Financial Aid Policies &
Procedures Manual
2023-2024

College Code: 001017

Latest revision: August 2023 |

Financial Aid Office
1

mmmmmmm

d [IF1]:




]Table of Contents

1.0 INTRODUCTION
STATEMENT OF PURPOSE
FINANCIAL AID REFERENCE DOCUMENTS

2.0 PHILOSOPHY AND POLICIES OF STUDENT FINANCIAL AID
MISSION OF GSCC
GSCC PHILOSOPHY OF FINANCIAL AID

3.0 ADMINISTRATIVE & FINANCIAL AID ORGANIZATION & MANAGEMENT
AUTHORIZING AID, DISBURSING AID & SEPARATION OF DUTIES
RESPONSIBILITIES OF FINANCIAL SERVICES OFFICE
RESPONSIBILITIES OF FINANCIAL AID OFFICE STAFF

PURPOSE OF THE FINANCIAL AID OFFICE

OFFICE HOURS & SERVICES

FINANCIAL AID PERSONNEL

THIRD PARTY SERVICERS

DISTRIBUTION OF FORMS

FINANCIAL AID RECORDS MANAGEMENT

SECURITY OF FINANCIAL AID & STUDENT RECORDS

LOCATION OF RECORDS

ORGANIZATION OF STUDENT FINANCIAL AID RECORDS
CONFIDENTIALITY AND INSPECTION OF STUDENT RECORDS
AUTHORIZATION TO RELEASE INFORMATION

4.0 PARTICIPATION IN FEDERAL FINANCIAL AID PROGRAMS
INSTITUTIONAL & PROGRAM ELIGIBILITY

PURPOSE OF FEDERAL PELL GRANT PROGRAM

OTHER FINANCIAL AID PROGRAMS

DEFINITION OF TITLE IV ACADEMIC YEAR

5.0 STUDENT CONSUMER INFORMATION

6.0 APPLYING FOR FEDERAL FINANCIAL AID PROGRAMS
STUDENT APPLICATION

7.0 VERIFICATION
ACCEPTABLE DOCUMENTATION FOR ITEMS FOR VERIFICATION
Household Size
Number Enrolled in Postsecondary Education
Adjusted Gross Income
U.S. Income, Taxes Paid & Income Earned from Work (non-tax filers)
Certain Untaxed Income & Benefits
High School Diploma or GED Requirement
Identity/Statement of Educational Purpose

Financial Aid Office
2



VERIFICATION STATUS CODES
COMPLETION OF VERIFICATION
VERIFICATION DEADLINE
VERIFICATION OF OTHER INFORMATION

8.0 PROFESSIONAL JUDGMENT
UNUSUAL CIRCUMSTANCES
SPECIAL CIRCUMSTANCES

9.0 DOCUMENTS REQUIRED PRIOR TO AWARDING PELL
PROCEDURE TO FOLLOW CONCERNING MISSING INFORMATION
PROCEDURE TO FOLLOW CONCERNING CONFLICTING INFORMATION

10.0 OTHER ELIGILITY REQUIREMENTS
NEED

EDUCATIONAL HISTORY OF A STUDENT
DEFAULT STATUS

C-CODES

UNDERGRADUATE STATUS

11.0 PELL GRANT & CAMPUS BASED AWARDS
AMOUNT OF PELL GRANT COST OF ATTENDANCE
FSEOG

FEDERAL WORK STUDY

DETERMINING SCHEDULE

ATTENDANCE POLICY

Financial Aid Office
3






1. INTRODUCTION
STATEMENT OF PURPOSE

Federal regulations highly recommend institutions have written policies and procedures for the
administration of Title IV student assistance programs in addition to the Higher Education Act
and other Department of Education regulations and guidance. Although not required, this
Manual is a tool to assist Gadsden State Community College in being a good steward in the
administration of the Title IV programs and the delivery of dollars and services to GSCC
students. The contents featured in this Manual include the minimum general statutory and
regulatory requirements. If no policy or procedure addresses a given issue, members of the
Financial Aid Office are expected to follow federal guidance and use professional judgment
based upon the intent of all financial aid programs and Office practices.

This manual:

Sets forth the GSCC policies for administering student aid and describes the procedures
for implementation of these policies.

Provides general procedures to ensure that a systematic and consistent approach istaken
in the administration of financial aid.

Provides quick reference to various policies.

Facilitates the orientation and training of personnel when changes occur.

FINANCIAL AID REFERENCE DOCUMENTS

In addition to this Manual, the following regulations and guides can be accessed electronically
via the Federal Student Aid Knowledge Center at https://fsapartners.ed.gov/knowledge-center.
These references assist the Office in determining and awarding aid. The adherence to the
guidance contained within each is expected.

. Federal Student Aid Handbook

. EFC Formula Guide

. SAR Comment Codes and Text

. Title IV Regulations and Updates

. Federal Registers

. Higher Education Act as amended

. U.S. Department of Education (ED) Audit Guidance
. NSLDS Reference Materials

. Dear Colleague Letters and Electronic Announcements
. NASFAA Newsletters and website
. Program Participation Agreements (past and present)

Financial Aid Office
5



. Letter of Eligibility
o All material and applications used to establish eligibility
o0 Signed letter from ED certifying eligibility

. Fiscal Operations Report and Application to Participate (FISAP)
. Notification of Tentative and Final Funding Levels

. Notification of Matching Waiver, if applicable

. Student Budget, including documentation of budget components

2.0 PHILOSOPHY AND POLICIES OF STUDENT FINANCIAL AID
MISSION OF GSCC

Gadsden State Community College is a public, open door, comprehensive community college
under the control of the Alabama Community College System (ACCS) Board of Trustees.
Comprised of five campuses/centers, present-day Gadsden State began with the merger of
Alabama Technical College, Gadsden State Technical Institute, and Gadsden State Junior
College on February 28, 1985 to eliminate duplication of courses and better serve students.
Gadsden State has since expanded with the consolidation of the former Harry M. Ayers State
Technical College in 2003 and the establishment of an additional location in Centre.

Gadsden State is accredited by the Southern Association of Colleges and Schools Commission
on Colleges (SACS-COC) to award associate degrees. The College serves the following areas:
Calhoun County, Cherokee County (all but northern one-sixth), Cleburne County, Etowah
County, and St. Clair County (northeastern third).

Gadsden State Community College is an affordable, accessible, and comprehensive community
college that prepares our diverse student population for success through quality education,
innovative workforce development, and meaningful community engagement. We foster the
development of lifelong learners by providing students the opportunities to develop skills that
empower them to contribute to the social, cultural, and economic life of our communities, our
nations, and our world.

