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NASFAAOGS Statement of Et hi cal Prin
Instit utional Financial Aid ProfessionalsNovember2017

Preamble

Professional ethics encompass the personal and organizational standards of behavior expected of
professionals who exere@specialist knowledge and skill. Because of their unique experience and
training, financial aid professionals make judgments, apply their skills, and reach informed decisions in
situations that the general public cannot. This capability comes with résptynd an implicit or

explicit set of ethics that should govern the decisand actions of all financial aid professionals.

The National Association of Student Financial Aid Administrators (NASFAA) provides professional
development for financial aid amdnistrators; advocates for public policies that increase student access
and success; serves as a forum on student financial aid issues, and is committed to diversity throughout
all activities. NASFAA members are required to exemplify the highest lewathafal behavior in

helping students and families find the best ways tofpacollege and demonstrate the highest level of
professionalism, all while remaining good stewards of public and institutional funds.

As part of the only national associatiopmesenting financial aid administrators in all sectors of higher
educationNASFAA members are expected to adhere to ethical standards.

Il n April 1999, NASFAAOSs BpomtrSthternent oflEthicakRriticiplesshata d o p
has served as @mmon foundation for accepted standards of conduct for the financialoéédgion.

Later, NASFAA expanded on those ethical principles through a more prescriptive Code of Conduct.

That Code was first adopted by the NASFAA Board of Directors in May 200itide specific

standards and guidance in order to assure the puthepfr of essi onds i ntegrity.

The Statement of Ethical Principl esdie.aasetohit ended
ideals and ethical goals for all financial aid gsdgionals. The Code of Conduct, on the other hand, is

more dogmatic; it isntended to enumerate specific rules and expectations for personal and professional
conduct.

In 201314, the NASFAA Board again examined the Statement of Ethical Principles dedb€o
Conduct in light of new issues, challenges, and dynamics in highegi®n. At the request of 20184
National Chair Craig Munier, a task force of Board members was convened to examine the current
ethical standards in detail, consult with legalresel, collect member comment, make updates, and
report back to the Boartledby Mary Sommers from the University of Nebragi@arney, the task

force presented a revised Code of Conduct and Ethical Principles to the Board in March 2014.
NASFAAOGs Bequentlydreviewed and updated the Statement of Ethical Principles in Kewem
2017,

NASFAA thanks the following individuals for their work on the Task Force on Ethical Standards:

Mary Sommers (Task Force Chairl.isa Hopper David Page

Ron Day CraigMunier Cathleen Patella
Jack Edwards Eileen O’Leary Lori Vedder
Panela Fowler Lisanne Masterson



The principles contained herein focus on reaffirming our professional commitment to transparency,
compliance, and above all students, who hawetne reliant on federal, state, and institutional aid
programs to fulfilitheir educational goals and dreams. NASFAA members strive to meet the
Statement of Ethical Principlesd are required to comply with the Code of Condsci condition of
memberslp.

NASFAA Statement of Ethical Principles

The primary goal of the finaral aid professional is to help students achieve their educational goals

through financial support and resources. NASFAA members are required to exemplify the highest level

of ethicd behavior and demonstrate the highest level of professiona!'sni.

We, financial aid professionals, declare our commitment to the following Statement of Ethical
Principles.

Financial aid administrators shal

Advocate for students

A Remain aware of i sanineallyadvdcdtesfar theirimigreststatihé e nt s an
institutional, state anfiéderal levels.
A Support federal, stat e stadems,ds paslyas theuetmiary grades, e f f

to aspire to anglan for education beyond high school.
Manifed the highest level of integrity

A Commit to the highest Ifrenvcerflict ofinterest dr thecparteptiore h a v i

thereof.

A Deal with difaitlyeabiding byooucemsniitthents ane always acting in a manner that
merits thetrust and confidence others have placed in us.

A Protect the privacy of individual student

f

A Promote the free expr es gdspea foraiverse \desvpomts withirdtheo p i

profession.

Support student aessand success

A Commit to removing f i ndoporsuapostsecandary leamisgafdo r
support each studeatimitted to our institution.

A Wi t h o u sist students tp applyirg for financial dichds.

A Pr ovi de appleprinciples ¢hat deanntdiscriminate the basis of race, gender, ethnicity,
sexual orientatiorreligion, disability, age, or economic status.

A Under st and ialleducatioa @ad cofmmitredutaiterstaderts and families on how to
resposibly managesxpenses and debt.

Comply with federal and state laws

t

h

A Adhere to all appl i c a bedesal stateyand irstitutional fengnoidl adt i o n

programs.

A Actively participate i andaontigungdcgtiorpprogrdns ® eriswen a |

ampleunderstanding of statutes, regulations, and best pragtieesning the financial aid programs.

A Encourage col | eag meabaidpraiessppral assbciaiiopsavakabld tmthem ate
the stateregiorel, or national level and offer assistance to othepaidessionals as needed.

Strive for transparency and clarity

A Provide our students ameed@makegoot decisionstaboutt h e
attending and payinfpr college.

A E d students and families through quality informatitvat is consumetested when possible. This
includes (buts not limited to) transparency and full disclosureoffier notices

A dmme equity by applying all neethalysis formulasonsistently acrss heing i t ut i on o6 s
population of studerftnancial aid applicants.

f

f

n

ul

-

f



A Inform institutions, sitfinadoahaid programsithiat cpubdrafiectt s o f
therr stucent aideligibility.

AsStrive to ensure that cost of attendance ammepts aredeveloped using resources that represent

realistic expenses.

Protect the privacy of financial aid applicants

A Ensure that student an dtothedinaecialtaid gffice by Enaneial aidn f o r n
applicants igprotected in amrdance vith all state and federal statutasd regulations, including

FERPA and the Higher Educatidwt, Section 483(a)(3)(E) (20 U.S.C. 1090).

A Protect t he iF®Affrontimapptopriat@se loymnsurihgehatfhds information is only
usedfor theapplication,offer, and administration of aiofferedunderTitle IV of the Higher Education

Act, state aid, or aidfferedby eligible institutions.

NASFAA CODE OF CONDUCT
Institutional members of NASFAA will ensure that:
1. No action will be taken by fiancial aid staff that is for their personal benefit or could be
perceived to be a conflict afterest.
a) Employees within the financial aid office lmot offer aid to themsefes or their immediate
family members. Stawill reserve this task to an inttionally designated person, to avoid
the appearance of a conflict of interest.
b) If a preferred lender list is provided, it will be compiledhaut prejudice and for the sol
benefit of the studenttending the igtitution. The information includeabout lenders and
loan terms will be transparent, complete, andurate. The complete process through which
preferred lenders are selected wal folly and publically disclosedBorrowers will not be
autoassigned tany particular lender.
c) Aborrome 6 s choice of a | ender will not be den
institution, even if that lender is notincluded on the institi on6s pref erred | e
d) No amount of cash, gift, or benefit inaes of a de minimis amount shak laccepted by a
financial aid staff member from any financial aid applicant (or his/her family), or from any
entity doing business with or seekittgdo business with the institon (including service on
advisory commieesor boards beyond reimbursemémt reasonable expenses directly
associated with such service).

2. Information provided by the financial aid office is accurate, unbiased, st reflect
preference arismfrom actual or potential personal gain.

3. Institutionaloffer notifications and/or other institutionally provided materials shall include the
following:
a) A breakdown of i ndi vi du alostofdtepdance: designatigf t h

all patential billable charges.
b) Clear icentification of eacloffer, indicating tye of aid, i.e. gift aid (grant, scholarship),
work, or loan.

c) Standard terminology and de foffenletteriteans.s, usi n
d) Renewal requirements feachoffer.

4, All required consumer information is displayed in a prominecdtion on the institutional web
site(s)and inany printetat er i al s, easily identified and f
Il nformati on. O

5. Financial aid professionals wiligtlose to their instiition anyinvolvement, interest in, or

potential confict of interest with angntity with which the institution has a business relationship.



THE NEED FOR STUDENT FINANCIAL A ID

Historically, student financial assistance bagn viewed as a recting device or an aid to the institution
as much as it lsabeen considered a tool for assisting students. However, student financial aid programs now
reflect a wide variety of inglidual, national and institutional concerns.

Most current financial aidorograms focus on the student as an individual. They éhtenremove the
financial barrier to education for those who are unable to pay. There are many families who couldtimance
higher education of their children, but only ioyposing stringent ecmmic restrictions upon themselves. With
rising college csts, even families with comfortable incomes often find it difficult to pay bills, particularly when
there are two or moréhiddren in college at the same time.

Many finandal aid programs areimed especially at assisting those students who would rdihanily
consider any education beyond high school. A variety of aid programs recognize the fact that many students have
been relegated to life patterns far below their cejes, not for lack bahlity, but for lack of finances.

Student aid programsaklie often been associated with some need felt to be in the national interest. There
are excellent reasons for basingdemt aid programs on critical national needs. Sjgatianpower requirenms
must be met for the nation to grow and prosper. An ateqiefense status must be maintained. And, in a time
of rapid and profound technological and social change, a popaltdedo comprehend and come to grips with
complex ad sophisticated prohtes in need. The nation depends upon these abilities, anchtémhu is an
essential means for developing them.

One of the chief goals of student aid programs has been to enhanostitution. Other institutional
interests can beserved by student aigrograms which will attract almost any particular group afdsnts;
particularly any academieajor or disadvantaged students, students from a variety of religious or ethnic
backgounds, etc.

The cost of educating students is paidy in part by thetsident. In public institutions much of the cost
is borne by tapayers. Student aid programs are thus an important source of revenue, a fact that is becoming even
more crucial as #cost of education continues to rise.

When an indrsidual develops to lsi cgpacity, he/she/theynot only enhances hims#ierself, but
he/she/thewill ordinarily contribute to this institution and to the society in whietishe/theyives.

Aid programs are not an investment in meah individual or aaciety or a specific institution, but in all
three. While indivilual programs may have limiting criteria and goals, the collective effect of all programs has
been to benefit all ais.



HISTORY OF FEDERAL GOVERNMENT ASSISTANCE

The interest of the Fed® government in students in institutions extends back in tionéhé post
Depression National Youth Administration of the 1930's. Although this program was not specificallgdntend
assist students in obtaining a higher educatiut rather to pronte the economy in general, it did have the result
of providing the funds necessary for the education of many young men and women. The Federal government
became involved in studenidgporograms with the Emergency War Loan programhef194Gs and the G..IBill
of the 195@. The largest single source of undergradsatdent aid that the Federal government has become
involved in is the series of programs administered by tt& Departmentof Education. The programs that
Dakota College aBottineauis involved in are described as follows:

The National Deferes Student Loan Program was authorized under the National Defense Education Act
of 1958. This program was conceived the premise that no student of ability shouldibreied an opportunity
for higher education because of financial need. Thus, the ablisked longerm, lowinterest loans to qualified
students in need of financial assistance to pursue dirfdl course of study. This program was originally
schedutd to operate for eiglyears, terminating on June 30, 1966. However, it was extenugiduader the
Higher Education Act of 1965, as amended in 1972, became the National Direct Student Loan (ND&k).Progr
Continued authorization for the NDSL Programsveantained in the Edation Amendments of 1976 and 1980,
and in the Student Financiaksistance Technical Amendments Act of 1982.

Effective October 17, 1986, the Higher Education Amendments of 128@et the name of the program
to the Perkins Loan Bgram, in honor of CaD. Perkins. This legislation extended authorization for thenarong
through the 19902 offer year.

As stated previously, the National Direct Student Loan Program autthdrjz&itle IV-E of the Higher
Education Act of 1965 wasantinuation othe National Defense Student Loan Program authorized by Title Il of
the National Defense Education Act of 1958. All rights, privileges, duties, functions, and obligations existing
under Title 1l before the enactment of Title-B/continueto exist.

A National Defense Student Loan is a loan made before July 1, 1972. LoaesaftexdJune 30, 1972,
under Title IV, Part E of the Higher Education Act (HEA) were known as National tD8rmlent Loans.
Although the name of the program cham@s October 161986to the Perkins Loan Program, loans did not begin
to carry the name '#kins Loan" until July 1, 1987.

The purpose of the Perkins Loan Program is "to stimulate and agsistéatablishment and maintenance
of funds at institutios of higher edudan for the making of lowinterest loans to students in need thereof to
pursue their courses of study in such institutions."

These lowinterest, longterm loans are available, dhe basis of financial need, to both undergraduate
and gaduate students hdp pay their educational costs.

The Perkins Loan Program actually engasses two loans: Perkins loans and Direct Loans. The
distinctions between the two result from new psns introduced by the Higher Education Amendments of
1986 (P.L. 99498) andthe Higher Education Technical Amendments of 1@7. 10050). Loansmade prior
to those changes, as well as those made subsequently to the same borrowers, are calledri3irect

A Perkins Loan is defined by regulation as adonade under thprogram to cover the cost of attendance
for a period of enrollment beginniram or after July 1, 1987, to a student, who on July 1, 1987 had no outstanding
balance of principal anterest owing on any previous loan made under the progtghorized by &t E of Title
IV of the Higher Education Act (ACT).

