NNRBGSNI Ay T2Nh
loan, the loan amountand the anticipated and actual disbursement amounts of the loan proceeds. A

Direct Subsidized Loan, Direct Unsdiz®d Loan, or Direct PLUS Loan, or a combination of loans will not

be originated for an amount that would result in the borrower exceedimgannual or maximum loan
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period. A loan will nbbe originated for more than the borrower requests.

Direct Subsidized or Direct Unsubsidized Loan ansoarg determinedn accordance with 34 CFR

685.203 The date of origination is the date the electronic loan record is created with COD. Loan

certification is part of the origination record sent electronically to COD. Certification is provided each
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anticipated disbursement dates, and the amounts of the disbarents.

The minimum period of enroliment for which a Direct Loan is originated is a single academitherm.
maximum period of enrollment for which a Direct Loan is originated is the academic year.

For transfer students or students beginning enrollhenthe middle of an academic year, a loan may be
originated for the remaining portion of the academic year. The amount of that loan cannot exceed the
aGdzRSy G Qa | yydz t 2 NJnglary amodayborfordd ¢t arfothévshtutignForA y Of dzR A
transfer students, the percentage of the annual loan limit used at another institution will determine the
remaining percentage available for this institution since grade levels may vary between



schools/programs. Studenteeding less than a full acauéc year to complete their programill have
their annual loan limit prorated based on the terms enrolled divided by the terms of the academic year.

The Financiahid Office may refuse to originate a Direct Subsidized, Direct Unsubsidized, or Direct PLUS

[2FY 2N YIF@& NBRdzOS (KS 02NNRSSNDa& RSGSNNYAYFGA2Yy 2

documented and provided to the borrower in writing, and if:

- the determination is made on a cabg-case basis

- the documentation supporting the detefiny’ G A2y A a NBGF AY

- 0KS AyalAadbdziazy R2Sa y2d4 Sy3aras iy | ¥
F0O0Saa (2 5ANBOG [2Fya 06SOlFdzasS 2F GKS 02NNERGS
age, disaility status, or income

Payment Data is submitted in accordance with procedures established through publication in the
Federal Register, and the Payment Data contains information the Secretary considers to be accurate in
light of other available informaan including that previously provided by the student and the school.
Disbursement records, including adjustment and cancellation recargssubmittedaccording to the
deadline dates annually announced by the Secretary in the Federal Register Notice.

The additional programdentifying information and borrower enrollment information to allow the

58LI NIYSyd G2 OFtOdZ dS F 62NNRgSNDRD%DiredA Ydzy St A3

Subsidized Loan Limit is correctly reported to the COD system.

Procedures for disbursing funds as outlined in 34 CFR 668uE6fbllowed by the institution. Loan
proceeds aralisbursedon a payment period basis in accordance with 34 CFR 668.184(ess 34 CFR
685.303(d)(4) or (d)(6) applies:

- if a loan period is ma& than one payment period, the loan is disbursed at least once in each
payment period

- if a loan period is one payment period, the loan is made in at least two disbursements during
that payment periodunless institutional default rates for most receny&ars are under 15%)

Asecond disbursemerfor a loan is not madantil the calendar midpoint between the first and last
scheduled days of class of the loan peridgandisbursenents arein substantially equal instaliments,
and no installment may exceed oielf of the loanFirst disbursement is delayed to the38ay of the
payment period for any firsyear, firsttime Subsidized/Unsubsidizdsbrrowers(unless institutional
default rates for most recent 3 years are under 15%gte disbursemerdof a Direct Loa@are only
madeaccording to the provisions found under 34 CFR 668.164(g)

8.2  Counseling Borrowers



Firsttime borrowers are required to complete online Entrance Counselingiat.StudentLoans.gov

prior to first disbursement. A borrower who is graduating, withdrawing, or dropping belovwiiimedf
enrollment isrequired to complete online Exit Counselingnatw.StudentlLoans.go\Exiting borrowers

are also provided a detailed loan history and the Exit Counseling Guide for Federal Student Loan
borrowers.Special loan cowgeling is required for any Parent PLUS Loan applicant who has an adverse
credit history but who qualifies for a PLUS Loan either by getting a loan endorser or being reconsidered
due to extenuating circumstances. This counseling is completed onlime\atStudentLoans.goprior

to loan disbursement.