GSCC PHILOSOPHY OF FINANCIAL AID

The philosophy of student aid is to provide access and choice to students, who without such
assistance would not be able to attend an institution of higher learning. GSCC believes that
higher education is a privilege to be enjoyed by those who can afford to pay the cost, as well
as those with limited financial resources. Parents and students are primarily responsible for
paying college expenses; however, when families can demonstrate financial need, various
sourFHV RI ILQDQFLDO DVWLVIDQFH DUH DYDLODEOH IR VXSSOHPHQW IKH IDPLONTV FRQIULEXILRQV

7KH &RWHJH]V )LQDQFLDO $LG SURJUDP LV EDVHG RQ VRXQG ILQDQFLDO DLG SULQFLSOHV LQ NHHSLQJ
with institutional philosophy and purpose. The mission and primary purpose of the Financial
Aid Office is to deliver the highest quality services in an efficient and effective way; to
secure adequate funding from the various federal, state, and private sources to meet the needs
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The following operating policies are constructed to assure that the Financial Aid Office
(FAO) is effective in carrying out its responsibilities.

e All students must apply annually for financial assistance by submitting
appropriate application forms to the FAO.

* Funds available to the College for financial assistance are administered through
the FAO. When funds or awards are received for students from outside sources
by other offices, the Business Office will notify the FAO by posting the funds as
Resources on the students{ DFFRXQIV

e The FAO maintains adequate records to ensure proper administration of aid
funds. Documentation is maintained in a logical, organized fashion. Aid
awarded is not in excess of need and or the cost of attendance and aggregate
awards do not
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PURPOSE OF THE FINANCIAL AID OFFICE

The Financial Aid Office strives to assist students in achieving their educational goals by
providing financial support and resources to attend and complete their education at Gadsden
State Community College. As an institutional member of the National Association of Student
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https://www.nasfaa.org/Statement_of_Ethical_Principles

(0]

(0]

Inform institutions, students, and parents of any changes in financial aid programs
that could affect their student aid eligibility.

Strive to ensure that cost of attendance components are developed using resources
that represent realistic expenses.

» Protect the privacy of financial aid applicants

(0]

Ensure that student and parent private information provided to the financial aid
office by financial aid applicants is protected in accordance with all state and
federal statutes and regulations, including FERPA and the Higher Education Act,
Section 483(a)(3)(E) (20 U.S.C. 1090).

Protect the information on the FAFSA from inappropriate use by ensuring that
this information is only used for the application, award, and administration ofaid
awarded under Title IV of the Higher Education Act, state aid, or aid awarded by
eligible institutions.

The following are the principles of Financial Aid Administration.

1. The College provides factual information about its aid opportunities, programs,
and practices.

2. Parents are expected to contribute according to their means, taking intoaccount
their income, assets, number of dependents, and other relevant information.
Students themselves are expected to contribute from their own assets and
earnings, including appropriate borrowing against future
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regulated activity. In doing so, a financial aid professional will ensure the following.
(https://www.nasfaa.org/Code_of Conduct)

Financial Aid Office
13


https://www.nasfaa.org/Code_of_Conduct

Financial Aid Office
14




August

September

October

November

December

Request Enrollment Coding for Summer Unofficial Withdrawals
Reconciliation of all Federal Funds (Two Years)

Capture Pell Recalculation Date (PRD)

Turn on Attendance Following Drop/Add but Prior to Disbursement

Fall Disbursement

Verify Summer Disbursements (Comparison of Grades to
ROAENRL)

Process End-of-Term Summer Unofficial Withdrawals

Reconciliation of all Federal Funds (Two Years)

Complete FISAP

AASFAA Fall Workshop

Submit ASAP Term Invoice

Fall Late Mini Term Disbursement

Turn off Attendance for Spring Early Registration

Change ROAINST Defaults to Spring as Current Period and
Current Term Code

Change RPRPOPTS Grant Disbursement Enrollment Option (3" page) to
A=Adjusted Hours for Fall

Run RPEPELL to recalculate Pell awards

Reconciliation of all Federal Funds

Begin Banner New Year Roll
Federal Student Aid Conference
Reconciliation of all Federal Funds

Close Out Term / Balance and Reconcile with Business Office
Submit Revised FISAP
Reconciliation of all Federal Funds
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Production Schedule

Before
Registration

Complete Data Load Process

Send Tracking Email Notifications

Check withdraws for needed R2T4 calculations

Finalize Files

Award Aid

Send Award Email Notifications

Send Origination Files to COD

Run Disbursement Process (Finance Authorizes Aid for Payment)
Send Disbursement Files to COD
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OFFICE HOURS & SERVICES

The College is open and available to service students from 7:30 a.m. to 5:00 p.m. Monday
through Thursday and from 7:30 a.m. until 11:30 a.m. on Friday. Financial Aid provides services
at the One Stop Center in Gadsden and at the Ayers Campus each day of the week. Services are
also provided in-person at least one day per month at the Gadsden State Cherokee campus and
electronically as needed.

Students can submit all required documentation electronically through the secure ACCS Banner
portal with the exception of the Statement of Educational Purpose (SEP). The SEP can be
completed, notarized, and mailed. Electronic processing allows students who are unable to visit
one of the office locations to submit all required verification documents without the cost or time
involved with a campus visit.

FINANCIAL AID PERSONNEL

The Financial Aid Office consists of the following personnel.
Director: lan Freyberg
Assistant Director: Jordyn Berrong
Administrative Assistant: Diana Williams
Manager, Packager & Private Loan Representative: Vacant Position
Scholarship Manager: April McEmoyl-Harris
VA, WIOA, TRA & FWS Representative: Susan Smith
VA, WIOA & TRA Representative: Kaley Tidmore
Front Line: Nadya Hyde
Front Line: Dimika Chapman-Bozeman

THIRD PARTY SERVICERS

GSCC utilizes the following third party services: National Student Loan Clearinghouse for
enrollment reporting and the Gadsden State Testing Office for ATB testing.

DISTRIBUTION OF FORMS

*HQHUDO ILQDQFLDO DLG LQIRUPDILRQ DUH SRVIHG HOHFIURQLFDOO\ RQ WKH &R00HJH{V )LQDQFLDO $LG 21ILFH
webpage, and forms are available online via the ACCS Banner portal and OneACCS Self-
Service Banner. As noted previously, students can submit all required documentation
electronically through the secure ACCS Banner portal with the exception of the Statement of
Educational Purpose (SEP), which can be notarized and mailed.
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FINANCIAL AID RECORDS MANAGEMENT

GSCC uses Ellucian Banner for its administrative and student information system, which
includes the processing of federal financial aid. The FAO staff have access to process financial
aid via remote access.