A Direct Loan is a loamade under Title IME of the HEA after June 30, 1972, which does not satisfy the
definition of "Perkind_oan."



NOTE: Once a student has been designatedexDioan borroweunder these definitiondie/she/they
can never become a Perkins Loan baer. Even ifhe/she/theyepays all outstanding balances after July 1,
1987, any subsequelttans made arsubject to the Direct Loan provisions, an@®iaect Loan pronssay note
must be used.

The Perkins Loan Prograsxpired September 30, 201I/is expirationdoes not effect the Direct Loan
programas the U.S. Department of Education began wistering the Direct Loan prograrseparate from
Perkinsin 1992 when a pdt verson of the Direct loan program was signed intoudader the Reauthorizati of
the Higher Education Act of 1965.

The College Worlstudy (CWSP) Program was originally paf the Economic Opportunity Act of 1964
(Public Law 88452), designed &tmoabilize the human and financial resources of the Nation to combat poverty in
the United States." In its original form it was primarily a measure to improve the general econlomnmypeitant
but not exclusive emphasis on higher edwaetati The Act wasn expression of the concern of our society about
the poverty that exists in theidst of affluence. The College WorlStudy program was renamdie Fedeal
Work-Study program(FWS).

Title 1V, Part C, of the Higher Education Act of 196mended and extdad the FederalWork-Study
Program in two major areas. The responsibiiitythe administration of the program was transferred from the
Office of Economic Opportunity to éhOffice of Education. Student eligibility was expandednclude all
otherwise eligible students who are in need of the earnings fromtipgtemploymento pursue their studies.
While these changes did not materially affect the major provision gfrtiggam, they did make it more a student
aid program antess a poverty qegram.

The program is currently authorized under Part C, Title 1V, of the Higldeication Act of 1965, as
amended by the Education Amendments of 1968, 1972, 1976, 1980 and 1986.

The purpose of thEederaMWork-Study Progranis to stimulate ad promote the paftime employment of
students who are enrolled as undergraduatejugite or professional students who are in need of earnings from
employment to pursue coursesstiidy at eligible institutions.

Employment undeFWS nust be made reasably available to the extent of available funds, to all
eligible students in the irgftion in need thereof. In addition, equivalent employment offered or arranged by the
institution must be reasonably available to the extent of avaifands to all sidents in the institution who desire
such employment.

The institution must providesaurances that employment made available RS funds must, to the
maximum extent practicadl complement and reinforce the educational program catiomal goals ofad
student receiving assistance underfidéS Program.

In carrying out the purposgf the FWS Program, the institution may set a Federal share lower than that
required if it dhiooses. For example, if an institution has a large dénfan FWS jobs fom its various
departments, but does not have enough funddfés to students, it magtretch Federal dollars by requiring a
larger contribution from the employing departneeot offcampus employers, thereby reducing the federal share.

The SEOGProgram offers grants to financially heedy undergraduate students attending institutions of
higher education to help them pay their educational costs.

The Supplemental Edu@anal Opportunity Grant Program was established by the 1972 Amet&ltoen
theHigher Education Act of 1965. The stated purpose of the SEOG was to provide, through irstifutiger
education, supplemental grants to assist in making available thtdeh@ost secondary education to qualified
students who demonsteaex@ptional financial need. "Exceptional financial need" was defined as an expected
family contribution (EFC) not to exceed 50 percent of the cost of attendance. In the Amendm@&8&0pf
effective October 1, 1980, the required condition of "excegptifinandal need" was eliminated. However, the
Higher Education Amendments of 1986 reimposed an excgptieeed criterion. Exceptional financial need is

10



now defined as the studentstiwviowest EFC's at the institution. In addition, the 1986 amendnadstrecuire
that priority be given to PELL Grant recipients.

The SEOG is a grant "supplemental” to tigasic" Educational Opportunity Grant which was also
authorized by the 1972 Amdments. The 1980 Amendments changed the program name to "Pell Grant
Progam" but the concept of the BEOG as a "basic" grant did not change. The Supplemental Educational
Oppatunity Grant was established as a new program, not a continuation of the Edowtional Opportunity
Grant (EOG) Program.

The Basic Educatioh®ppatunity Grant Program (BEOG) was authorized in 1972 as a part of the 1972
Amendments to the Higher Ecation Act of 1965. During the first year of the program 1943 Basic Grants
were made only to eligible students who had not been enrolledtisgumsdary education prior to April 1, 1973.

By 197677, with the addition of a beginning group each yebhe program had expanded to cover all
undergraduate students, with a limit ofs8mesters or 12 quarters of eligibility. Exceptions were graoted t
stucentsin five-year baccalaureate programs and to students requiring remedial work.

The EducatiorAmendments of 1980 changed the name of the Basic Grant Program to thedapell Gr
Program, in honor of Senator Claiborne Pell. These amendnents/edthe former limitation on number of
terms of eligibility and opened the program to all otherwise elig#hlelents who had not earned a first
baccalaureate degree.

The Higher Edudion Amendments of 1986 reimposed a limit on the number of yeattsdansmay
receive Pell Grants, but opened the program to less thastirhalfstudents under certain condition3his
legislation also defined cost of attendance parameters and theddywynwhich expected family contribution is to
be calculated, and foids he Secretary to change those provisions, except as necessary to account for inflation,
without the expressl approval of Congress. The Amendments accorded the aid administratatiseoggon
with respect to the determination of independent stustatus and expected family contribution, but placed more
restrictions on the disbursement of Pell Grant funds.

Administered under Title 34 of the Code of Federal Regulations (CFR6®&rthe Pell Grant Program
is currently the largest student gramogran administered by the Department of Education. The purpose of the
Pell Program is toffer grants to helfinancially needy students meet the cost of their post secondantieduca

Unlike the campudased programs (Perkins Loans, College \A&itkly, and Supplemental Educational
Opportunity Grant programs), the Pell Grant Program is centrally administeréd B-ederal government. In
effect, the student applies directly toe Federal government, although applications are processed by a private
agercy under contract to the Federal government. Through a volikbgrayment system (the Student Aid
Report/AR) an eligible student may use the grant at any participating sthadlich he or she enrolls. In this
way eligible students are affordeddegee of portability in that they can use their grants at the school of their
choice, provided the institutiois eligible to participate in the program and the student has suitfiinancial
resources other than the Pell Grant to meet the total cértsther important principle of the Pell Grant Program
is supported by its original title: THgasic Grant Progam. The Pell Grant Program is not currently funded to a
level adeqate to fully meet the needs of all students. In fact, the program isntended to be that
comprehensive. Instead, it has been construed as a means of providing a basic, or folevddtisrassistance
to which other forms of student aid can be atiteenable needy students to pursue an education.

Therefore, even dull funding, the Pell Grant cannot exceed a specified percent of the student's cost of
attendance or a specifidllar amount, whichever is lower. In this way, the Pell Grantfrogperates more as
a rationing system to distribute limited funds tlaam system which attempts to measure affdr realistic levels
of student financial need. The Higher Educationehdments of 1986 specified the dollar amount for £8Bas
the difference between $2,300 and the expected family contribution, or@&tpe the cost of attendance, or the
difference between the cost of attendance and the expected family contriticimever was least. While the
maximum percent of cost of attdance that the student's actual grant may equal remains at 60%.mithss li
lower than the progressively increasing percentages authorized by the Education Amendments of 1980, which
were b have resulted in a 70 percent maximum by 18®5 Limited ajpropriations never allowed the percentage

to exceed 60, however.
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For 1986-87, the maximum levebffer was $2,100 or 60% of the cost of attendance. However, due to
spending cuts imposed blyet Balanced Budget and Emergency Deficit Control Act @&l@rammRudman
Hollings), and the necessity to make up for prior yeartdlls, the Pell Grant program operated at less than full
funding in 198687, necessitating linear reductionsofifers.

For 20022003 the maximunoffer authorizeds $4,000. The statute authorizing the Guaranteed Student
Loan Programtates:
"The purpse of this part is to enable the Secretarigddication: (A) to encouragetates and nonprofit private
institutions and organizations to establish adeql@de insurance programs for students in eligible institutions
(C) to pay a portin of the interest on loans to qualified students which are insured under this part aod (D)
guarantee a portionf each loan insured under a program oState or anonprofit private institution or
organization "

Actually, State garantee funds are backed by a program of federal "reinsurance" to increase the loan
guarantee capacity of the State agenSince the ultimate purpose of thegmam is to make lonterm, deferred
payback, educational loans availahedl eligible stucents, and since students are generally without either loan
collateral or a credit history, it is necessary to include lgaarantees to insure the lender agdost through
borrower default, bankruptcy, death or permanent and tagablity. The extet of the program each year is
limited only by the amount of loan capital available and the number of eligible loanaaypli

The basic purpose of the PLUSjislation is to provide nesubsidized deferred payback loan guarantees
for parents of depatent students. The purpose of Supplemental Loans is to provide these guarantees to graduate,
professional, and independestudents, and, under certain condisipdependent undergraduate students.

With the addition of the speciallowance payment®tlenders who make these loans, the net return to the
lender is at least equal to the GSL Program obligations in thersimgrind exceeds the return whenevegriest
payments are accrued and capitalized. Since no test of finareidlisnrequired, aded loan capability is
afforded those parents and students who are today facing inordinately high costs of education.

PartB of Title IV of the Higher Educatioct of 1965 (HEA), as amended, created the guaranteed
student loan prograsn The Higher Edudion Amendments of 1992 (P.L. 1{&25) reauthorized the HEA and
renamed the guaranteed student loan programs the Fedeibl Edaocation Loan (FFEL) Program, vati now
comprises Federal Stafford Loans (formerly Guaranteed Student)lLdateral PLUS Loasy and Federal
Consolidation Loans. The FFEL Program makes thesettngloans available to students attending institistio
of higher education; vocational ctanical, business, and trade schools; and some foreign schools.

State orprivate nonprofit garanty agencies insure FFELs, and these agencies are reimbursed by the
federal government for all or part of the insuranizénts they pay to lenders. The fealeguaranty on a FFEL
replaces the security (the collateral) usually resglfior a longtermconsumer loan.

Loan types:

Subsidized Stafford Loan: a student must have financial need

Unsubsidized Stafford Loan not ned-based, but it cannot exceed the ste nt 6 s co st of a

the totalof EFC, which includes the borvee s $ubsidized Stéord Loan eligibility.

PLUS: parents may borrow for dependent students only.

12



HIGHER EDUCATION RECONCILIATION ACT OF 2005 (HERA)

Following the tragedy of-41 Congress decided that more emphasis was needed for programs that could
direcly impact natioml defense. The Academic Competitiveness Grant (ACG) and National Science and
Mathematics Access to Retain Talent Grant (&f&l SMART Grant) programs; 34 CHpsart 668 (Student
Assistance General Provisions); and 34 CFR part 690@&edeell Grant Progam). These final regulations are
needed to implement provisions of the Higher Education Act of 1965 (HEA), as amended bigtiee H
Education Reconciliation Aaif 2005 (HERA).

ACADEMIC COMPEATIVENESS GRA NT (ACG)
To meet theggrowing need for improved math and science instruction, on Feb. 8, 2006 President Bush signed into
law two new student grant prograitie Academic Compeiiteness Grant (ACG) and National Science and
Mathematics Access to Retain TaléNational SMART Gant) Programs.
These fundsvere created by the Higher Education Reconciliation Act of 2005. The grants will encourage students
to take more challenging coesinhigh schoolmaking success in college more likely, according to research
and to pursue colige majors in high demand in the global economy, such as science, mathematics, technology,
engineering and critical foreign languages.

The Academt Competitveness Grants weravailable to students for their first and second acadessirs pf
college Naional SMART Grants weravailable to students for their third and fourth academic years of college.
ACG Grants were offereat DCB until the federal programvas discontinued.

TEACH Grant
Teach Grants are not offered at DCB.

ConnectND Implemented 20032004

For the fall semester of 202904 Valley City State Universitylong with Mayville State University became the

O0pi | ot ésforache mplemention of ConnectND ReopleSolt This was a major development nedkom

the otgb6obggtem which h&dThdbaddesystmi sseed |di e rld@8&1ld unde
met hod and alt hough ah e @med,dthasince ldesen antiquated when f i r st i
The University System chose to work withopleSofiand ug consultants from Maximus to develop a tailored

system for the state of North Dakota. In the fall of 20085 more schools were added to the project with NDSU

and UND entering fothe 20052006 academic year. Dakota College at Betiubegan wih PeopeSoft in

2004-2005.