8.3 Payment of a Refund or Return of Title IV

See Section 3.2

8.4  Administrative and Fiscal Control

See Section 1.5

Limit on use of funds

All Direct Loan futls received by the institution are used only to make Direct Loans to eligible borrowers
and are not used or hypothecated for any other purpose.

Direct Loan Quality Assurance system

The Financiahid Office reconciles all Direct Loan awards on a mortiakis. Utilizing the CGD
generated School Account Statement (SAS) the Finakidi@iffice reviews each individual loan record
to ensure the following:

- all loan records, disbursements, and adjustments to disbursements are reported correctly to
COD


http://www.studentloans.gov/
http://www.studentloans.gov/
http://www.studentloans.gov/

- loanfunds are being disbursed and returned in accordance with regulatory requirements
- correct loan amounts are being disbursed to the correct student

- loan data is fully reconciled between the Finangiml Office, Business Office, and COD

Any discrepaneis identified during reconciliation are noted on the SAS report, corrected, reviewed to
ensure correction received, and noted to have been resolved. SAS reports are maintained in the Office
of FinanciaAid.



Section 9: TEACH Grant

9.1 Eligibility Detemination

Student eligibility for Federal TEACH Grant awards is determined as follows:

- meet the general eligibility requirements for the federal student aid

- complete the FAFSA

- be enrolled ina TEACHEranteligible program (higimeed field as definred € 95 Qa | yy dzl
Teacher Shortage Area Nationwide Listing for the state that the recipient teaches either at the
time they begin their qualifying teaching service or at the time they received the TEACH Grant)

- maintaining a cumulative gradsoint average bat least 3.25 on a 4.0 scdieacoming recipients
must have a final cumulative secondary school GPA upon graduation of at least a 3.25 on a 4.0
scale as determined by secondary school transcripts provided by the student during the
admission process)

- receive counselingn ED's TEACH Grant w#bthat explains the terms and conditions of the
TEACH Grant service obligation

- sgna¢ 9! /1 DNIyd ! ANBSYSyid G2 {SNBS 2y 95Qa ¢9! /|
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Awards during the period required for the completion of the first undergraduate baccalaureate program

of study andirst postbaccalaureate program of study combined.

9.2 Counseling

All recipients are required to complete TEACH GeattanceO2 dzy 4 St Ay 3 2y 95Qa ¢9! / |
that explains the terms and conditions of the TEACH Geawice obligation prior tahe first

disbursement of their TEACH Grant award. A recipient that withdraws from the institution must

complete exit counseling on the National Student Loan Data System site. All recipients that are

withdrawing are also provided the FSA TEACH Grantéitseling Guide.

9.3 Recalculation of TEACH Grant award amounts

TEACH Grant awards are recalculated in the same manner as Pell Grant 8ear8sction 7.2



9.4  Fiscal Control and fund accounting

See Section 1.5

9.5 Institutional reporting requrements

The Financiahid Office uses COD to provide to the Secretary information about each TEACH Grant
recipient including:

- 0KS addzRSyiQa StAIAOATAGE F2NJIF ¢9! /1 DNIyd
- GKS addRRSyidQa ¢9!' /1 DNIyd FY2dzyia

- the anticipated and actual disbursement déeand disbursement amount(s)



Attachments

Business Office Organizational Chart

Bob Hardman

Vice President for Business & Administration
I

Business Office

| |

iGreta Troastle Jane Carey
Controller & Director Director of Human
of Accounting Resources
I .
I l _
Alasdair Forsythe Samantha Rader | Debbie Huffman
Assistant Director Student Accounts .
of Accounting Coordinator | Payroll Assistant
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Coordinator Clerk
L !
Student Employees —