Once the CPS (Central Processing System) processes a FAFSA received from a student, the
RXISXWl ,6,5 LV PDGH DYDLODE(H IR *6&& YLD IIKH VFKRROJV 6%, PDLER[ ,6,5 UHFRUGV DUH
uploaded into Banner and processes are initiated that populate various forms for reference, edit
checking, and award processing. Applications selected for verification are flagged, and
applicants notified of the required supporting documentation. Banner edits prevent disbursement
until all required verification processes are complete. Applications not selected for verification
nor flagged with comment codes requiring resolution are processed and awarded, and award
notices are sent to students. All students, regardless of verification status, are requested to
complete documents indicating whether aid may be used to pay miscellaneous institutional
charges as well as indicating that they understand their rights and responsibilities as an aid
recipient.

The following are office procedures for receiving financial aid applications, Student Aid Report
(SAR) or electronic Institutional Student Information Record (ISIR), and other forms.

1. The Institutional Student Information Record is received in electronic format and
downloaded in the Financial Aid Banner system as received with the currentdate.

2. 7KH,6,5 ZL00 GHIHUPLQH IIKH VIXGHQIV QHHG IRU IHGHUDO ILQDQFLDO DLG DV ZH00 DVany
required verification requirements.

3. Verification documents will be accepted electronically from students via the ACCS
Banner portal.

SECURITY OF FINANCIAL AID & STUDENT RECORDS

All employees are charged with safeguarding the security, confidentiality, integrity, and accuracy
of protecting all documents on the campus as part of the condition of their employment. Any
violation of this could lead to termination. Internal offices have locked windows and/or locked
doors with restricted access. When offices are open, confidential information is kept out of sight
from visitors, and computer screens are not visible to visitors. If ever an office is vacant for an
extended period of time, the office and/or computers are locked.

Electronic records are maintained in Banner, NextGen, Scholarship Manager, and BDMS
Imaging. This includes student demographics, enroliment status, attendance, academic progress,
grades, scholarships, and student account records. Banner also maintains financial aid awards,
financial aid award disbursements, and refunds/R2T4 calculations. The College has programmed
Banner to ensure the appropriate security controls are in place to protect against unauthorized
security intrusions attempting to access electronic data.

Each GSCC user of these systems has a unique login and password required to be entered before
they are able to use the systems. Security privileges on the Banner and NextGen systems are
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managed by the GSCC Information Office. Employees are given access necessary to accomplish
the functions of their position. If an employee leaves GSCC, his/her access to all of these
systems is immediately disabled.

The Director over Financial Aid is the Primary Destination Point Administrator (PDPA) who
controls access to Federal Student Aid systems. The PDPA and users of the Federal Student Aid
systems are responsible for protecting the systems from access by unauthorized personnel.

LOCATION OF RECORDS

All FAO employees are responsible for the security of any retained hard copy records, noting
documents are scanned for electronic storage whenever possible. Student records will be
maintained in individual electronic folders on a yearly basis. Records will be destroyed in
accordance with federal and State destruction policies.

GSCC retains all financial aid records and files as required by law for a minimum of three years
from the end of the award year for which the aid was awarded. Electronic files and imaged
documents are destroyed/deleted in accordance with regulatory guidance.

The FAO maintains the EDconnect, Ellucian/Banner, and NextGen. Federal eligibility
information is sent and received electronically from the Department of Education through the
SAIG mailbox using EDconnect and TDClient software. This information is loaded into the
Banner system through FTP and maintained by the FAO. Verification documents submitted

Financial Aid Office
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the date of attendance by students, degrees and awards received, and the most recent previous
educational agency or institution attended by a student. If any student objects to the release of
such information, that student should notify the Registrar in person and in writing within three
weeks after the beginning of each semester. The Registrar's Office is located in the One Stop
Center on the East Broad Campus.

A school official is defined as a college employee, person or a student assisting another school
official in performing his or her tasks. A school official with a legitimate educational interest
may be granted access to confidential student information if the official needs the information to
fulfill his/her professional responsibility. Legitimate educational interest does not convey
inherent rights to any and all student information, but it does include:

Performing appropriate tasks that are specified in his/her position description or by a

contract agreement

Performing a task related to a student's education

Performing a task related to the discipline of a student

Providing services for the student, such as counseling, job placement or financial aid.

All records and conversations between an aid applicant, his/her family and the staff of the FAO
are confidential and entitled to the protection ordinarily given a counseling relationship. GSCC
assures the confidentiality of student educational records in accordance with GSCC rules, State,
and federal laws, including but not limited to section 483(a)(3)(E) of the Higher Education Act as
amended and the 1965 Family Educational Rights and Privacy Act of 1974 asamended.

AUTHORIZATION TO RELEASE INFORMATION

FERPA affords students certain rights with respect to their education records. These rights
include the following:
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4.0 PARTICIPATION IN FEDERAL FINANCIAL AID PROGRAMS
INSTITUTIONAL & PROGRAM ELIGIBILITY

7KH GRFXPHQIV UHFHLYHG IURP (= FRQILUPLQJ *6&&1V HILILELOLN IR SURYLGH IHGHUDO ILQDQFLDO DLG
programs are the Program Participation Agreement (PPA) and the Eligibility and Certification
Approval Report (ECAR). The documents are located in the Financial Aid Office. GSCC is
approved to offer federal financial aid assistance under the following Title IV programs: Federal
Pell grant, FSEOG grant, and Federal Work Study.

GSCC awards federal financial aid according to federal regulations and guidelines. Financial
assistance is viewed only as supplementary. The student and the family of a student, when
applicable, are expected to make every effort to assist with educational expenses.

PURPOSE OF FEDERAL PELL GRANT PROGRAM

The Pell Grant program is a grant program designed to provide a foundation of aid to needy
students. Typically, Federal Pell Grants do not have to be repaid + unless the student does not
earn 100% of his/her disbursement having not completed the full period of enroliment or meet
one of the Return of Title IV Funds exceptions. Pell Grants are awarded only to undergraduate
students who have yet to earn bachelor or professional degrees.

OTHER FINANCIAL AID PROGRAMS

Other programs for which GSCC is approved to offer financial aid assistance include Federal
Supplemental Educational Opportunity Grant (FSEOG), Federal Work Study (FWS), Alabama
Student Assistance Program (ASAP), and various Federal Veterans Education Assistance
Program. Institutional scholarships, as well as Workforce Investment Opportunity (WIOA) and
Trade Readjustment Act (TRA/TAA) programs, are also managed through the FAO.