Charges per Credit Hour

Dakota College at Bottineau has éapedith o ur 6 o©rhad ereglits ongler fullime. Credits over 12 are
capped at a standard full time charge unless registration inadolfigsorative crdits. Online credituition is
capped at 12 creditmit anycredit over 12 is still charged an access fee of $3%86 credit Students continue to
be considred fulltime with 12 or more units.For Financial Aidbudgeting purpas dl studens areinitially
offeredat full-time and at census datiast day to add or drop a class at 1004dgets are recalculated and
students are rebudgeted. Thelget categories are futime at 12 or more credits, thrgearterstime at9-11
credits, haltime at6-8 credits and lesshanhalf time at 15 credits.
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FEDERAL WORK-STUDY

Purpose

The Federa Work-Study Progranprovides funding for jobs for students with financial need, allowing them to
earn money to help pay education expenses. Many of tinke study options available at Dakota College at
Bottineau are oampus psitions. Some examples tie types of positions avable are: clerical/secretarial,
maintenance, library assistants, computer lab monitors, and food service positions. Stpimees are paid a
minimum of$8.00 per hour.

Eligibility

The eligibility of students has been exrtded through the amendmetasprovide for work opportunity for any
student who has a demonstrated need of additional funds in order to continue i caliegrked preference for
students from lowncome families, however, kdoeen retained. In orddpr a student to establishigbility at
Dakota College at Bottineasheghethey must submit a Free Application for Federal Student Aid (FAFSA) to the
Financial Aid Office. The student must be at least-tiaié as detrmined by Federal regulatis and the
institution The student must be a U. S. citizen degalNational in the United States for other than a temporary
purpose and intend to lmoe a permanent resident.

Determination of Needafter Application

Eachstudent must submit a FAFS&ach year. After the StudeRtnancial Aid Office receives #nstitution
Student Information Record (ISIRhe Financial Aid Diectorruns a process whidoes an analysis of the report
to determine théotal amount of resourcesvailable to the student inlagion to the budget for each academic year
and summer.

Amount of the Offer

The amount earned on a Weskudy job varie with the hourly wage paid and the number of hours worked.
Normally $1,500.00 can be earned during a simonth acadein year by a stueht working 56 hours per week.
Work Study may beffered above$1,500.00 with prior approval from the Financad office based on funds
availability.

Supervision

Any staff or faculty member may tin a supervisory capacity. It is the responsibility of both the student and the
supervisor to see th#te student is punched in aadt foreach daythat the student workslf a punch is missed
the dudent is expected to notify their supervisor so the punch may be entered by Human Resbheces.
supervisoris epected to give new employees cosatpl and clear cut instructions in regard to the duties
he/she/theys to perform and to establish with each sttdemployee the houssich duties may be performed and
such other workig conditions that are iline with good supervision of an empée. If a student employee
proves unsatisfactory, judge his/tieir conduct as you judge any empée If the problemis not resolved,
contact Financiahid andHuman Resources falirections on how tderminate the emplee Approvethe final
time sheein HRM andnotify the Financial Aidoffice explaining the r@son for terminationDakota College at
Bottineaustudent employees are pecied to fdlow and uphold all univerty policies and guidelines. This
includes the Code of Stude@bnduct which includeSomputer & Network Usage Policies.

Maximum Hours
Any student found eligible and assigned to a W8tkidy job is limited to the agned numbenf hoursper week

Students are limited to the work study that they are initiatfiered through the financial aid processlessprior
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arrangerentsare made Wh the FinancialAid office based on funds availability. Work study jar®alsolisted
to each positionsieed and th desire to provide employment through the academic year.

IOFFER AMT $/WEEK HOURS/WEEK| [DFFER AMT $/WEEK HOURS/WEEK|
100 $3.13 0.39 1100 $34.38 4.30
200 $6.25 0.78 1200 $37.50 4.69
300 $9.38 1.17 1300 $40.63 5.08
400 $12.50 1.56 1400 $43.77 5.47
500 $15.63 1.95 1500 $46.88 5.86
600 $18.75 2.34 1600 $50.00 6.25
700 $21.88 2.74 1700 $5313 6.64
800 $25.00 3.13 1800 $56.25 7.03
900 $28.13 3.52 1900 $59.38 7.42
1000 $31.25 3.91 2000 $62.50 7.81

Payment Procedures

Students must punch in to the HR&¢stem when they start work and they must punch out whenhinay
completed ieir work for the day. Student hours are calculated from the KiZtem on thé5" and last day of
the monh. Checks are issued by the Business Officghe 15" day of the montland thelast working day ofhe
month.

STUDENT RESPONSIBILITY IN WORK STUDY

The Student Will:

Complete a Free Application for Federal Studeind FFAFSA) and submit thé=AFSA via the internet at:
studentaidjov. The application should be submitted to the evaluating 3gesky (allowing 2 weeks processing
time) to receive top consideration.

Students will receive a Financl&id offer letter. The student will acknowledge acceptance ofdffer package
within 30 days byacceping/decliningortline in CampusConnetion self-service

The students will receive a brochure job listing anda contract. The student is responsible fmmtacing a
Supervisor and arrange for an interview appointment.

The Suprvisor will define your job responsibility toou and sign a work study conttahat the student or
supervisor will return to the fandal aid office.

Keep an accurate report of hours workethe HRMsystem
Do not work more than ghnunber of hours assigned per week.

Your check will not be issued to you unlgssi provide the Bsiness Office withcorrectinformation for a direct
deposit of payroll and erhpyment paperwork.

Address all WorkStudy corespondence to:
Dakota College at Bottinedtinancial Aid Office
105 Smrall Blvd
Bottineau, ND 58318
Or
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Email: fa@dakotacollge.edu

The Work Study brochurean berequeged from the Financial Aid office. This will ensure that the mostodp
dateinformation is preided.

FEDERAL PELL GRANT

Purpose

The intent of this program is that eveljgible student be entitled to Federal grant assistas@mnatter ofright.
Pell Grants are intended to be the "floor" of a financial aid packadmay be combined with other forms of aid
in order tomeet the full cosbf education.

Eligibility

Students must submit &8AFSA for determination of Pell Grargligibility. Students must be enrolled in an
eligible program at an eligibleollege, university, vocational/technical school andehaot previously received a
Bachelor's degree fromny institution. They must be a U. S. citizenadegal nationalin the United States for

other than a temporary purpose and intend to beconeareaagent resident or a permanent resident of the Trust
Territories of the Pacific Islands.

Determination of Need

Need is determinebly the U.SDepartment of Education using a standard formula, established by Congress.

Amount of Grant

The amount of the Grant is determinag referring to theexpectedrFamily Contribution (EFC)eported on the
Insitution Student Information Record (ISIR)The EFCis then refared to the Pell paymentchart where it is
matched with theenrollment at thénstitution to get the amount of the Grant.

Chosenfor Verification

If students are federal orstitutially chosen for erification informationis requestedrom a student. This may
include copies & tax transcripts W-2 6 an,institutional verification form andbr other data as required. If
corrections are necesgathe corrections must be filed and a nESIR received beforaid is offered and
payments will be processed.

Disbursement Procedres

TheFinancial Aid Office enters theffersinto the computer system and issoffer letters. Pell grants are
credited to the students account unless the studsrgpécified that they do not wish to participate in direct
crediting. Payments are usually made at the beginning of each semester

Orear-r ound P e OfferinGPolicyp t 6

Year round pell wasnplemenedbeginningthe20172018year at D&ota College at Bottineaulhe

Consolichted Appropriations Act of L7 allows a studentto receive PellGlamdsupp t o 150% of t he
scheduledbffer for ary yearwith pell offered In keeping with our practe r egar di ng s witheer as
previous academic year, summer Betint eligibilitywill be determined by using the EF®@in the previous

academic year.Case by casexceptios wereallowed if necessaryThesummerrantfollows the Pell payment

chartandis determiné based on thewumber of credits for whicthe studentis enrolliedduringsummer session
andcontnued SAP eligibility. T h e fryeaiaard 0  asinitially gffei@din the 208-2010year itwas

discontinued ad then latere-instatedn the 2017-2018year.
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FEDERAL SUPPLEMENTAL EDUCATIONAL OPPORTUNITY GRANT
(SEOG)

Purpose

These grants are to assist in mngkavailable the benefits of gesecondary education to qualifistudents, who
for lack of financial meias d their own or of their families, would be unable to obtain such benefits without such
a gant.

Eligibility
Must be a Pell grant recipient. Serds must be at least a haithe student as determined by Fedeegjulations

and the institution. Theynustbe a U. S. citizen or a national in the United States for other than a temporary
purposeand intend to become a permanent resident.

Determination of Need after Application

Eachstudent must submit a Free Applica for Federal Student Aid (FAFSA) @ayear. After the Student
Financial Aid Office receives a report fromighageng, the Dire¢or does an analysis of the report to determine
the totalamount of resources availalitethe student in relation to thedget for each academic yealSummer
packaging and disbal is handled by thBirector. SEOGis limited as follows: (gift aid isdefined as PELL,
SSIG and SEOG)

Amount of the Grant

The anount of the grant is determined by tAmaunt of need, amount of funds available, and the number of
applicants. Grants cannot besgethan $10 and cannot be more then $4,q academicsaar. Institutionally,

our averageamountofferedis $40000 through the academic year with aditional summenffer possible based

on fundsavailability, the amount of the grant is prated based on enroliment with students emrolled-ii 6
credits receiving an averagf $200 through the academic year

Disbursement Procedues

The Financial Aid office enters thaffer into the computer system askies offer letters. SEOG grants are
credtited to the students account, if the student meetbilifigiequirements and needsalysis

Academic Term

For financial aid purpass, Fall and Spring are considered stathderms and summer term is calesied a noR
standard term. Fall and Spring terms are both 16 weeks and contain two 8 week teimmsagit semester, first
and second 8 weeks. Summeais3 weels termand catains first and second 4 week sessioliss our policy

that studentsdoregistered for all classes that they are going to take within a standard term by census tae (the
day to add or drop a class) in a standard 16 week témme. exception to thiis newstudents who just start in the
2nd 8 week classes only.
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ACADEMIC COMPETITIVENESS GRANT (ACG)

Established by the HERA ACT starting 20R607. Implemented ad now discontinued at Dakota College at
Bottineau per Federdlaw.

The grants wllencourage students to take more chajileg courses in high sch@lmaking success in college
more likely, according to reseafttand to pursue college majors in high demianithe global economy, such as
science, mathematics, technologyngineering andritical foreign languages. In addition tiee Pell Grant
amount,up to $73 will be offeredto eligible firstyear AC Granstudentandup to $1,300to seconeyear AC
GrantstudentsUp to $4,000will be offeredto eligible National SMART Grant students for each year in addition
to the Pell Granfunds. Studentsra athers can go taww.federalstudentaid.ed.gde learn more ahd these

new student aid grant programs.

For AC Grants, studentsd

1. Must apply for financial aid by submitting the Free Apation for Federabtudent Aid (FAFSA) and
have been determined to be eligible for a Federal Pell Grant. Students who have rnonhitegda FAFSA may
do so online alvww.fafsa.ed.goyv

2. Must be a U.S. Citizen;

3. Must be enrolled in &wo- or fouryear degree program; and
4. Must be enrolled fulltime.

In additiond

! Students must be in their first second academic year of a tvaw four-year degree program;
1 Firstyear students must have completed high school ortear Jnuary 1, 2006

1 Secondyear students must have completed high school on or after January 1, 2005;

il

All AC G Grant students muktive completed a rigorous high school program of study asndésitpy
their state; and

1 For a secongear AC Grant, studes must have a gia point average (GPA) from their first year of at
least 3.0.

Starting on July 1, firstand secongear studente/ho have already completed their FAFSA and who may be
eligiblefor an AC Grant will receive an email or regular mailingnfrthe Departmentfd&ducation's Federal
Student Aid (FSA) office. Applicants will be provided with a link to a secure website \therean learn more
about the AC Grant program and provide &ddd information to determine eligibility.

Applicants witlout access to thetemet will be able to call-BOO-4FEDAID, toll-free, to provide the additional
information. New FAFSA filers wilbe provided with the opportunity to submit the additionadinfaton at the
time they complete their FAFSA online. Aftsiudents log on tthewebsite using their FSRIN (or call the toH
free number) they will be asked a few simple questions abeiutitigh school course of study, including some
guestions spefic to their state.

A student is eligible for an AG Grant id

1 The student compted one of his or her state's designated secondary school programs of study, as noted
on the website; or

1 The stdent has taken and passed the tests for at least two Ad\Rlacedent (AP) or International
Baccalaureate (IB) courses;

f The student hasonpleted a high school course of study with at i@ast
o Four years of high school English;
o Three years of highchool math, including Algebra | and another higher level matinse

o Three years of high school science, which must delwo years of biogy, chemistry or
physics;

o Three years of high school social studies; and
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o One year of high school foreign larage.