The most current organizational charts can be obtained in Volume I, Section 1.5.2 of our College
Policy Manual at

https://www.dewv.edu/sites/default/files/shared/davis_elkins_college policy manual volume i gover
nance and adminisation.pdf



https://www.dewv.edu/sites/default/files/shared/davis_elkins_college_policy_manual_volume_i_governance_and_administration.pdf
https://www.dewv.edu/sites/default/files/shared/davis_elkins_college_policy_manual_volume_i_governance_and_administration.pdf

Business Office Job Descriptions

DAVIS & ELKINS COLLEGE
JOB DESCRIPTION

JOB TITLE: Student Accounts Coordinator
IMMEDIATE SUPERVISOR: Controller & Director of Accounting

JOB SUMMARY: This position is responsible for billing and collection of all student
accounts. Performing these duties includes daily communication with students, parents,
Financial Planning, Registrar and Student Life offices of the College, and coordination with third
party/outside billing/payment agencies. This position is responsible for accurate internal student
account billing and payment records within computerized receivable software that is part of a
comprehensive financial accounting package as well as oversight of third-party outsourcing
billing/payment arrangements.

DUTIES:

1 Has primary responsibility for internal billing and collecting student accounts receivable
for the College.

9 Has primary responsibility for administration of an approved communication plan to
inform students, parents and/or financially responsible parties concerning all aspects of
student account billing and payment requirements. Completes regular invoice
processing on predetermined schedule, assesses late fees, makes adjustments to
billings as appropriate and necessary according to policy, and processes miscellaneous
charges from campus departments.

9 Has primary responsibility for maintaining accounts receivable records within the
computerized software system to facilitate accurate recording of charges and posting of
payments to student balances. Coordinates closely with other College offices to
facilitate billing functions. Creates reporting of balances as requested by supervisor,
College management and/or auditors.

1T Has primary responsibility for administration
assistance to students for use of the AMS Tuition payment plan and recording of
payments on student accounts.

1 Has primary responsibility for processing of all third party invoicing, tuition exchange,
tuition waiver, and study abroad programs.

9 Has primary responsibility for representing the Business Office at student registration
events and administrative check-in, with assistance of Business Office staff as needed.

1 Has primary responsibility for processing all student credit balance refunds as
appropriate and required.



1 Processes all requests for payments to related vendors such as campus bookstore,
health insurance provider, medical services provider, etc.

1 Coordinates with student health insurance vendor to provide student health insurance
coverage if required or processing of waivers for personal health insurance availability.

1 Coordinates administration of Federal Perkins Loan program in cooperation with the

Coll egeds third party billing and pomtol ecti on
contact for borrowers during attendance and upon entering repayment. Must be familiar
with federal guidelines governingth e Col | egeds responsibilities

under the Federal Perkins Loan program.

1 Maintains all student financial files to provide audit supporting documentation as
appropriate and assist with annual audit preparation.

1 Serves as primary contact for students, parents, third parties, and others with questions
about student accounts.

9 Assists with identification and processing of student accounts for external collection
placement at termination of unsuccessful internal collection efforts.

9 Works additional hours at critical seasonal periods such as initial billing for terms,
administrative check-in, first week of academic terms, graduation clearance and annual
audit preparation.

9 Other duties as assigned.

PREREQUISITES/EDUCATION: Bachelors Degree in Business or in related discipline
preferred, or Associates Degree with minimum four years experience with accounts receivable
or collection efforts. Expertise with basic computer software systems and ability to quickly
become proficient with specialized accounts receivable system.

SKILLS: Must demonstrate ability to work in team environment. Must possess or quickly
acquire working knowledge of financial aid resources and how they interface with student
academic charges. Must demonstrate ability to construct effective, professional written
communications and provide verbal explanation of student account policies and procedures and
provide for their enforcement. Must demonstrate ability to handle difficult situations and work
towards positive resolution of disagreements and disputes.3.

FLSA STATUS: Exempt

Date updated: June 2017

DAVIS & ELKINS COLLEGE

JOB DESCRIPTION

JOB TITLE: Assistant Director of Accounting

a



IMMEDIATE SUPERVISOR: CFO

JOB SUMMARY: This position is responsible for assisting the CFO in accounting
functions as required at the institution. The position will have responsibility for
maintaining certain general ledger areas and performing assigned functions and tasks
in support of general ledger management and administration.