DEFINITION OF TITLE IV ACADEMIC YEAR

All programs at GSCC operate under a traditional semester calendar. This typical calendar
includes fall and spring semesters, as well as modules (Mini-Terms) within the semester. The
standard academic year includes fall and spring semesters only. Summer term is considered a
trailer, or third term of the academic year.

For financial aid purposes, July 1%to June 30" represents the academic year. An academic year
is represented 30 weeks and 24 semester hours. Fall and spring semesters are each 15 weeks.
Summer semester is 10 weeks.

Students receiving 100% of their Pell awards in Fall and Spring may be eligible to receive aid in
the Summer term. If at least half time, students are eligible to receive Year Round Pell funds if
all other eligibility requirements are met.
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5.0 STUDENT CONSUMER INFORMATION

In order to understand the complicated field of financial aid, accurate and timely dissemination
of information to consumers is vitally important. Several policies have been implemented to
ensure appropriate dissemination is achieved. Consumer information is e-mailed to all students,
copies of our consumer information can be obtained from the Office of Institutional
Effectiveness and/or can be found on our website under College Information. In addition, GSCC
Course Catalog includes consumer information for all programs offered at the College.

6.0 APPLYING FOR FEDERAL FINANCIAL AID PROGRAMS
STUDENT APPLICATION

GIXGHQIV PXVIl FRP SOHIH IIKH 3)UHH $SSOLFDILRQ IRU )HGHUDO BIXGHQI LG~ )$)6F  HSSILFDILRQ
forms are free and may be obtained online at Studentaid.gov. Information provided on the
)$)6$ GHIHUPLQHV IKH VSHFLILF INSHV RI DLG WiKDIl PD\ EH UHFHLYHG *6&&V VFKRRO FRGH LV
001017.

Students may file the FAFSA beginning October 1% annually and must be submitted each year.
Students are directed to read the instructions carefully when completing the FAFSA. Students
will use the tax information from prior-prior year income and tax information. For the 2023-2024
FAFSA, 2021 tax information will be referenced. For 2024-2025, income from 2022 will be
used. The deadline to complete any FAFSA is June 30.

Usually, within one week of filing a FAFSA online, a Student Aid Report (SAR) will be sent to
the e-mail address provided on the FAFSA (approximately four weeks for postal mail if no email
address is listed). Once the SAR is received, the student should carefully review the entire report
for accuracy. If corrections are needed, the student may log into his/her FAFSA and resubmit the
corrected information using his/her FSA ID.

In addition to the student receiving a SAR once the FAFSA is completed, the College will
receive an Institutional Student Information Record (ISIR). This ISIR will be used to determine
IKH VIIXGHQUV DZDUG

The Gadsden State Financial Aid Office encourages students to start the application process for
financial aid early. Keep in mind that some financial aid is limited and can run out. Students
who start the financial aid process late may have to assume responsibility for the payment of
tuition, fees, and other educational expenses until financial aid is finalized.

To be eligible for federal financial aid, federal requirements stipulate a student must

Complete the FAFSA (https://studentaid.gov)

Be enrolled in classes required for graduation

Be a US citizen, US national or US permanent resident or reside in the US for other thana
temporary purpose (documentation may be needed to verify citizenship)

Maintain satisfactory academic progress
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. Those not selected for verification are sent a notification email, the same process asla
and 1b described above.

. $ZDUG QRILILFDILRQV DUH VHQI iR VIXGHQUV FROOHIH HPDLO DFFRXQW DQG DUH DYDLODEOH for
viewing on the ACCS Banner portal.
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When verification is required, the FAO will collect appropriate documentation from the
applicant based on the guidelines published in the Federal Student Aid Handbook. Items that
generally must be verified by comparing the data items on the SAR/ISIR with identical data
items on the IRS tax return and/or other primary documentation are listed in the following
section. All verification documentation, with the exception of the Statement of Educational
Purpose (SEP), can be submitted electronically through the FAO through IKH VIXGHQIV $&&6
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Adjusted Gross Income

Acceptable documentation for independent students (and spouse) is a copy of U.S. Tax
7UDQVFULSH )RU GHSHQGHQW IXGHQIV D FRS\ RI SDUHQIV DQG VIXGHQITV 8 6 7D[ Transcript
for the base year is needed. (Signed federal income tax returns are acceptable in lieu of
tax transcripts due to Department of Education regulatory relief.)

U.S. Income, Taxes Paid & Income Earned from Work (non-tax filers)

Acceptable documentation for independent students is a copy of U.S. Tax Transcript for
IIKH EDVH \HDU IRU GHSHQGHQ! VIXGHQIV D FRS\ RI SDUHQIV DQG VIXGHQIV 8 6 7D[ Transcript
for the base year is needed. Tax Transcripts are provided by the IRS and can be ordered
at www.irs.gov. (Signed federal income tax returns are acceptable in lieu of tax
transcripts due to Department of Education regulatory relief.)

Any non-tax filer must submit a completed and signed verification worksheet (including
parent signature if a dependent student), a statement of non-filing from the IRS, and a
listing of any and all sources and amounts of income for the base year.

Certain Untaxed Income & Benefits

Tax transcripts or alternative tax documents are acceptable documentation for
IRA/Keogh deductions, foreign income exclusion, and interest on tax-free bonds if
verification is required.

High School Diploma or GED Requirement

To be eligible to receive financial aid, students must have a high school diploma or
General Educational Development (GED) certificate prior to receiving federal financial
aid. In addition, students without a high school diploma or GED may be eligible to
receive federal financial aid if they (1) have documented ability to benefit and (2) are
concurrently enrolled in career pathway programs, which includes concurrent enroliment

in adult education classes. Students without a high school diploma or GED who enrolled
in post-secondary education prior to July 1, 2012, or who have earned at least six college
credits are eligible

Financial Aid Office
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VERIFICATION STATUS CODES

For the 2023-2024 award year, students selected for verification will be placed in one of the
following groups to determine which FAFSA information must be verified. (V2, V3 and V6 are
reserved for future use by the Department.) A blank verification status code indicates that the
SAR/ISIR was not selected for verification by CPS.

V1=Standard Verification Group
Students in this group must verify the following if they are tax filers:
adjusted gross income
U.S. income tax paid
untaxed portions of IRA distributions
untaxed portions of pensions
IRA deductions and payments
tax-exempt interest income
education credits
household size
number in college
Students who are not tax filers must verify the following:
income earned from work
household size
number in college

V4=Custom Verification Group
Students must verify high school completion status and identity/statement of educational
purpose.