The information provided by the student on the websiteye the phone) will be sent by FSA to the financial
aid dfice at the studdrs college or university. While students will receive arsaneen confirmation of their
submission, a grant isohconfirmed until eligibility is verified by the institutiorf bigher education. Note also
that some colleges and univiéess may determinéhdr student's eligibility without waiting for the information to
be sent to them by FSA.

The ACG Grant was dosantinued by Federal cuts in the-12 offer year.

SMART GRANT Program

Dakota College at Bottineau does not adminiStdART Grant.

TEACH GRANT PROGRAM

Dakota College at Bottineau does adiministeithe TEACH Grant Program.

FEDERAL PERKIN S LOAN

Establishedn 1957, the Perkins loan was establisteegrovide studentsvho hadeconomic need, lowost loans
with flexible rgpayment terms and gengenerous forgiveness optidhs. Federal Perkinean program was not
renewed in Congress, endithis program Implemented and discontinu@ttoberl, 2017 at Dakota College at
Bottineau.

Purpose

The purpose ofhis program is to give assurance that no student of ability be denied an opportunity for higher
education because oh&ncial need.

Eligibility

Based on remaining unmet need aftetermning eligibility for Federal Programand scholarsiis.
Determinaiton of need After Application
On the Free Application for Federal Student Aid (FAFSA), student imdisate interestn aloan.

Amount of Loan

The amount of the loan is deterrathby theamount of need, amount of funds available and raxrobapplicats.
A student may borrow $000.00per academicoffer yea at Dakota College at Bottineali Perkins funds are
available, there may be limited disbursementswhmer Perkindoans up to $100.00per student.

Disbursement Procedures

Onke astudsthas accepted a Perkins |l oan the odo@ihiasti oanf
students Campus Connen Account. Student must coplete Perkins Entrance Loanounseling at
http://www.mappingyourfuture.organd $gn the promissoryote for advancement of fund before first disbursement.
Once both processeseacomplete the checklists will complete and release thedsfuEntrance camseling

expl ains a bor r o\bitiesd She note ggipan ended mate fdineessigentenigreenrollment.

Exit Interview Procedures

Students that complete thgirogram are reported to the Student Loan Service Cel8eEC works with th
students to complete their exit counseliggjuiremets. Students can also complete exit loan counseling at
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http://mappingyourfuture.ordgexit counseling reminds a borrower thieir rights and responsibilities before they
enter repagent.

Collection Procedures

DCB contracts through Studenban Serwing Center at NDSU Fargo. This is a state agency established to do
Perkins Loan collections for aleven state campuse

Federal Student Loans

Student Eligibility Criter ia

To be eligible taeceive &ederalStudent Loan, a studemust meethefollowing general eligibility criteria:
- be enrolled or accepted for enroliment in a degree, certificate orprtigram leading to a
recognized educational credentiahateligible institutioras at least a hatime student;
NOTE: The reqirement that a student be in a program leading to a recognized educational
credential became effective for periods of elnmeht beginning on or after July 1, 1987.
Previously tle student only had tcekenrolled or accepted for enrollment ipaticipeting school
at least haltime.
if already enrolled, be maintairgrsatisfactoryprogress
- not owe a refund onitle IV grant or be in default on a Title IV grant or inedefault on
a Title IV loan at any institution; Students areeportedto the National Student Loan Data System
and this information is included in data received on the electronic ISIR
- file a gatement of educational purpose with the lender andgifired, a statement of
Selective Service registration congplce wih the school;
- must be a citizen, natural, or permanent resident of the U.S. or a permanent resident of
the Trust Tenitory of the Pacific Islands, Guam, or the Northern Maaidslands; or be
in the U. S. for other than a temporamyrpose ad provide evidence from the Immigration
and Naturalization Service of intent to become a permanent resident.

Application process

Applicant must submit a Free Applicationr fBederal Student AIdFAFSA) to theFinancial Aid Office The
Direcor will determine eligibility and inform student loffer letter. The studeninustacceptor declinethe loan
offer electronically through Gapus Connectim The nstitution then trasmits data tothe department
electronically who places it with a lender for servicing

Amount of Loan

_ - Additional Combined
Dependent Maximum Subsidied . . .
Unsubsdized Subsidized & Unsubsidizeq
Freshman $3,500 $2,000 $5500
Sophomore $4,500 $2,000 $6,500
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Additional Combined

Independent Maximum Subsidize . . .
Unsubsidized Subsidized & Unsubsidize

Freshman $3,500 $6,000 $9,500

Sophomore $4,500 $6,000 $10,500

Disbursement Procedures

Once astudent haaccepted a Federal loaneth or i gi nati on processlowi llli sadadna
students Campus Connection Accoudtiidens must canplete Entrarce Loan counselingnd sign the Master
Promissory Note (MPN) for advancement of fundbefore first disbursemerat studentaidgov. Once both
processes are completbe checklists will complete and releasee funds. Entrance counselingp&ins a
borrower 6s r i ght she rote dopen enseu notedohebsiudniseniireesrollmentBtudent aid

is credited to the business office for processinfee Payment date

Following Disbursal/Crediting

Students are senhanail right to rescind noticeotifying them thathe loan has been applied to their ag@to
and giving the student an opportunity to reject the loanvriting. New Perkins dan disbusements were
discountinued Fedeia on October ¥, 2017.

NORTH DAKOTA STATE STUDENT INCENTIVE GRANT ASSISTANCE
PROGRAM (SSIG)

Purpose

The North Dabkta Student Financial Assistance Program provides@payable grants to assist undergeddu
students in need of financial assistan

Application/Eligibility Pro cess

Students must submit a Free Application for Fed8tudent Aid (FAFSA). Applicantsiust beenrolled in a
gualified institution of a postecondary education within North Da&o

Amount of the Grant

Effective 20®-2010raised to $,200per acadenc year.

Effective 20D-2011 raigd to $1,500 per acadenyiear.

Effective 20122013 raisedhe grant to $1,648 per year with a prorated amount foitipaetstudents.
Effective 214-2015 raised the grant to $1650 per ye#h proratedamountdor parttime students.
Effective20152016 the grant wasaised td$1950 per year with pretedamountdor parttime studenand
summer ternoffers.

Effective 2019-2020, the grant wasaised td62200 per year with pn@ted amountdor parttime gudentand
summer ternoffers.

Disbursement Procedures

Funds are sent to the institutietectrorncally to be applied on the indivighl student accounts foreditingafter
fee payment dates
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INSTITUTIONAL SCHOLARSHIP Sand WAIVERS

Purpose

The purpose of institutional scholarships is to recognize academic performance, talent and skills &f student
planning to enroll or who are enrolled@dkota College at Bottinea

Rules/Policies

Sdholarship funds @ generated by coiutions made to the Dakota College at Bottineau Foundation from
alumni, individuals, famiks, businesses antganizationsScholarshigriteria include academic performance
and financial needScholarship recipien@rerequired toenroll as a fulitime student, which is defined as 12 or
more credit hours per semest&cholarship funds cannot be used for ontilzssesOffers are made on a
Arol |l i ngd basichglarshiphconomitteeravél eneesto ma@lers as applicatias are reeived.
Therefore, students are encouraged to turn in their applications as soon as.possible

1. The Financial Aid Office isotified of who isreceivinginstitutional scholarships drthe financial aid
office will send the studestanoffer letter shawing the scholarship.

2. All scholarships arefferedon the basis of the entire @gamic year. Should a studentduate fall
semester, the spring semester portion is forfeited. Schiiai@e generall offeredfor the entire year
and if the student does not enroll for the second semester the funds go back into the availatgkigcholar
pool.

DCB Scholarshps Include;

Direct NamedScholarships

Amount: $500 $5000

Eligibility: Several namedcholarships are availablegtudents who demonstrate strong academic
achievementAdditional criteria varyamong scholarships.

Offering Procedures

Scholarships at DCB axdfered by committee, whichdoes noincludea financial aid officer.

Disbursement Procedures

The scholarship coordinator sends notices to the students via mdilegnohiist accept thaffers. Once accepted
by the student, theffer is entered into the system order to become a part ofhe financial aidpackag.
Payments are applied through the crediting process at fee payment time, which is abouksantareach term.

Berge Foundtion Scholarship

Amount: $1,000 $2,90

Eligibility: Offeredon afirst come first seve basis to students that are residents of Bottineau County.
Must be a Bottineau County Resident and admitted as-armidlstudentvith themajority of their

classes being taken on the DCB campus

Application Process Students areotified of the availability of the scholarshipscamust choose tapply.

The application is available on the Dakota College at Bottineau website
https://www.dakotacolige.edu/admissiondinancialaid/scholarshig

Disbursement Praedures

The schakrship coordinator sends notittethe students via mail and they must accepbffexs. Once accepd

by the student, theffer is entered into the system in order to becomeart of the financial aidpackag.
Payments arepplied through th crediting process at fee payment time, which is about two weeks into each term.
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Foundation Scholarships

Amount: up to £,500

Eligibility : New studentsare eigible if they meet theeligibility criteria as advetised on theDCB web page
Qualificatiors for the majority of scholahipsrequire thatstudentsare in good academic standingust be
enrolled full-time and that the majority of classes fdrigh enrolled ar®n theBottineas campus

Application Process Students are notifiedf the availability of thescholarsips and must choose to apply.
The appication is available on the Dakota College at Bottineau website
https://www.dakotacollege.edufaissionsfinanciataid/scholarships

Offering Procedures

Scholarships dDCB areofferedby committee, which includea financial aid officer.

Disbursement Procedures

The schakrship coordinator sends notittethe students via mail and they must atekpoffers. Once accepted
by the student, theffer is entered into thesystem in order to become a part of the financial pitkag.
Payments arepglied through th crediting process at fee payment time, which is about two weeks into each term.

Alumni Scholarships
Amount: up to $1000

Eligibility . Returing studentare elgible if they meet theligibility criteria as advertised on the [B3veb page
Qualifications for the majority of scholarships require that studargsin good academic standingust be
enrolled fullime and that the majority of classes foniah enroled are on theBottineau campus

Application ProcessStudets are notified of the availability of the scholarships and must choose to djaly.
application is available on theaRota Colleg at Bottineau websitdittps://www.dakotacollege.edu/admissions
financialaid/scholarships

Offering Procedures

Scholarships at DCB amdferedby committeewhich includes a financal aid officer.

Disbursement Procedures

The schéarship coordinator sends notite the students via mail and they must accepotfees. Once accepted
by the student, theffer is entered into the system in order to become tagfdhe financial aigppackag.

Payments arepglied through th creditingprocess at fee payment time, which is about two weeks into each term.

Challenge Grant Scholarships (including High Academic Honors,

Academic Honors, and Alumni Honors)
Amount: upto $2000

Eligibility . New and Rturing studentare eligible if they meehe eligibility criteria as advertised on the [BC
web page Qualifications for the majority of scholarships require that studerdsin good academic standing,
must be enrolled fultime and that the majority of classes fohish enrolled aren theBottineau campus
Application ProcessStudents are notified of the availability of the scholarships and must choose to djely.
application is available on the Dakota Co#iegt Bdtineau websitehttps://www.dakotacollege.edu/admissions
financialaid/scholarships

Offering Procedures

Scholarships at DCB ardferedby committee, which includea financal aid officer.

Disbursement Procedures

The schadrship coordinatoserds noticeto the students via mail and they must accepotfees. Once accepted

by the student, theffer is entered into the system in order to become a part of the finantjzdckag.

Payments arepglied through th crediting process at fee pagnttime, which is about two weeks into each term.

Hometown Career Scholarship
Amount: up to £500
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Eligibility © Newly admitted student who is a resident of one of the followmgntes during the past

2 years: Bottineau, Renville, Mary, Pierce, Rolette. Must be enrolled full time and must successfully complete

a minimum of 12 credits per semester in a career and technical education program. Attend om#deaiBotti
campus of Dakota CollegeéMust maintain scholarship status and at&PA of 2.0 or higher to receive the
award during Spring 2021.
Application ProcessStudents are notified of the availability of the scholarships and must choose to djely.
applcation is available on the Dakota Cokegt Bottineau websitéttps://www.dakotacollege.edu/admissions
financialaid/scholarships

Offering Procedures

Scholarships at OB areofferedby committee, whicliloes notncludea financal aid office.
Disbursement Procedures
The schadrship coordinator sends noticethe students via mail and they must accepotfees. Once accepted

by the student, theffer is entered inb the system in order to become a part of the financiaailag.
Paymaits are gplied through th crediting process at fee payment time, which is about two weeks into each term.

INSTITUTIONAL TUITION WAIVERS
The State Boardf Higher Education/North Dakota University System allows institutional flexibiligareing

the offering of tuition waivers. Waivevalue can vary binstitution. The option is allowed for waivers to be
Af ul |-t omeéhesewdivers are to be applied to tuition onbt, to fees.