DUTIES:
May be assigned one or more of the following accounting /ad ministrative
responsibilities:

9 Accounting for multiple revenues within the general ledger, including assistance
with preparation and recording of a nnual operating revenue budget.

1 Analyze and monitor budget status for assigned areas of responsibility and
assist with preparation of annual operating expense budget.

1 Assist with disbursement of student financial aid in coordination with the Office
of Fina ncial Planning, reconciling financial aid accounts, student accounts and
general ledger records on a regular basis and preparing records for review
during annual A -133 and financial statement audits.

9 Accounting for federal and state grant revenues, verify ing accurate classification
and proper posting in general ledger accounts. Maintains audit supporting
documentation for grant reporting in support of preparation of the Schedule of

Expenditures of Federal Awards. Directly assists auditors with preparatio n of
the Schedule on an annual basis.
f Maintains the Collegeds fixed asset inventory,
additions, disposals and completing necessary entries to update both the
subsidiary ledger and associated general ledger records. Completes guarterly

processing of depreciation expense.

1 Assist with monitoring cash receipting sessions and accurate recording of cash
postings in general ledger accounts in support of bank account reconciliations,
assisting with error resolution.

1 Provides direct su pport for preparation of monthly internal financial reports,
guarterly financial statements, and annual audited financial report.

1 Performs other assigned general ledger  management and administrative
functions under direction of supervisor.

1 Works additional hours at critical seasonal periods such as quarterly reporting
deadlines, annual audit preparation, and annual operating budget preparation.

1 Other duties as assigned.

PREREQUISITES/EDUCATION: Bachelors Degree in Accounting, with sufficient
hours to qualif y for CPA licensure. Minimum three years general ledger experience in
higher education accounting or auditing and one year supervisory experience

preferred.



SKILLS: Must demonstrate ability to work in team environment. Must be comfortable
utilizing a ¢ omprehensive computerized financial software system, preferably with
experience in fund accounting. Should be familiar with maintaining a non -profit chart
of accounts and preparing financial statements in conformity with non -profit GAAP.
Should be famili ar with regulations that govern accounting for federal funds.

FLSA STATUS: Exempt

Date updated: June 2013

DAVIS & ELKINS COLLEGE
JOB DESCRIPTION

JOB TITLEPayroll Assistant

IMMEDIATE SUPERVISORector of Human Resources

Job Summary Position is responsible for the payroll processing for all faculty, staff and students.
Duties

Has primary responsibility for payroll and all of its components.

Maintains employee confidence and protects payroll operations by keeping information
confidential.

1 Prepares reports by compiling summaries of earnings, taxes, deductions, leave, and nontaxable
wages.

Responsible for filingederal and Statguarterly and annual reports and taxes

Resolves payroll discrepancies by collecting and analyzing iatiorm

Procesesand issus annual W2 forms to employees

Other duties as assigned.

T
)l
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Education and Experience

High School Diploma or equivalent

experience of payroll processing

solid data entry skills

working knowledge of relevant software

understandingpf basic accounting principles

strong numerical skills

understanding of internal controls

knowledge of federal and state payroll regulations and requirements

= =4 =4 =4 -8 -8 -8 -9



Key Competencies

communication skillsverbal and written
attention to detail

planning and orgnizing

problem solving

confidentiality

customer service orientation
teamwork

stress tolerance

=4 =4 = =4 -8 -4 -8 -9

FLSA STATUSlonExempt

Date Updated: 2/1/14




Financial Aid Office Organizational Chart
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The most current organizational charts can be obtained in Volume I, Section 1.5.2 of our College
Policy Manual at

https://iwww.dewv.edu/sites/default/files/shared/davis elkins college policy manual volume i gover
nance and administration.pdf



https://www.dewv.edu/sites/default/files/shared/davis_elkins_college_policy_manual_volume_i_governance_and_administration.pdf
https://www.dewv.edu/sites/default/files/shared/davis_elkins_college_policy_manual_volume_i_governance_and_administration.pdf

FinancialAid Office Job Descriptions

DAVIS & ELKINS COLLEGE
JOB DESCRIPTION

JOB TITLE:  Director of Financial Aid
IMMEDIATE SUPERVISOR: Vice President for Enroliment Management

JOB SUMMARY: This position will be responsible for the management and administration of
the Collegebs student financial aid.