V5=Aggregate Verification Group
Students must verify high school completion status and identity/statement of educational purpose
(SEP) in addition to the items in the Standard Verification Group.

COMPLETION OF VERIFICATION

8SRQ UHFHLSW RI D00 UHTXHVIHG YHULILFDILRQ GRFXPHQIV IIKH WXGHQIV ,6,5 ZL00 EH FRPSDUHG ZLIK
the documentation provided. If all information is correct and there is no conflicting information,
the information will be used to process Title IV aid. The FAO will scan the documents in the
VIXGHQUV HOHFIURQLF 1LQDQFLDO DLG ILOH WKH %DQQHU UHFRUG ZL00 EH PDUNHG DV 3YHULILHG™ DQG DLG
will be awarded.

If the verification process shows errors in non-dollar items or errors in dollar items for the
VIXGHQN DQG RU IKH SDUHQI IKH VWXGHQIl DQG RU SDUHQIV LQIRUPDILRQ PXWW EH FRUHFIHG DQG IIKH
corrected information must be reprocessed. A correction will be submitted to CPS through
Banner or FAA Access to CPS Online. When the reprocessed SAR/ISIR is received and all data
LV YHULILHG DV DFFXUDIH WKH ILOH ZL00 EH PDUNHG LQ %DQQHU DV 3YHULILHG™ DQG DLG DZDUGHG 7KH
student will be notified of any corrections via ACCS Banner and/or packaging via award email
notification.
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VERIFICATION DEADLINE

Financial Aid Office
28



« Parents refuse to fill out information necessary to complete the FAFSA or the verification
process
« Parents do not claim the student as a dependent for income tax purposes

The following circumstances are considered unusual and may warrant a dependency status
review:

* Parental abuse or abandonment

« Parental incarceration or death

e Legally granted refugee or asylum status
e Parental contact poses a danger to student

To request a dependency status review, contact the Financial Aid Office. You will be granted
access to a form for electronic completion and signature. You must provide a statement of
circumstances, as well as third-party documentation. Once all required documentation is
received, a review will be completed, and you will be notified of the results via your Gadsden
State student email account within 14 days.

Special Circumstances (Loss of Income)

The Free Application for Federal Student Aid (FAFSA) uses prior-prior year income information.
Any students (or parents = if student is dependent) who experienced a significant and involuntary
loss of income between the income year reported on the FAFSA and the current year may request
a special circumstances review. Examples include involuntary loss/change of employment,
involuntary reduction of wages/hours, one-time taxable income payment that artificially inflated
income, death of parent/spouse, divorce from spouse, etc. This review is an extensive process
which includes the following steps:

1. Student requests a special circumstances review from the Financial Aid Office.

2. If the student is selected for verification by the U.S. Department of Education, verification
must be completed prior to the request for review.

3. Student will be granted access to a form for electronic completion and signature. The
form will require both a self-certifying statement and other documentation.

Once all required documentation is received, a review will be completed, and you will be notified

of the results via your Gadsden State student email account within 14 days.

10.0 DOCUMENTS REQUIRED PRIOR TO AWARDING PELL
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PROCEDURE TO FOLLOW CONCERNING CONFLICTING INFORMATION

Conflicting information must always be resolved. When identified, the student will be advised of
what conflicts are found and how the conflicts can be resolved. Documentation to resolve
FRQIOLFILQJ LQIRUPDILRQ ZL00 YDU\ GHSHQGLQJ RQ WIKH VIXGHQUTV VLIXDILRQ DQG ZKDW KH )$ VIDIT IHHO
is necessary to prove the information is accurate and to resolve any such conflict.

Any information, either on the FAFSA or other documentation received, for which the College
has reason to believe is discrepant or inaccurate, the student must provide adequate
documentation to resolve the conflict. Such conflicting information could be listed on the
FAFSA, noted on documents submitted to the Financial Aid Office (such as unrequested tax
transcripts), and/or information from other college offices (such as validity of high school
completion). Examples of conflicting data would include but are not limited to:

a. A student is not selected for verification, but the IRS transcript on file conflicts with itemson
the FAFSA.

b. An IRS transcript shows single/head of household and on the FAFSA/ISIR shows the same
person as married.

c¢. The amount of reported income is greater than or equal to the minimum amount requiredto
file as indicated in the instructions provided by the IRS.

d. Admissions information received impacts student eligibility (i.e., student accepted into anon-
degree program, etc.)

8SRQ UHFHLSH RI D00 UHTXHWHG YHULILFDILRQ GRFXPHQIV IKH WXGHQIV ,6,5 ZL00 EH FRPSDUHG ZLIK
the documentation provided. As long as all information is verified as correct and the conflict is
UHVROYHG WKH VWXGHQIV 1L0H ZL00 EH PDUNHG LQ %DQQHU DV 3YHULILHG”™ DQG DLG DZDUGHG

If the conflict remains, appropriate action will be taken. This action may include aid not being
awarded and/or referral to the Office of the Inspector General for possible fraud. Any suspected
fraud will be referUHG IR IKH &ROOHIH{V 0HIDO RHLFH IRU UHYLHZ ,1 UHYLHZHG DQG GHHPHG IR EH
SRWLEQH 1UDXG E\ WKH &RUWHJH{V 0HIDO RIILFH WKH UHIHUUDO SURFHWV DV RXIOLQHG LQ IKH Application
and Verification Guide of the Federal Student Aid Handbook.

10.0 OTHER ELIGILITY REQUIREMENTS

The Financial Aid Administrator reviews the submitted documentation and ascertains that the
student meets general qualifications for financial assistance as listed below.

NEED

Need for the Pell Grant program is documented by submission of a valid SAR/ISIR with an
eligible EFC. Internal Banner edits prevent awarding and disbursement for students who do not
meet Pell Grant eligibility, including prior degree status, EFC level, and lifetime Pell limits. To
determine remaining finDQFLD0 QHHG 1IKH VIXGHQITV ()& LV VXENUDFIHG IURP KLV KHU &RWI RI
Attendance (COA).
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EDUCATIONAL HISTORY OF A STUDENT

If the student has attended other schools in the past, the Financial Aid Administrator can assess
the NSLDS information from SAR/ISIR concerning defaults and overpayments. NSLDS
information is uploaded into Banner from the ISIR and internal edits prevent over-awarding of
Pell based on transfer and historical data. Students are placed on the NSLDS seven-day transfer
monitoring list when awarded. The list is uploaded to NSLDS and disbursement cannot occur
until the transfer monitoring period has passed. Additional award information submitted to
NSLDS and provided to GSCC will be factored into the award process.