Tuition Waivers2020-2021

(WUE) - AK, AZ,
CA, CO, HI, ID, NM,

NV, OR, UT,
(Assume WAWY
12credits | North Dakota (MSEP) i
for full - Resident& Minnesota Contiguous - IL,IN, KS,MI,MO,NE,
time) Canada Resident SD,MT OH,WI Non-resident International
TUITION
RATE 422900 473620 5286.26 5286.26 6344.00 7400.76
100% 422900 4736.20 5286.26 5286.26 6344.00 740076
75% 3171.75 3552.15 3964.70 3964.70 4753.00 5550.57
50% 2114.50 2368.10 264313 2643.8 3172.00 3700.38
40% 1691.60 1894.48 2114.50 2114.50 2537.60 2960.30
30% 1268.70 1420.86 1585.88 1585.88 1903.D 2220.23
25% 1057.5 1184.05 1321.57 1321.57 1586.00 1850.19
20% 845.80 947.24 1057.25 1057.25 1268.80 1480.15
10% 422.90 473.62 528.63 528.63 634.40 74008
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Cultural Diversity Tition Waivers

Amount: Up to 100%o0f the residents tuitiofup to100% waiver)

Eligibility: Studentsvho are members ofailturally diverse grougBlack/African American,
American IndanAlaska Native Native HawaiiariOtherPacific IslanderAsian,or Hispanic/Latino)
may apply for a Cultural Diversity Tuitiomaiver.

Room Waivers

Amount: $500

Eligibility: Offeredon a firstcomefirst serve basito the first 5 stdents whdo studentsvho receive
the Berge Scholarshgnd lve in onrcampus housing

International Waivers

Amount: $500

Eligibility: Offeredon a first comefirst serve basis to inteational students showing strong academic
achievement and current students in good academic standing. For an applicatioa Q@fi¢¢hof
Admission at 1800-542-6866.

Canadian Wixers

Amount: $500
Eligibility: Offeredon a firs come first sere basis to stidents that are residents of Canada. For an
application, call the Office of Admission ai8D0-542-6866.

FEDERAL PLUS / Additional UN SUBSIDIZED LOAN PROGRAMS

Purpose
The basic purpose of the PLUS legislation is to preladrs for parertis o dependat students.
No test of financial need required for the PLUS program.

Definition of fiParento for PLUS Loan purposes

For the purpose of determining PLUS Loanieligi | i ty, a parent i s aadeptvedent &s
parentlegalguardi an, or the spouse of a parent who has r emal
taken into accountwhencalcat i ng t he dependent student és EFC.

A parentmay receive a PLUS Loan only to pay for the educationas @isa depende undergradate student

who meets the eligible student definition.

A parent must meet the samiézenshipand residency requiremeras a student. Also, a parent who owes a

refund on a SFA grant or is in default on a SFA loan is indiigibr a PLUS loan. Par ent 6 s i nel i gi bi
PLUS Loan does n oetigibilityf for SFAtfunds seeeChaptendbitiee Rinadckl Aid Handbook

for more infaemation on these general criteria.

Adverse credit history

A parent with a adverse cedit history is prohibited from obtaining a PLUS Lodha parent is denied for a
PLUSIoan, an additional unsubsrdid ban may bewardedo the studentf the parencompleesthe Plus Loan
Denid Form.

Eligibility
Before certifying thisdan, the financial aid administrator must

§ Certify that the loan disbursement schedule provided thétapplication meets the disbursement
requirements for Stafford Loans
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8§ Theschool has det er mi nesthtud, dneliment statuge and €atsfaaioey paademniie n c
progress
8§ A student(or both thestudent and parent in the case of the PLUS Loan) certifies that he or she is not in
default on any SFA loans and does owt a refund on any SFA grant or scholarship.
8 The school reviews its academic and financial aid recorddiegettie inbrmation tha the borrower (and the
student, in the case of a PLUS Loan) certified concerning previous loans or grants, and deteahiimes
total loan or loans certified for theeriod of enrollment will not cause the borrower to exceedalror
aggraeateloan limits. The school must also ensure that
9 for subsidized Stafford Loans, the loan amount or amounts will not exceedthenstud s f i nanci al
determined by an appred need analysis system and
9 for unsubsidized Stafford Loans BLUS loansthe loan anount or amounts will not exceed the
difference betweentret udent 6 s COA.
A School may not certify a loan for more thae thast of the following amounts:
§ theamountthe borrower requests
8§ the studentds COA
8§ the bor r owe ordwing imits(axptairea later in this section)

The following chart shows the annual and aggregate limits for subsidized and unsubsidized loans.

Independent Studens (and
Dependent Students (except
deperdent undergraduate students
Year students whae parents are unable

. whose parents are unable to obtair
to obtain PLUS Loans)

PLUS Loans)

FirstYear Undergradua $5,50@ No more han $3,500 of this$9,50@ No more than $3,500 of thi:
Annual Loan Limit amount may be in subsidizézhns. amount may be in ssimized loas.

SecondY ear _ .
$6,50@ No more than $4,500 of thi:$10,50@ No more han $4,500 of thi
Undergraduate Annual _ . _ o
L Limit amount may be in subsidized loans amount may be in subsidizézhns.
oan Limi

Subsidized and $31,0008 No more han$23,0000f $57,500 for undergraduatesNo more
Unsubsidized Aggregatithis amount may be in subsidized than $23,000 of this amount may be

Loan Limit loans. subsidzed loans.

PLUS Loan Application
The Plus loan application is foundsitidentaid.gov

Amount of the Loan
There is no minimunor maximumPLUSloan set g Federal statute oegulation. The loan marum may not
exaedthe difference between the student's costtiendancendalreadyofferedaid.

Disbursement Procedures

For disbursement d?PLUSand AdditionalUnsubsidizedLoan, the instittion follows thesane procedures
specified for other federal aidexcess fund$or loans made to parents of dependent students timel®LUS
loan program makpave excesdisburg&ment check either issued to themselves or to the studased on how
they indicated on the Plus loan applicatidtucents must complete eance loan counselirand Master
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Promissory Note (MPNprior to disbursemeratnd exit loan counselingrior toleavingschal to inform them of
their rights and resporislities as a baower. Parents must complete a MPN before PLbakS funds are
disbur®d.

Private Loans

Students at DCB may apply for privaducatiorloans to fill any gap between their aid arubt of atendance
budget. DCB does not use a preferiesttier list, butve o have a historical lender list. Informatomn D CB 06 s
private lender list can be found attps://choice.fastproductsgiFastChoice/home/299500/1

Studens who walk awayfrom classe®r withdraw fromschod during the semestaire not eligibldor school
certificationfor private loangor the semester in which theyalked awg from classes or withdrew frosthool
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SECTION Il



Dakota College at Bottineau

ADMINISTRATIVE ORG ANIZATION
THROUGH FINANCIAL AID OFFICE

North Dakota University Sysm

Chancellor

Campus Dean

Associate Dean oicademic andstudent
Affairs
Financial Aid Director

Financial Aid Financial Aid Work
Assistant Study

STUDENT FINANCIAL AID OFFICE

Purpose of the Office
TheFinancial Aidoffice was establishetd coordinateandadministerall financial assistance offeretl a
DCB.

Staff
Financial Aid Directoii Full-Time position see paition descriptiondelow (pages37-44)
Financial Ad Assistani Full-Time position see position descriptions beldpagesi5-51)
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POSITION DESCRIPTION INSTRUCTIONS
North Dakota University System

This Position Description should be completed cooperatively by the emploves and supervisor nunless the position is new or vacant, m
which caze it should be completed by the supervizor. Call your Human Fesource reprasentative with questions.

It is important that the information iz accurate since the Position Description is used for the following purpases:
a) job description;
b job familv'band assipnmant;
) source document for recrurtment;
d}) source document for responsibility reviews and employee development;
2} source document for yopkers compensation or disability acconrnodzstion issues.

When the following information iz completed, submit to your Homan ResourcexPersonnel Office, to initiate the job family band
Azzignment process.

_ Completed detailed position description which accarately reflects the duties/responsibilities of the position.
_ Cower memo/'statement indicating:
the applicable reazon:
_ Mew responsibilities have been added to the existing umit’s mizssion/‘purpose and
azzigmed to this position;
__ EBigmificant amount of new responsibilities have been reaszizned chanzed to this position
with no substantizl changze in the unit’s mission/porpose;
_ Position is in 8 job family/band which has been revised by the NDUS Human
Fesource Council;
_ Comtact person for the process;
_ Departoment {up to President) Organizational Chart representing reporting relationship used for Baspoansihiline Beviens
including each employee’s:
MName

Position Mumber
Tob Family Name'=
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POSITION DESCRIPTION
North Dakota University System

PART A - ldentification, Duties/Responsibilities, and Task Inventory

1. Name of Employee: April Abrahamson 2. Employee ID #:
1a. Position #:

3. Sub Band Title: 3000 4. Functional Title:

3a. Job Family #: 3415 Director of Financial Aid

5. Please check all that apply:

XX Full Time Part Time (FTE% )
9 month position 10 month position
11 month position XX 12 month position
Other month

HR Use only

AR Exempt (If exempt, documentation required) Non-Exempt

6. Institution: Dakota College at 7. Division: Student Services

Bottineau

8. Department: 4. Unit:

10. Work Mailing Address: 11. Work Phone #:

12. Name & Title of Supervisor: Larry Brooks, Associate Dean of Student Affairs

13. University Mission: Provide students with a quality education in a caring environment.
The institution values diversity and personal enrichment by promoting engaged learning for
employment and university transfer. With the help of a supportive community, DCB
emphasizes nature and technology to accomplish its mission through an array of curricula,
programs and services.

14. What is the function of your department?

The function of student services offices is to direct and coordinate: admissions,
recruitment, registrarfregistration/orientation, student health services, residential halls,
residential life, personal and substance abuse counseling, financial aid, student
conductijudicial policies, graduation and institutional research.

15. What is the purpose of your position? (Why does the position exist, how does the
position function within the work unit?)

To provide financial aid services to DCB students. Financial aid is a responsibility of the
office of Student Services.
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Part A - 16. Duties/Responsibilities

Provide a general staternent of each major duty or responsibility.

£
<

<
<

List the task(s) invoheed in accomplishing =ach major dutyiresponsibility.

Indicate the percent of time that is spent on each major duty or responsibility. Estimate percentages over the course of the year. (The
incumbent could keep a record of the fime spent performing each duty of a course of time_)

Begin =ach staterment with a verb that exemplifies the action taken in performing the assignment.

Indicate EssentiallSecondary. The following questions should be taken into consideration in the determination:
-I= the duty/responsibility the reason the job exists?

-I= this a highly specialized task or one that requires special education, training Boensure?

If the amswer is yes, the duty is Aessentiala

-What is the percentsge of fime spent on the function?

If the amswer indicates a great % of time, the duty is probably Aessentiala

-What are the consequences to others or to the institution of the failure to perform the function?

If the amswer indicates a high level of accountability, the duty is Aessentiala

NOTE: See examples and additional instructions attached.

Duty/Responsibility No: 1 Statement of duty/responsibility:

B BEE T 60 Program Admimstration and Compliance

For ADA compliance, zee inzfructions.
Rezponszibility iz:  (Pleasze check one)

XX | Ezsential Secondary

Tazk: involved in fulfilling above duty/rezponsibility (include dezeription of phyzical demandz for individual taszk)
Fead, interprat, and apply regulations and changes to federzl regulations for the administration of the Title IV student
finaneial assistance programs. Develop mnstitutional policy and implement procedure to comply with regulations.
Fesponsibla for working with federzl and state perzonnal in reviews and avudits. Rezolve conflicting mformation imvelved in
student applications and troublezhoot individual and svstem problems. Maintain and update the DCE Financial Aid Office
Policy and Procedures Manual. Maintam working relationzhips with the admmistrators of other funding sources (D Job
Service, Vocational Fehabilitation ete.) Enzure the followimgz procedures are completed to comply with Title [V regulations:

- updating computer system to administer new award vear

- recelving applications and requesting supplemental mformation

- determins availability and attrition of funds for dishursement to ensure proper use of faderal funds

- determins finanecial 21d budgets

-  managing and monitoring financial aid budgets on 2 monthly basiz n cooperation with the Buziness Office

- vertfication

- award packazing

- imtegration of scholarship, waivers and other axternal aid mnto an award package

-  make profeszional judgments for special condition requests and ensure proper documentation supports decizion

- loan application processing (plus and private)

- usa of elactronic and paper means of making reguired adjustments to loan balancaes

- preparmg aid for distribution

- enfrance and exit loan counzeling

- zatisfactory academic progress

- refund and rapayment

- return of Title IV funds for official and unefficial withdrawals

- developing agreements and processing aid for students enrolled m shared programs within the WDUS system

- awarding work study dollars and the monitoring and management of the work study budzet in conjunetion with the

Businazz Office.
- maintain Net Price Calculator for the website on a yearly basiz
-  maintain Consumer Information on the website and assist the departments with requirad distribution of consumer
information to faculty, staff and studants.

- organize constitution dav actrvities per Department of Education requirsments.