DUTIES:

1 Administer, monitor, and update all awarding of student financial aid packages in
accordance with institutional, federal, state, and private organization policies and
guidelines.

T Review all incoming Institutional Student Information Reports and update

accordingly

Complete annual system setup for awarding of financial aid packages.

Work with CFO and Office of Admission to review, create, and maintain institutional

awarding policies

1 Counsel prospective and returning students and their family members or financially
responsible parties concerning all aspects of financial aid and cost of attendance.

1 Partner with the Student Accounts Office to resolve outstanding balances and
maximize financial aid options to assist students with covering their charges.

1 Maintain progressive reports to assist CFO with monitoring budget allocation for
scholarships & discounts during awarding period.

T Work with campus VA Certifying Official to
calculate Yellow Ribbon program awards.

1 Coordinate with Athletic Dept to determine financial need, monitor budget
allocations and seek additional scholarship opportunities, certify financial aid and
equivalencies of all athletes for NCAA reporting.

1 Administer awarding of state aid including all WV state grant and scholarship
programs, PA state grant program, state Vocational Rehabilitation assistance,
Workforce WV assistance, and state Trade Adjustment Assistance

1  Work with private loan lenders to create and maintain a campus recommended
private lender listing; review annual disclosures

1 Administer awarding of endowed and annual scholarships based on budget
calculation from the Business Office and within the donor provided guidelines of the
Development Offices.

1 Administer awarding of scholarships and grants from outside agencies and
complete annual reports with those agencies.

1 Work with other institutions of higher education to complete consortium agreements
and ensure availability of financial assistance for transient students

E



9 Participate in various presentations and events throughout the academic year to
provide financial aid information and assistance.

1 Track academic progress of all scholarship and aid recipients and adjust award
amounts as appropriate.

1 Assist Student Accounts Office personnel with evaluation of credit balance refunds
and counsel students regarding excessive borrowing.

1 Oversee completion of various regulatory and agency reports such as the annual
FISAP and Schedule of Expenditures of Federal Awards, as well as all state
reporting requirements.

1 Assist with all state and federal auditing requirements and work closely with the
CFO in completing the annual OMB A-133 audit.

1 Coordinate and complete Federal Program Reviews

1 Complete necessary Title IV Certifications

1 Ensure proper hiring, training and supervision of Financial Aid Office staff.

1 Act as office Budget Manager by purchasing all department supplies and materials
and ensure that all purchases are budgeted and tracked appropriately.

1 Act as Primary Destination Point Administrator for staff access to federal systems

1 Create, monitor, and update all policies and procedures to ensure compliance with
federal and state regulations.

1 Provide statistical data requests

1 Maintain federal physical and online documents and forms

1 Maintain memberships with professional associations

1 Report institutional changes to the Department of Education as required

T Complete annual Department of Education training

1 Works additional hours at critical seasonal periods to complete assigned projects.

9 Other duties as assigned.

PREREQUISITES/EDUCATION: Bachel or 6 s deMastersedegree graferredewith (
3-5 years financial aid or related experience. Supervisory experience also preferred.

SKILLS: Must be organized and able to communicate with students and families to explain all
aspects of financial aid awarding. Must have ability to manage aid according to all policies and
regulatory requirements. Must be detail oriented and able to make effective public
presentations and prepare complex reports as needed. Excellent computer skills essential.