DEFAULT STATUS

If a student is in default, he/she is not eligible for further Title IV assistance. However, it is
possible for the student to obtain satisfactory arrangements for repayment. Student must have a
letter from the holder of the loan stating that the student has made satisfactory repayment
arrangements and is eligible for Title IV funds before any funds may be disbursed. Internal
Banner edits prevent packaging of Title 1V aid until the default status is resolved.

Students in default that qualify for Fresh Start may regain their Title 1V eligibility. Students will
receive notification from the Department of Education. The Fresh Start initiative will remain in
effect for one year after the student loans payment pause ends.

C-CODES

An actionable comment code (C-Code) on the FAFSA must be resolved before awarding aid.
The student will be notified upon receiving the ISIR of the need to supply additional
documentation. This documentation will be reviewed to determine if the issue(s) may be
resolved. Common messages that require documentation for resolution include but are not
limited to:

Social Security Administration (SSA): The student is required to submit a copy of thesocial
security card confirming the name and SSN, or to correct the FAFSA if errors were made
during the initial FAFSA filing.

Citizenship: The student is required to bring in a copy of his/her U.S. Passport, Certificate of
Naturalization, or a copy of U.S. birth certificate showing birth abroad and confirmation of
citizenship status.

Department of Homeland Security (DHS): If the Department of Homeland Security could not
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GSCC expends a minimum of 7% of FWS funds for community service and reading tutor
programs. The College is exempt from the 25% matching requirement for FWS.

DETERMINING SCHEDULE

7KH YHGHUDO 3HW0 *UDQI DZDUG LV EDVHG RQ WKH IXGHQIV &2% DQG IKH SD\PHQW VFKHGX0H provided
annually by the Department of Education. Banner functionality calculated Pell awards usingthe
above variables and prorates the award based on enroliment level.

Federal aid is disbursed following the Pell Recalculation Date (PRD), which is ten (10) days
after the first day of full term classes. If this date falls on the weekend or holiday, the PRD will
EH IKH IRORZLQJ ZRUN GD\ SV IKH )$) 6% LV D VQDSVKRI RI IKH VIXGHQIV IDPLON VLIXDILRQ DN KH
time of application, the PRD is a snapshot of enrollment for the semester. Based on this
enrollment, aid is recalculated as required for students failing to begin attendance in all classes
and aid is disbursed accordingly.

ATTENDANCE POLICY
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SEPARATION OF DUTIES

The function of awarding and packaging aid for a student (authorizing payments) is separate
IURP IIKH IXQFILRQ RI GUDZLQJ GRZQ IXQGV IURP * DQG SRWILQJ IR VIXGHQIfV DFFRXQIV GLVEXUWLQJ

funds). Authorizing payments is performed by the Financial Aid Office via Banner processes.
The Financial Services Office IKHQ FUHGLIV IKH GLVEXUVHPHQIV IIR WKH VIIXGHQITV DFFRXQW YLD IIKH
Banner Application of Payment process.

The Financial Services Office completes all required fiscal reports and financial statements.
Monthly reconciliation of all federal programs is completed. This reconciliation includes four
components: Banner Financial Aid, Banner Financial Services, Common Origination and
Disbursement Web Site (COD), and G5 Once reconciled, a third college employee reviews the
supporting documentation for each monthly reconciliation documentation to ensure compliance
with generally accepted accounting principles, including bank account and internal ledger
reconciliation procedures.

BANK ACCOUNTS

GSCC has a separate federal account to receive and return funds and a separate operating
account. These funds must be transferred into the operating account from the federal account
with three days.

DISBURSING FUNDS

Federal aid is disbursed following the Pell Recalculation Date (PRD), which is ten (10) days
after the first day of full-term classes. If this date falls on the weekend or holiday, the PRD will
EH WKH IRWORZLQJ ZRUN GD\ BV IIKH )$)6$ LV D VQDSVKRI RI WKH VIXGHQIV IDPLON VLIXDILRQ DI IKH
time of application, the PRD is a snapshot of enrollment for the semester. Based on this
enrollment, aid is recalculated as required for students failing to begin attendance in all classes
and aid is disbursed accordingly. The Financial Services Office runs the Application of
Payments process to post aid student account ledgers, thereby creating credit balances. Credit
refund checks are issued and mailed weekly by the Business Office as aid is disbursed.

Payment Periods
The enrollment status for the purpose of awarding aid is as follows.

Full-time status is any student enrolled and attending classes for a minimum of 12
credit hours per semester
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period, the student can make full payment to GSCC to cover the overpayment. The College will
forward the payment to the U.S. Department of Education, and the student will remain eligible

for Title IV funds. If a student is unable to pay their overpayment in full, he/she may be able to
set up a repayment plan with the U.S. Department of Education.

Financial Aid Office
36






registering and/or accessing their records until the balance due has been satisfied. In addition to
financial ramifications fURP WKH ZLIKGUDZDOV KH VIXGHQHV ILQDQFLD0 DLG HOLJLELOLIN ZL00 EH
QHJDILYHO\ LPSDFIHG )LQDQFLD0 $LG VIlUHVVHV IKDW D00 VIXGHQIV 3*R IR &0DW 6D\ LQ &IDW DQG
Pass the &IDW ~

ACCOUNTING & RECONCILIATIONS

All accounting transactions, including those involving Title 1V funds, are accounted for in
accordance with US GAAP and federal regulatory requirements. GSCC prepares internal
financial statements and reconciles general ledger accounts on a monthly basis. Each year GSCC
prepares annual financial statements as per GAAP as well as monthly reconciliations of Title IV
funds.

14.0 SATISFACTORY ACADEMIC PROGRESS

Students must declare a major and be working toward the completion of that major in order to
receive financial aid. In order to receive aid, a student must be making satisfactory academic
progress (SAP) regardless of whether he or she has previously received aid.

Satisfactory Academic Progress SAP will be measured at the end of each semester of enrollment
at Gadsden State Community College. Students are required under federal regulations to
maintain certain standards of progress depending on the number of hours they have attempted in
FROOHJIH W LV IKH VIXGHQIV UHVSRQVLELOLIN iR UHDG DQG XQGHUVIDQG DW0 policies associated with
financial aid funding. The SAP policy is available online at
https://www.gadsdenstate.edu/admissions-aid/sap-guidelines.cms.
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Following acceptance of transfer credits, an official review of these

creditsis completed at the end of the next semester of enroliment at

GSCC.