- work with institutional ressarch department on gainful smployment reporting.
Rasponzible for providing input on scholarship administration and answernng student questions.
Fazponzibla for ensuring proper procedures are 1n place to administer aid to students with cellaborative stafus.

Admmister proceszes following the wmitten guidelines found in a document for Collaboratrve Student Admimistration.
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Duty/Responsibility No: 2 Statement of dutyfresponsibility:

Percent of Time: 10

Financial Aid Counzaling

For ADA compliance, zee inztructions.
Rezponszibility iz:  (Pleasze check one)

Ezzential Secondary

Tazk: involved in fulfilling above duty/rezponsibility (include dezeription of physzical demands for individual task)
Fesponsible for providing financial aid information to students, parents, high school counszelor’s, and ceollege faculty and
staff. Provide outreach information sazsions to area highs schools. Assist students and parents m cbtaining mformation and
completing applications for financial aid. Provide sound and aceurate advice to questions regarding slipibility and
application of student aszistance. Responsible for providing information to students and parents regarding work study.

Advertize availability of help zeszions to students. Determine what students and/or parants need to know regarding finaneial
aid and how to raceive.

Duty/Responsibility No: 3 Statement of dutyfresponsibility:

Percent of Time: 20

Federal Reporting and Elactronic Proceszsing

For ADA compliance, zee inztructions.
Rezponszibility iz:  (Pleasze check one)

XX | Ezzential Secondary

Tazk: involved in fulfilling above duty/rezponsibility (include dezeription of physzical demands for individual task)
Complete re-certification materials with the Department of Education every four vears to maintain mnstitutional eligibility for
faderal funds. Complate, m conjunetion with the Busineszs Office, the FISAP (annual report of expenditures and requests for
fund) and responsible for the tomely submizsion of the report. Completa [IPEDS in an zecurats and timely manner.
Complete Gainful Employment once a vear. heet Pell Grant reporting requirements by electronically reporting to COD
(Commen Origination and Disburssment) through Campus Connsction. Report faderal grant overpayments to DOE. Enzurs
satisfactory progress batch programs are submaitted at proper intervals and review reports at term end. Provide requested
information for andits.

Fesponsible for ensuring the proper use of Campus Connection to administer and comply with the distnbution and tracking
of Title VI funds, scholarshipz and other fimdmg scurces. Work with Campuz Connection Fmanecial Aid Functional User
Group in requesting assistance or providing input on system abilities and weakmaszses. Kesponzible for academic vear set-up,
summer term zet-up and creation of Ttem Types.

Feasponsible for bemng knowledgeakls about the Department of Education system, FA Accasz Online, in the apphieation and
correction of elactronic financizl aid records. Ensure that all records are imported and exported promptly m erder to provide
timely service to students. Rasponsibla for being Imowledgeable in the uze of FAFSA EdConnect, NELDSE, Campus,

Comnection, Perceptive Content, COD and other electronic means of procezsing aid applications and obtaiming imformation.
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Duty/Rezponsibility No: 4 Statement of dutyiresponsgibility:

LN

Percent of Time:

Satisfactory Academic Prograss

For ADA compliance, zee instroctions,
Responzibility i=:  (Pleaze check one)

X3 | Eszzential Secondary

Task: involved in fulfilling above duty/responzibility (include description of physical demands for individual tazk)
Enzure that the DCE Standards of Sati=factory Progress policy meets all fedarzl requrements and zudalines and that tha
necezzary updates are made to the policy to remain as sirict or stricter then the academic progreszs policy. At the end of each
term monitor the academic prograss of all financizl aid recipients and track the status of those on probations or suzpension.
Fezpon=aibla for mforming those students who are placed on 2 probation or suspension status. Provide satisfactory progrezs
connzelme to students requesting assiztance m izsnes that may affect therr eligibility for aid. hake determination of
approval or denial of submitted satisfactory progres: appeals. Work with Associate Diean to ensure that academic plans are
baing created and monitored.

Duty/Rezponsibility No: 3 Statement of dutyiresponsgibility:

LN

Percent of Time:

(Other duties as assigned.

For ADA compliance, zee instroctions.

Responzibility iz:  (Pleaze check one)

X3 | Eszential Secondary

Taszk: involved in fulfilling above duty/responsibility {(include description of physical demands for individual tazk)
Fezponzibla for partieipating in finaneial 2id associations such az Rocky Mountam Aszociztion of Student Frmamedal Aid
Adminiztrators (ERARFAA), the Morth Dakota Association of Student Fimancial Aid Admimistrators (WDASFAA) and the
Council of Univarsity Svstemn Aid Directors (CTUTSAD)

Fezponabla for commuttes assiznments 2z requestad.

Supervise the full-time Financial A1d aszistant position.

Aszist with orientation, registration and first vear sxperisnce activities.

Gather Finanmal A4d information for required grant reporting.

Percaptive Content proceszing, through workflow and storags.
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PARTE

Working Environment

1. EDUCATION/ENOWLEDGE REQUIREMENT - Minimum education reguired to perform adeguately in
pozition counld reasonably be attained only by completing the following (If you were to recrunit today, what
gualificationz would vou reguire?):

EEQUIRED EDUCATION/ TRAINING

(chooze one)

less than high achool diploma

DEGREE INFOEMATION:
Type of degree: (B.5., MLA., pir..)

B.5. required
ML5. preferred

High zchool diploma or GED.

1 year college

2 years college

3 yearz college

X

4 yearz college

Major field of study or dezree emphaziz; (accounting,
ECONOmMICs, eft..)
Buzines: Adminiztration, Acconnting, Finance

1zt vear graduate level

2nd year graduate level

Specialized subject knowledze: cozt accounting, MACEOD
eConomics, eft.

PeopleSoft/Oracle zoftware, strong knowledge of accounnting
and budgsating principles

Required Work Experience in Addition to Formal Education/T raining:

Required: One vear in financial aid or comparable post secondary area

Required Supervizory Experience:

Required: None

Preferred: ng 3ear supervizory experience

1. LICENSES

Identify licenzesz/certification required:

CERTIFICATION

3. SPECIFIC Reguires use/operation of (could inclodes computer software’hardware, tractors, lab
SKILLS OR equipment, organizational prioritization ability, interperzonalioral written
EQUIPMENT communication skills, customer oriented/service, detail oriented, ate.):
REQUIRED

Microzoft Office Suite in particnlar Excel, Oracle/PeopleSoft, other job related software.
Must be student service oriented. Must have the ability to maintain confidentiality of

records. Muoat poszezs strong oral, written and interperzonal communication skills, Muoat
be zelf motivated, zelf directed and able to work with minimal supervizion.
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4. REESPONSIBILITY FOR DIRECT SUPEEVISION OF THE FOLLOWING PERSONSPOSITIONS

Position # Title of Perzon Supervized FTE %
Financial Aid Azziztant 100%
TOTAL | 1

£ INDIRECT SUPERVISION

Total number of pozitions indirectly supervized:

Total number of ztudantz or other non-banded ztaff employee: indirectly supervized:

6. HAZARDOUS WOERKING Unuzuoal or hazardouz working conditions related to performance of duties:

CONDITIONS

conditions:

Precautionary measzures taken to avoid thoze nnuznal or hazardon: working

Freguency of occurrence of ununzual or harardous working condition=:
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T. PHYSICAL JOB REQUIREMENT 5: Indicate according to essential dutiesiresponsibilities

Employee is required fo: Never 1-33% 34-66% BE-100%
Dcecasionally Frequently | Continuoushy

Stand X
Walk b

Sit X

Use hands dexterously (use fingers to handle, feel) X
Reach with hands and arms X
Climb or balance X
Stoop/kneelicrouch or crawl X

Talk or hear X

Taste or smell | x

Lift & carry: up to 10 X
pounds
up to 25 pounds X

up to 50 pounds | X

up to 75 pounds | X

up to 100 pounds | X

more than 100 pounds | X

Thiz Pozition Dezeription reflectz an acenrate and complete dezeription of the duties and responzibilitie:
azzizned to the position.

Employes's Signature Date

Supervizor'z Signature Date

Pleaze Attach An Organizational Chart




POSITION DESCRIPTION INSTRUCTIONS
North Dakota University System

This Position Description should be completed cooperatively by the emploves and supervizor unless the position is new or vacant,
which case it should be completed by the supervizor. Call your Himan Fespurce representative with questions.

It iz important that the mformation iz accurate since the Position Description is uzad for the followmg purposzas:
a) jolbr description;
b job family'band assiEnmant;
) source dooument for recruiment;
d) source document for responsibility reviews and employes development
2) gource document for porkers compensation or dizability acconrnodzation isses.

When the following information iz completed, submit to your Homan EesourcexPerzonnel Office, to initiate the job family'band

Aszignment process.

_ Completed detziled position description which acourately reflects the duties rezponszibilities of the position.
_ Cower memo.'statement indicating:
the applicable reazon:
_ Iew responsibilities have been added to the existing umit’s mission puarpose and
azzizned to this position;
__ Eignificant smount of new responsibilities have been reazsizned changed to this position
with no substantizl chanzs in the unit’s mis=zion/porpose;
_ Position is in 8 jolb family/band which has been revised by the WDUS Human
Fesource Council;
_ Comtact perzon for the process;
__ Department (up to President) Creanizational Chart representing reporting relationship used for Bgsponsihilin:. Bevdems,
including ezch employee’s:
_ IMarme
_ Tob Title
__ Position Mumber
_ Tob Family MName'=s
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POSITION DESCRIPTION
Morth Dakota University System

PART A - Identification, Duties/Responsibilities, and Task Inventory

1. Name of Employee: Jalee Lynnes 2. Employee 1D #: 8001025
1a. Position #: 000101060

3. Sub Band Title: 4, Functional Title:

Ja. Job Family # 5205 Financial Aid Assistant

h. Please check all that apply:

XX | Full Time Part Time (FTE% 1
9 month position 10 month position
11 month position X 12 month position
Other month
HR Use only
Exempt (if exempt, documentation required) XX Non-Exempt
6. Institution: Dakota College at 7. Division: Student Services
Bottineau
8. Department: Financial Aid 9. Unit:
10. Work Mailing Address: 105 Simrall Blvd 11. Work Phone #: T01-228-5469

12. Name & Title of Supervisor: Larry Brooks, Associate Dean of Academic & Student Affairs

13. University Mission: Provide students with a quality education in a caring environment.
The institution values diversity and personal enrichment by promoting engaged learning for
employment and university transfer. With the help of a supportive community, DCB
emphasizes nature and technology to accomplish its mission through an array of curricula,
programs and services.

14. What is the function of your department?

The function of student services offices is to direct and coordinate: admissions,
recruitment, registrar/registration/orientation, student health services, residential halls,
residential life, personal and substance abuse counseling, financial aid, student
conductijudicial policies, graduation and institutional research.

15. What is the purpose of your position? (Why does the position exist, how does the
position function within the work unit?) To provide financial aid services to DCB students.
Financial aid is a responsibility of the office of Student Services.

Part A - 16. Duties/Responsibilities
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Provide 5 general statement of each major duty or responsibiling.
< List the task(s) involeed in accomplishing each major duty'responsibility.

< Indicate the percent of time that is spent on esch major duty or responsikility. Estimate percentages over the course of the year. (The

incumbent could keep a record of the time spent performing each duty of 3 course of time.}
< Begin each statement with 3 verb that exemplfies the action tsken in performing the assignmant.
< Indicate Essential/Secondary. The following guestions should be taken inte consideration in the determination:
-l= the dutyrespansikbility the reason the job =xsts7
-I= this & highly specialized task or one that requires special education. fraining licensure?
If the answer is yes, the duty is Asssentiala
-¥What is the percentage of time spent on the function?
If the answer indicates a great % of time, the duty is probably Aessentiala
-¥What are the consequences to others or to the instiiution of the failure to perform the function?
If the answer indicates a high level of accountability, the duty is Asssentiala
MOTE: See examples and additional instructions stached.

Duty/Responsgibility Mo: 1 Statement of duty/responsibility:

Percent of Time: 43| Serves as financial aid information specialist for Financizl Aid office

For ADA compliance, zee inztroctions.
Besponzibility iz:  (Please check one)

XX | Eszzential Secondary

Tazk= involved in fulfilling above duty/responzibility (include dezcription of physical demand: for individual tazk)
Counzal and advize studentz and parents regarding terms and conditions of financial aid, financial aid problems and
reevaluation or adjustments of aid eligibility and/or awards.

Provida accurata and timely responsas to phone calls and emails regarding financial aid izsues.

Maintain zccurate records of studsnts with loans.

Maintain student filez in the Financial Aid office.

Anzwer Phone Calls for Fmancial A1d and Student Services.

Manage updatas and reports of work study students.

Update and maintain letters, mformation and forms for financial aid offica

hamtzin and update files of external (outside) scholarships,

Azeist students with FAFSA (Free Application for Federal Student Aid) applications and corrections.