FLSA STATUS: Exempt
Date Updated: January 2019

DAVIS & ELKINS COLLEGE
JOB DESCRIPTION

JOB TITLE: Associate Director of Financial Aid

IMMEDIATE SUPERVISOR: Director of Financial Aid



JOB SUMMARY: This position will be responsible for assisting the Director of Financial Aid
with administration of the Coll egeds student fina

DUTIES:

1 Assist students and families with completion of federal aid applications. Maintain
routine communication through mail other methods to ensure timely completion of
required forms and applications, consistent follow-up until finalized.

I Organize and maintain a communication plan for collecting documentation from
students and families to verify accuracy of student federal financial aid forms.
Process corrections for errors when appropriate.

1 Routinely access and retrieve Institutional Student Information Reports

1 Export system data to Common Origination and Disbursement system

1 Independently determine quantity and makeup of prospective and enrolled student
financial aid packages.

1 Review and complete special circumstance requests regarding federal financial aid.

9 Assist with counseling students and families on their eligibility for all types of
financial assistance.

1 Activate and monitor transmittal of all aid data to the Student Accounts Office to
complete disbursement of student awards, as scheduled.

1 Reconcile all federal grant awards with the Department of Education and assist

Business Office with reconcilingwithin  t he Col |l egeds gener al I edog

1 Monitor office policies and procedures for compliance with governmental and
regulatory agency requirements.

1 Manage and maintain all department current student files and archives being sure to
meet Department of Education guidelines on file maintenance

1 Work effectively with other campus offices to ensure student recruitment and

retention support

Present financial aid information at High School FAFSA events

Review and monitor student academic progress; notify students of necessary action

and assist in paperwork completion

Reconcile state aid program awards

Complete training annually

Works additional hours at critical seasonal periods if necessary.

Other duties as assigned.

E
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PREREQUISITES/EDUCATION: Bac hel or Geferceevgth 23eyears financial aid or
related experience.

SKILLS: Must be organized and able to effectively communicate with students and families.
Must have ability to follow policies and regulatory requirements. Must be able to assist with
effective public presentations. Excellent computer and analytical skills essential.

FLSA STATUS: Non-exempt
Date Updated: January 2019




DAVIS & ELKINS COLLEGE
JOB DESCRIPTION

JOB TITLE: Financial Aid Counselor
IMMEDIATE SUPERVISOR: Director of Financial Aid

JOB SUMMARY: This position will be responsible for assisting the Director of Financial Aid
with administration of the Coll egeds student fina

DUTIES:

9 Assist students and families with completion of general aid applications and forms.
Maintain routine communication through mail other methods to ensure timely
completion of required forms and applications, consistent follow-up until finalized.

1 Independently determine quantity and makeup of prospective and enrolled student

financial aid packages.

Counsel students and families on their eligibility for all types of financial assistance.

Assist students in obtaining federal student loans by helping with Entrance

Counseling and Promissory Note completion.

1 Reconcile all federal loan awards with the Department of Education and assist
Business Office with reconciling within the

1 Monitor office policies and procedures for compliance with governmental and
regulatory agency requirements.

1  Work effectively with other campus offices to ensure student recruitment and
retention support.

1 Assist with presentation of financial aid information at Open House events and off-

campus as needed.

Schedule and manage student employees within Financial Aid Office.

Distribute consumer information annually.

Complete submission for transfer monitoring and reviews.

Complete all return of funds forms for withdrawn students to ensure that funds are

returned timely and accurately; counsel students on the implications of withdrawal

Assist students with completion of federal loan exit counseling.

Award and certify all federal and private student loans; reconcile private loans

annually

1 Complete required forms for state aid programs through the Division of

Rehabilitation and Workforce WYV offices.

Provide office mail pick-up/delivery

Review readmitted students for clearance

Review incoming student eligibility for Bridge Program waivers

Complete annual training

Works additional hours at critical seasonal periods if necessary.

Other duties as assigned.
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PREREQUISITES/EDUCATION: Bachel or 6s degr e¥xyeamsfimricialaidad wi t h
related experience.



SKILLS: Must be organized and able to effectively communicate with students and families.
Must have ability to follow policies and regulatory requirements. Must be able to assist with
effective public presentations. Excellent computer and analytical skills essential.

FLSA STATUS: Non-exempt
Date Updated: January 2019