Periods where Academic Bankruptcy was applied are factored into the GPA,
Pace, and maximum timeframe calculations.

Forgiven courses are factored into the GPA, Pace, and maximum

timeframe calculations.

Transitional (developmental/remedial) classes are factored into the GPA, Pace,
and maximum timeframe calculations.

After a grade change (except an Incomplete) has been instituted for a prior term,
SAP is recalculated at that time. When an Incomplete grade is updated to a final
grade, it is factored into the SAP calculation at the time of the next formal
evaluation.

There is a 30-hour limit on remedial/developmental courses.

ESL and Job Corp coursework will not be
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Satisfactory Academic Progress at a specified future point in time. The Plan can be voided if the student
KDV FKDQJHG PDIRUV RU IKH VIXGHQIl GRHVQI IRIRZ IKH SUescribed academic plan. GSCC does not allow a
plan to exceed maximum timeframe.

15.0 DEPARTMENTAL REQUIRED REPORTING
ENROLLMENT STATUS REPORTING PROCEDURES

$ VIXGHQIIV HQURIOPHQI VIDIIXV GHIHUPLQHV GHIHUPHQW HOLJLELOLN  JUDFH SHULRGY DQG UHSD\PHQU
schedules related to Direct Loans. The reporting and confirming the enrollment status of
VIXGHQIV UHFHLYLQJ 7LI0H ,9 DLG LV FRPSOHIHG EX WKH SHILVIUDUIV 211LFH 7KH SHILVIUDUTV 211LFH
coordinates with the National Student Clearinghouse for enrollment reporting. Reports are
received regularly and enrollment information provided to the Clearinghouse on a scheduled
basis. Reporting errors are identified and corrected immediately
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POLICY FOR FRAUD

Students and parents who willfully submit fraudulent information will be investigated to the
furthest extent possible. All cases of fraud and abuse will be reported to the proper authorities
including the U.S. Office of Inspector General of the Department of Education, at 1-800-647-
8733 or 1-800-MIS-USED.

PROCEDURES FOR FRAUD

,I LQ KH )LQDQFLD0 $LG SCPLQLVIUDIRUTV IXGIPHQW WKHUH KDV EHHQ LQIHQILRQDO PLVUHSUHVHQIDILRQ
false statements or alteration of documents which have resulted in the awarding or disbursement
of funds for which the student is not eligible, the Financial Aid Administrator will notify the
student and schedule an appointment to discuss the situation. If the student does not make an
appointment, the Financial Aid Administrator may:

Not process a financial aid application until the situation is resolved satisfactorily.

Not award financial aid.

Cancel financial aid.

Referral Procedures

1. The College will forward to the U. S. Department of Education or the College's Business
Office, the name, social security number, and other relevant information of an applicant
who has received funds based on incorrect information, after a reasonable effort hasbeen
made to resolve the discrepancy.

2. The Director of Financial Aid is required to report any known fraud to the Inspector
General, U. S. Department of Education.

Fraudulent situations will be forwarded to the Office of the Inspector General.
GSCC COMMITMENT TO INTEGRITY

GSCC holds itself to the highest levels of integrity and will not provide any knowingly false,
erroneous or misleading statements to a student, prospective student, family member of student
or prospective student or the U.S. Department of Education or its affiliates. GSCC is committed
to operating in an environment of integrity. Each Gadsden State employee is responsible for
assuring that the actions and activities conducted at the college promote such an environment.
Through the hiring, training, and performance review processes, employees learn the culture and
official policies of GSCC and are educated to represent the College with integrity.

17.0 AUDIT REQUIREMENTS

A College is required to have a financial and compliance audit for Title IV funds at least every
year. This requirement appears in regulation, with the exception that this audit is considered to
be satisfied if the College has had an audit under the Single Audit Act (Chapter 75 of Title 31
United States Code.) Audits will be scheduled and performed by the State Comptroller's Office
or qualified accounting firms. [34 CFR 668.12]
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Each year, auditors review a sample of student aid files to ensure that the Title IV aid is being
administered in compliance with federal, state and Institutional policies. Any exceptions found
during the audit will be addressed. Associated policy lapses will be reviewed and corrected. The
Financial Services Office is required to send a copy of the audit report to the U.S. Department of
Education.

18.0 NON-DISCRIMINATION STATEMENT

Gadsden State Community College has filed with the Federal Government an Assurance of
Compliance with all requirements imposed by or pursuant to Title VII of the Civil Rights Act of
1964 and the Regulation issued thereunder, to the end that no person in the United States shall,
on the grounds of race, color, or national origin, be excluded from participation in, be denied the
benefits of, or be otherwise subjected to discrimination under any program or activity sponsored
by this institution. It is also the policy of Gadsden State Community College to be in accordance
ZUWK 7U0H , 5 RI'WKH (GXFDILRQ $PHQGPHQIV RI ZKLFK SURYLGHV IIKDI 3QR SHUVRQ LQ KH
United States shall, on the basis of sex, be excluded from participation in, be denied the benefits
of or be subjected to discrimination under any educational program or activity receiving Federal
ILQDQFLDO DVWLVIDQFH ~

Gadsden State Community College is committed to equal opportunity in employment and
education and does not discriminate on the basis of sex, race, color, religion, disability, or
national origin. Gadsden State complies with non-discrimination regulations under Title VI and
Title VII, Civil Rights Acts of 1964; Title IV, Education Amendments of 1972; and Section 504,
Rehabilitation Act of 1973. Inquiries concerning this policy may be directed to Michele
Bradford, Director of Legal Affairs, Gadsden State Community College, P.O. Box 227, Gadsden,
Alabama 35902-0227, telephone 256.439.6822.
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Through membership in professional organizations, the Director of Financial Aid and Financial
S$LG 6IDI1 DUH SURYLGHG ZLIK WKH LQIRUPDILRQ WKDIl LV QHHGHG IR VXFFHWIX00\ UXQ WKH &R00HJHIV
financial aid programs. The Financial Aid Office has broad responsibility for awarding,
administering, and coordinating virtually all financial aid funds from government and private
sources. Critical to successfully performing these responsibilities is a thorough understanding
and continuous monitoring of regulations, legislations, and philosophies that affect the delivery
of student aid. Being current on these issues, the Financial Aid Office is in a position to
recommend appropriate action to the Dean of Student Services and to speak with authority in
disseminating information to other departments of the College.