Azeizt the busmess office m student drop determmations.

Duty/Responsgibility Mo: 2 Statement of duty/responsibility:

Percent of Time: 10 Iianage Fedaral Loan Counsaling and hiaster Promizsory MNotes

For ADA compliance, zee inztroctions.
Besponzibility iz:  (Please check one)

Ezzential XX | Secondary

Taszk= invelved in fulfilling above duty/rezponzibility (include description of phyzical demands for individual tazk)
Azeizt studentz with entrance counselng for Faderal Loans.

A zeist students with the Master Promizsery Mote for Faderal Loans.

Motify students regarding loan counselms mformation and requiraments.
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Duty/Rezponsibility Mo:

Percent of Time:

For ADA compliance, zee instructions,
Eezponzibility iz:  (Please check one)

XX | Ezzential

Secondary

Statement of duty/responsibility:

Processz venification and award letters for studants zalactad for vertfication

Tazk: mvolved in fulfilling above duty/rezponzibility (include description of physical demandz for individual tazk)
Blequest additional information‘records from students/parents chozan for verfication.

Evaluate and verify application for determination of eligibility and packaging of awards.

Process and mail finanecial aid award letters.
Update the DOE regardmg full venfications performed.

Duty/Rezponzibility No:

Percent of Time:

1

For ADA compliance, zee instroctions,
Eesponzibility iz:  (Please check one)

#3 | Eszzential

Secondary

Statement of duty/responsibility:

A seist the Finaneial Awd Dhirector and the Associate Dean of Acadenue &
Student Affairs.

Task: mvolved in fulfilling above duty/responzibility (include description of physical demands for individual tazk)
HAzeizt Director of Financial Aid 2z needad
Aseizt Azzociate Dean of Acadenic and Stodent Affairz az needed.

Coordinate with Admissions Clerk to ufilize the part-time worker to complete neaded work

Duty/Rezponsibility No:

Percent of Time:

14]

For ADA compliance, zee instructions,

Responzibality iz:  (Pleasze check one)

XX | Eazential

Secondary

Statement of duty/responsibility:

Imape Wow: Scan documents and link with the comect student and
catagory.

Task: nvolved in fulfilling above duty/responsibility {include description of phyzical demands for individual tazk)

Venfy and awdit documents
Help vwnth workflow sat up
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PARTB
Working Environment

l. EDUCATION/ENOWLEDGE REQUIREMENT - Minimum education required to perform adeguately in
pozition could reasonably be aftained only by completing the following (If you were to recroit today, what
qualificationz would you reguire?):

REQUIRED EDUCATION/ TRAINING DEGREE INFOEMATION:

{choose one)

Type of degree: (B.5. MLA., pte.)

less than high school diploma

Preferred-Aszzociates Degree

XX | Hizh =chool diploma or GEID. Major field of stndy or degree emphazis; [accounting,

1 vear college

economics, ete...)
2 yearz college

3 yearz college

4 years college

1zt ¥ear graduoate level Specialized subject knowledge: cost accounting, MACRD

2nd year graduate level

economics, eft..,

Reguired Work Experience in Addition to Formal Education/Training:

Feguired Supervizory Experience:

1. LICENSES Identify licenzes/certification required:

CERTIFICATION

3. SPECIFIC Requiresz use/operation of (could inclode computer software’hardware, tractors, lab
SKILLS OR equipment, organizational/prioritization ability, interperzonal/oral’written
EQUIPMENT communication skills, customer oriented 'service, detail oriented, ete.):
EEQUIRED

hlicrosoft Office Swite in particular Exesl, OraclePeopleSoft, other job relatad software. hiust
bea student service onented. Riust have the ability to maintam confidentiality of records. hiust
poszass strong oral, written and interpersenal communication skalls.
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4. RESPONSIBILITY FOR DIRECT SUPERVISION OF THE FOLLOWING PERSONSPOSITIONS

Poaition # Title of Perzson Supervized

FTE %

TOTAL

£ INDIRECT SUPERVISION

Total pumber of pozitions indirectly supervized:

Total number of students or other non-banded staff employees indirectly supervized:

6. HAFZARDOUS WORKING TUnuznal or hazardous working conditions related to performance of duties:

CONDITIONS

conditions:

Precautionary meazures taken to avoid thoze nnuzual or hazardouns working

Frequency of ocenrrence of unuzunal or hazardous working condition:=:
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7. PHYSICAL JOB REQUIREMEMNT 5: Indicate according to essential duties/responsibilities

Employee is required to:

Hever

1-33%
Oecasionally

34-66%
Frequenthy

B6-100%
Contimuows by

Stand

X

Walk

X

Sit

Use hands dexterously {use fingers to handle, feel)

Reach with hands and arms

Climb or balance

Stoop/kneellcrouch or crawl

Talk or hear

Taste or smell

Lift & carry: up to 10

pounds

up to 25 pounds

up to 50 pounds

up to 75 pounds

up to 100 pounds

more than 100 pounds

oM ||

Thiz Pozition Dezcription reflectz an acenrate and complete dezeription of the duties and responzibilities

azzizgned to the poziiion.

Emplovee's Signature Date

Supervizor's Signaturs

Date

Pleaze Attach An Organizational Chart
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SECTION IV



VERIFICATION

Dakaa College aBottineauabides by th®epartment of Educatioselection of files for verifiation purposes in
addition toinstutionallyverifying files for issues thaappear to beiling error.

Since the implemeation of Connect ND we no longer print a copy of th8IR. It is now possible to download a

list of those students selected for verification and request letters to be sent notifying them of needed verification
information. It is possible talso print individualerification letters if they are chosen.

If the individual does not respond within a tijmenanner (usually within 30 days) of a notification being sent,
follow up notices will follow to again request completioiverification.

When the information iseceived it is compared to the original information. If errors/discrepancies are found,
corrections are entered oB8onnecND. DCB uses the guidelines and forms as required by the Federal
Application and Verifiation Guide published by the DepartmentEafucation each year to comply with the
required verification guidelines.

Verification is canpletedby the Financial AidAssistant. Following verificationthe initial mass packaging
process shouldffer aid to allstudents who haveompletedhe proces. If a student is institutionally chosen for
verification postoffering due to nformation tlat was discovered, the student will be notified by mail of the
verification and if there are changes made to thiars with this verification hey will be mailed a revisedffer

notice.

Also see:

https://ifap.ed.gov/federatudentaid-handbook/06L1-2013applicatiorandverification-guide Application and
Verification Guilde 209-2020

https://ifap.ed.gov/fsahandbook/attachments/1819F SAHbKAVGApgflication and Verication Guilde 2018
2019

https://ifap.ed.gov/federatudentaid-handbook/1920FSAbkActivelndexFederal Student AidRSA) Handbook
2019-2020

https://ifap.ed.gov/ifap/byAwardY ear.jsp?type=fsahandbook&awardyear=2018Federal Student Aid KSA)

Handbook 2018019

https://ifap.ed.gov/ifap/byAwardYear.jsp?type=fsahandlioBSA HandbooksCurrert and Archived

47


https://ifap.ed.gov/federal-student-aid-handbook/06-11-2019-application-and-verification-guide
https://ifap.ed.gov/fsahandbook/attachments/1819FSAHbkAVG.pdf
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PERKINS COLLECT ION PROCEDURES

Graduation or Withdrawal

As a part of théNorth Dalota University System,DCB contracts witlthe Student Loan Senig Center(SLSC)

at NDSU This agency is responsible for all billing, collection agency actol assignment prodares with the
federal governmerfor Perkins loans

As gradiation grows near, th8tudent Loan ServicinGenter is sent a list of those students that have applied for
graduation, along with copies @iy paperPerkins Promisoly Notes for thesetgdentsand dates that the
electronic promissory notes were signed.

Students are notiféethat an Exit Intervievis requiredand instructions are given regarding the proced@en

Defaulted Loans

SLSC provideCB with a listof students that hav@efaulted on loan repayment on a monthly basis, so that the
institui on may p loaacadenac transcodtsd 0

Defaults
DCB6s policy regarding defaults is to pl acelendertandd e n't

make arrangments if delinquent. If in default no transcript information wilbe released until thivan is
rehabilitated opaid in full.
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PACKAGING PHILOPSY OF THE FINANCIAL AID OFFICE

l. In preparing a package

A. Pell Gran is determined first
B. Gift aid will be determinedecond
1. This includesscholarshps, internal and exterhandthird party payments.
C. North Dakota State Grant Third.
D. SEOG Grant is determinéeburth
E. Sdf-help rankdifth, therefore FAFSA must be checked to see if the studanteiestd in a

Federal WorkStudy position.

1. If answer is yes, packagaVs

2. The system packagesmaining eligiblestudentsstartingwith the neediesttudents first
and continuing until funds are depleted.

Package remaing need withloansper federal loan limitésee graph below)

Independent Students (and
dependent undergraduate
students whose parents are
unable to obtain PLUS Loans)

Dependent Students (except
students whose parents are

unable to obtain PLUS Loans)

First-Year $5,500—No more than $3,500 of $9,500—No more than $3,500 of
Undergraduate this amount may be in this amount may be in

Annual Loan Limit subsidized loans. subsidized loans.

Second-Year $6,500—No more than $4,500 of $10,500—No more than $4,500 of
Undergraduate this amount may be in this amount may be in

Annual Loan Limit subsidized loans. subsidized loans.

1. Students are offered loaapto the maximunCost d Attendancg COA) or to maximum
federal ban limits whichever is reached first
2. Students may accept all of the loan, a portion ofdhaor decline the loan

Il. Resident Assistance Employment

A This dad is not based on neetiowever, the contracowers the cost of the rooamd boardor
the student.Since this is a component of the budget, the ranthboaratost waved is counted
asaid.

. ProfessionalJudgments

A. Unusual Circumstanc&ppeal- A student experigcing major changefor the upcoming
academic year magpplyto the director of Financial Aid first to see if they qualify &or
UnusualCircumstanceAppeal. Thisappeals may eitheesult in changes tosaat u d lkudgetfos
an evaluation of their FAFA application for EFCdjustments.To do this:

1. A Unusual Circumstancappeal form must be filedhttps://www.dakotacollege.edu/student
life/studentforms

2. The family must documepais thoroughly as poss#kircumstances stounding the situation
as noted on the form with the list of required documentaliba fllowing matters will be
considered foa variety ofadjustmets. Please view the circumstances appeal budget for the
most up to date listing.

3. The student must complete verification as a paprofessioal judgmentequests unless they
are just budget appeals.

B. DeterminingDependency Finartial aid administratoreave the authority, througbection
480(d)(7) of theHigher Education Actto change a student's status from dependent to
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independent in cases invimg unusual circumstares. Generally students are considered a
depemlent of their parents unless at least one of the following circumstandgs app

1. Forthe 2@0-121school year, the studewas born before Janyat, 199; or

2. thestudent is married; or

3. the student has a child or children who receive more than halsthgport from the
stucent; or

4. the student has dependents (othanta child or spouse) who receive more than half their
support from the stude, and who Bo live with the student; or

5. the studentis enrolled as a graduate or professional studenty(dumn g a mast er O ¢
or doctoral degree); or

6. the student is a @lified veteran of the U.S. military, or currently serving on active duty
in the U.S. armedbrces for purposes other than training; or

7. the student is an orphan (both parents deceas&drdrof the court or ifoster care at
any time after turning age81or was a ward of the court until age 18; or

8. the student is/was in legal gudianship; o

9. thestudent is/was an emancipated minor; or

10. the student was an unaccompanied youth who waslbsser at risk of beingomeless

or
11. the student has special andugnal extenuating circumstances that can be documented for
his or her collegéinancial aidadmii st r at or s, who may then re

overrided on the FAFSA application.
At DCB we issue very few depemnugy overrides besides the top 10 reasomsdiabove. Many
of the dependency poi nt s raughanstitiorsmlverificdétioner i f i e d
Other dependency override considerations are only considered with dodimneartd on a very
limited basis.

See https://ifap.ed.gov/federatudentaid-handbook/1920FSAHbkActivelndefor 2019-2020)
https://ifap.ed.gov/federatudertaid-handbook/0625-2019-complete20182019federalstudentaid-
handbookactive (for 20182019)
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SUMMER PACKAGING POL ICY

In preparing a summer package

A. Students will be astd to fill out a summer financial aid application indicating their interest in
receiving fnancial & in the summeterm.
B. Pel | Grants will be determined based on the
Enrolled Credits | Enrolled Status
12 Full-Time
9-11 Three Quarter Time (3/4)
6-8 Half-Time (1/2)
1-5 Less than Half Time

1. Studentsvho have used 100% of théell eligibility during the academic year caeteive
Pell grantduring the summer if they are enrolled in a minimum of 6 credits.

2. Student do not need til out the summer finacial aid application to qualify for Pell for
summer. Students must compléihe FAFSAandbe eligible for aid during theummer
termin order to qualify for Pell

C. SEOG gant will beofferedbasedon pell eligibility, enroliment in a minimum ofis units,and
funds availabiliy.
D. Studentsnrolled in 6 credits are eligible to Bie federal diectloansas long ashereis fineed

and thestudent hasot borrowedheiryearlylimit. Students must have a signed summer
financialaid applicaibn in beore loans will beoffered

Independent Students (and
dependent undergraduate
students whose parents are
unable to obtain PLUS Loans)

Dependent Students (except
students whose parents are

unable to obtain PLUS Loans)

First-Year $5,500—No more than $3,500 of $9,500—No more than $3,500 of
Undergraduate this amount may be in this amount may be in

Annual Loan Limit subsidized loans. subsidized loans.

Second-Year $6,500—No more than $4,500 of $10,500—No more than $4,500 of
Undergraduate this amount may be in this amount may be in

Annual Loan Limit subsidized loans. subsidized loans.

DEBT MANAGEMENT/LOAN COUNSELING POLICY

All studentloan borrowers$tafford mustgo through the process Bhtrance Counselingnlinebefore
they may receive therét disbusment on their frst loan. All studentand paentloan borrowers$tafford
andParentPLUS) mustgo through the process filfing out the Master Promissory Note (MPHNiline
before they may receive thiest disbusmenton their frst loanThis counselingnformsthemof their
rights and responsibilities as a borroytbe MPNis a requirement agreeing to tieems of the loan
Federakentrancdoan counselingndthe MPN (Staffordand Parent PLUSrecompkted at

studentaid.gov
Students wharop belov half-time enrollment graduate or leave school are required to complete exit

counseling.This counselingrovides students with important information regagdepayng their
federal studnt loans.Federakexit loan counselingStafford is completed astudentaid.gov
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FINANCIAL AID FOR DISTANCE LEARNING CLASSES THROUGH
COLLABORATIVE /CONSORTIUM AGREEMENT

Classor Clock hours will be based oremester hours to comply withkCB6 system.

A. Fall semesterreollment ofclasses wi be considered and counted as
hours for fallsemester only.

B. Spring semester enroliment of classes will be coaid and counted as
hours forspringsemester only

C. Summer semester enroliment of classeéhl be considered athcounted as

hours forsummersemear only. Sunmer semester is a natandard term withlass start times
varying among the institutionsSummer semester classes aamfrom May to August.

D. Jterms, mini sessions, etc., aren-standardvithin the North DakotdJniversitysystem. f
implemented by college ouniversityin thesystem the determination orhen the credit hours
will be caunted will need to be made.

Within the North DakotdJniversity Systan, students must register collabovaty to qualify for aid

consideation.

Financial Aid will be paid based on the hours enrolled for the semeittém which the classes are

listed or in thecase of a nostandard termwithin the semestdhat has been agreed upon bg t

university system

Tuition/fees paid by thestudentwill be actual clargesfrom theinstitution(s) thatis offering the

course(s).
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Financial Aid Withdrawal and Return of Funds Policy
The Department of Education requires DNCEB to maintain and publish a wrtten policy regarding federal financial aid
recipients who withdraw or otherwise fail to complete the term for which their fimancial aid was disbursed.

Refund for Dropped Courses (while contnuing to stayv enrolled in other courses for the same semester)
Dunng the first 8.999%0f the calendar days of a semester, students will recerve a 100% refund of twhon and fees
for dropped courses. Students may drop individual courses directly on Campus Connection. (Campus Connection
will not allow students to drop thewr last course or only course, reference the Withdrawal Procedure section of this
policy). Dunng a standard fall or sping semester, students will bave approxmmately 10 calendar davs mmcluding the
first day of the semester to drop classes and recerve a 100% refund (8.999% of the total mumber of calendar days
from the first day of classes to the last day of final exams for the semester). After the first 5.999% of the semester,
students will recerve a 0% refund of twtion and fees for dropped courses when they contmue to be enrolled 1n other
courses for the same semester.

Eefund for Total Withdrawal from all Courszes in a Semester

Students who officially withdraw from all classes before the semester start date or within the first 8. 999% of the
calendar days of a session will receive a 100%: refund of tuition and fees. During a standard fall or spring semester,
students will have approxmmately 10 calendar days (£.999% of the total oumber of days m the full standard semester)
mncluding the first dayv of the semester to withdraw from all courses and recerve a 100% refund. Students who
withdraw after that point will receive a partal refund of fuition and fees for all classes they are enrclled in at the
time that they choosze to withdraw baszed on the following percentages in accordanece with the Morth Dakota
Umrversity Svstem Refund policy 830 2: https://ndus edu'state-board -of-higher-education shhe-policies S 040-
headmz-policies’.

Tuition & Fee Refund % %% of enrollment period completed
100 (°e-8.999

73 S.000% -34.999%

50 35.000% -59.999%,

0 60% -100.000%

Students whe must withdraw due to reasons beyond their control (Examples: fanuly emergency, sudden illness,
ete.), mayv request an exception to the refund schedule by petitoming the Registrar’s office. Documentation to verify
the exceptional crcumstances will be required.

Fefund: of Eoom and Beard Charges

Students who reside in the Residence Halls who withdraw from all courses in 2 semester shall recerve a prorated
refund up to the sixty percent point of the semester for room charges and on a pro rata basis to the end of the term.
Students who use the residence hall or collepe food service one day mio an instuetional wesk will be charged for
that entire instructional week. Refunds are made only after a student has properly check out of the residence halls.

Official Withdrawal Procedure

Students who wish to withdraw from all courses after the semester start date must officially withdraw to zero credits.

To withdraw, complete the Withdrawal Form: hitps:/dmsforms ndus. edu/iFilleriFiller jsp Mref=0e3c233 1 -3236-
4db0-9035-517f5673b4a3 and submut 1t. Students who mntend to withdraw cannot withdraw from all courses (drop to
zero credits) m Campus Connection. Campus Comnection will not allow vou to drop vour last or only class.

Withdrawal Date and Caleulation of Earned and Unearned Title IV Aid

eneral Requrements, as per Federal Student Aud Handbook, Volume 5: Federal fmanmal aid funds (Title IV
Funds) are awarded to a student under the assumphon that the student will attend school for the enfire penied for
which the assistance 15 awarded. If a student ceases attendance (drops or withdraws) from all Title IV eligible
courses In & pavinent period or period of enrollment, the student must be considered a withdrawal for Title IV
purposes. The prmerple 15 the same for programs offered in modules. When a student withdraws, the sadent mav no
longer be elizible for the full amount of Title IV funds that were onginally scheduled to receive. Furthermore, when
a student withdraws, the student 15 no longer considered to be enrolled, and DCB must report the withdrawal to a
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national reporting system. Consequently, the student 15 no longer eligible for an in-schocol deferment (re: student
loans).

The Department of Education specifies how institutions determine the amount of Title IV program assistance that a
student earns if the student withdraws from school The caleulation of eamed Title I'V funds imneludes the following
grant and loan funds (1f they were disbursed or could have been) disbursed to a student for the penod of time for
which the caleulation 15 being performed. The Title IV programs that are covered by the regulation are: Pell Grants,
Supplemental Educational Opportunity Grants (SEQG), Direct Loans (subsidized unsubsidized PLUS), and Perkins
Loans. [NOTE: Federal Work Study funds are not included in the caleulation. ]

When a student withdraws duning a pavment peniod or period of enrollment, the amount of Title IV program
asslstance that the student eamed up to that point 15 deterouned by a specific formula. The amount of aszistance that
a student earned 15 determined on a pro rata basis. For example, if the student completed 30% of the payment penod
or peried of enrollment, the student eamed 30% of the aid that was recerved. If the student received more faderal aud
than earned, the excess funds must be retumed by DCB and/or the student.

If the student completed more than 60% of the pavment penod or period of enrollment, all of the assistance that a
student was scheduled to receive for that peniod would be earned. There may be some Title IV funds that a student
was scheduled to recerve that cannot be disbursed after a withdrawal because of other elizibility requrements.

If a student withdraws and has a credit balance, the 14-day paviment requirement 15 placed on hold to determine the
final amount of any Title I'V credit balance. DCB must perform the Retumn of Title IV funds calculation, and m order
to allow DCE time to appropriately apply anyv credit balance after it has recaleulated, a new 14-day deadline bezms
on the date DCE performs the Retwrn caleulation (not the date DCE performs any caleulations requured by the
mstintional refund policy). [MOTE: To determune the correct Title IV credit balance, DCB mmst take mto account
both the results of the Eetwn calculation and any applicable refund policy.]

If a stadent withdraws and has recerved excess Title IV program funds that must be retwmed, DCB must retwn a
portion of the excess equal to the lesser of: the mstitutional charges multphied by the unearned percentage of the
funds, or the entire amount of excess funds. If DCB is not required to return all of the excess funds, the student
must refurn the remaiming amount. Any ameount of unearned grant funds that the student must returm 15 called an
overpavment. The maximum amount of 2 grant overpavment that the student must repay 15 half of the grant fands
the student recerved or was scheduled to recerve. Students who owe overpayments as a result of withdrawals
mitially will retain their shipbility for Title IV funds for 2 maximum of 43 davs from the sarhier of: the date the
school sends the student notice of the overpavment, or the date DCE was required to notfy the student of the
overpayvment. Within 30 days of determining that 2 student who withdrew mmst repay all or part of the Title TV
grant, DCE must notfy the student that the overpavment must be repaid or make safizfactory amrangements to repay
it. If the student takes no action duwmg the 45-dav penod, the student’s overpayment must be reported immediately
to the Dlepartment of Education. Any loan funds that the student (or the parent for a PLUS Loan) must retwrn will be
repaid in accordance with the terms of the promiszory note. That 15, the bomower will make scheduled payments to
the holder of the loan over a penod of fime. When a student withdraws, the requirements for Title I'V program funds
are separzate from the refund poliey. Therefore, 2 student may still owe funds to DCB to cover unpard mmstitutional
chargez. DCB may al=o charge a student for any Title IV program funds that DCEB was required to refurn.

Diztribution of Unearned Title IV Aid

In compliance with faderal regulations, a school mmst return Title IV funds to the programs from whach the
student recerved aid dunng the pavment pertod or pencd of enrollment as apphicable, in the followmg
order, up to the net amount disbursed from sach source:

s nsubsidized Divect loans {other than PLUS loans)

#Subsidized Direct loans

*Faderal Perkins loans

#Direct Parent PLUS loans

sFadaral Pell Grants

*Fadaral Supplemental Educational Opportumity Grants (FSEOG)

54



Federal Work-5tudy funds paid to recipients will not be included in the computation of eamed Title TV aid, nor will
these funds be refunded to the federal account from whach they were paid.

Unearned Title IV grants and loan funds due from DB will be repaid to the federal accounts for the specified
semester. Unearned portions of Title IV zrant aid dus from the student will be the responzibility of the student
unless the student makes arrangements with DCE to pay the grant overpayvment. All repavments made by DCB
pursuant to this poliey will be charged to the student account.

Unofficial Withdrawals
In the absence of an official withdrawal and the student ceases attendance, the following procedures wall
apply.

1. A hist of students who recerved all F's, I's or U's for a term (peried of enrollment) will be extracted from
the Fegistrar’s Office records.

2. Class mstructors will be asked to document the last known date of an acadenueally related activity for the
student, 1e., an exam, daily assignment, attendance in class, etc.

3. If the latest date any instmetor can document 15 after the 60% point in the envollment penod, the student 15

considered to have earned 100% of their financial aid funds and o further action will be required. If the
latest date 15 before the 60%% point in the term, the latest documented date will be used as the last date of
attendance by the student. If documentation indicates no attendance 1o any class, the student will be
deemed 1neligible for financial aid per federal regulations and required to repav all a1d received for that

semester.

4. Based on the last date of attendance, 2 Retwrn of Title IV funds calculation wall be processed to determine
the typels) and amount(s) of financial a1d to be retumed.

3. All financial aid funds to be returned will be the responsibility of the student.

6. An wnofficial withdrawal letter will be mailed to the student notifying them of their oblization at the time
the mnsttntion returns the financial aid funds.

7. The Busmess Office will place a kold on the student 's record at DCB. Institutional collection procedures
will be followed 1 accordance with DCB s policies.

B. Students will also be placed on Financial Awd Disquahfication following the term in which they

receive all F's, I's ar TJ

See:https://ifap.ed.gov/federaudentaid-handbook/1920FSAHbkActivelndefor 2019-2020)

https://ifap.ed.gov/federaitudentaid-handbook/0625-2019.complet-2018 2019 federatstudentaid-handbookactive (for

20182019)

55


https://ifap.ed.gov/federal-student-aid-handbook/1920FSAHbkActiveIndex
https://ifap.ed.gov/federal-student-aid-handbook/06-25-2019-complete-2018-2019-federal-student-aid-handbook-active

56