Two professional organizations to which the Financial Aid Director and staff belong include the
Alabama Association of Student Financial Aid Administrators (AASFAA) and the National
Association of Student Financial Aid Administrators (NASFAA). Through membership in these
organizations, the Director of Financial Aid will be provided the most current information onthe
administration of financial aid on a timely basis. The organizations also provide many guides
and manuals on developing an effective Financial Aid Office, as well as periodic workshops.
Without the assistance these organizations provide, it would be very difficult to run an efficient
Financial Aid Office.

In addition to federal financial aid associations, FAO staff belong to various associations based
on job duties. For example, certifying officials belong to the Alabama Association of VelHUDQV|
Affairs and those running software processes belong to the Alabama Banner Users Group
(ALBUG). Through active participation in these professional organizations, one will come in
contact with a vast network of financial aid administrators who can serve as resource persons
or as sounding boards in many instances. This interaction helps the administrator to be
effective.

INSTITUTIONAL ELIGIBILITY

Institutional Eligibility
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Program Participation Agreement

According to Federal Regulations, each institution must update the Title IV Program
Participation Agreement (PPA) no less than every four years; however, interim updates are
required to obtain Department of Education approval for the following changes: Administrative
Personnel; additional locations; and addition of new programs.
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e Be making satisfactory academic progress in accordance with policy

* Not be in default on a Perkins/National Direct Student Loan, Stafford/Guaranteed Student
Loan, PLUS, Supplemental Loan for Students, Income Contingent Loan or a
Consolidated Loan

* Not owe arefund on a Title IV program and sign a statement to that effect

* Have a signed statement of educational purpose (saying that the student will use the
money only for expenses related to attending College)

< Have a high school diploma, GED, or meet the ability to benefit requirements (ATB).

PACKAGING PROCEDURES AND COST OF ATTENDANCE
Packaging:

Student financial assistance encompasses a variety of sources. Packaging refers to evaluating a
VIXGHQIfV ILQDQFLD0 QHHG DQG DZDUGLQJ FDPSXV-based aid in an equitable and consistent manner.
These may be offered as one program or through a combination of programs known as a
ILQDQFLDO DLG SDFNDJH 5 VIIXGHQIfV ILQDQFLDO DLG SDFNDJH FDQ LQFOXGH RQH RU PRUH RI IKH
following.

e Federal Title IV Programs + Student financial aid programs authorized by the Higher
Education Act of 1965, as amended (HEA). This includes the Federal Pell Grant, Federal
Supplemental Educational Opportunity Grant (FSEOG) and Federal Work-Study (FWS).

e Other Federal Aid Programs + 7KHVH LQFOXGH YHIHUDQ{V DVWLVIDQFH IRU YHIHUDQV DQG their
eligible dependents, Workforce Investment Opportunity Act (WIOA), and Trade
Adjustment Assistance (TAA) through the Trade Readjustment Act (TRA/TAA).

State = These include the Alabama Student Assistance Program (ASAP) and various
types of board approved state waiver/scholarships. Scholarships are offered foracademic,
technical, health services, performing arts, leadership, among others. Institutional
scholarships are non-need based.

3DFNDJILQJ UHIHUV IR HYDOXDILQJ D VIXGHQIV ILQDQFLDO QHHG DQG awarding different types of aid in
DQ HTXLIDEOH DQG FRQULVIHQN PDQQHU $ VIXGHQIV 1LQDQFLD) DLG SDFNDJH PD\ RIIHQ EH D
combination of scholarships, grants, and employment.

$00 VIXGHQIV DUH DXIIRPDILFDO0\ DVVLJQHG iKH 38> SDFNDJLQJ JURXS $2ZDUGVY DUH RIIHUed based on
the assumption of full time enrollment. Students are budgeted for the fall and spring semesters.
Following the last registration period for each semester, students not enrolling full time are re-
budgeted accordingly and revised award notifications are sent.

" HIHUPLQLQJ D VIXGHQIfV ILQDQFLD0 QHHG FRQVLVIV RI WKH &R00HJH{V FRVI RI DIHQGDQFH &2% (HW
IKH VIXGHQIV H[SHFIHG IDPLO\ FRQILEXILRQ ()& %DVHG RQ WKH VIXGHQUV QHHG IKH )$2 ZL
evaluate available aid resources for which the student may be eligible to receive.
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e Ifthere is still a remaining financial need, then campus-based monies may be awarded to
the student.

e The student is offered a financial aid package via their financial aid award notification.
Budget Components:
A Transportation Costs
In determining transportation costs, the College uses the Local Standards for Transportation
reported by the IRS. The Operating Cost includes the amount actually spent monthly for

operating cost for one car.
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Federal PELL Grant Budgets
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Pell Grant Procedures

e The Institutional Student Information Record (ISIR) is received in electronic format
through EDConnect from the federal processor. This data is downloaded in to BANNER
Financial Aid Software as received with the current date. This electronic ISIR is kept in
the BANNER no less than three academic years.
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Maximum FSEOG Award - The maximum FSEOG a student may receive per academic year at
the College will depend on the availability of funds, but will not exceed $1000 (withoutapproval
and justification).

$ VIIXGHQUAV WRWDO DLG PD\ QRIl H[FHHG IIKH VIXGHQITV ILQDQFLD0 QHHG 1HHG ~ &RVIi RI $INHQGDQFH
minus EFC.

Federal Work-Study (FWS)

The Federal Work-Study program provides part-time employment to students who need the
income to help meet the costs of post-secondary education. Work-study awards are made on a
term basis depending on available funds.

Selection of Students

The Federal Work-Study (FWS) program is designed to offer students with a remaining financial
need the opportunity to obtain work experience while pursuing a higher education. Students
desiring to participate in the FWS program must meet the following requirements:

e Beenrolled in a Pell-eligible program
< Be making satisfactory academic progress (SAP)
e Have remaining need

Awarding of Students

Eligible students are awarded FWS funds based on the number of weeks in semester and the
UHPDLOLOJ 1XQGV LQ UIKH FXUHQI &ROHIH EXGJIHI 7KH IXGHQITV FRVI DIWHQGDQFH &2% DQG
remaining budget are also considered when awarding work-study funds

Assigning Jobs

Prior to awarding FWS awards needed positions are solicited from faculty and staff at the
college. Positions are reserved for community service positions, such as reading tutors at area
elementary schools. A Federal Work-Study Agreement is on file from off-campus community
service positions. All FWS job requests include the job responsibilities, duration of the position,
and the number of positions desired.

Candidates are required to complete and submit their employment application online. Students
may submit a resume and transcript with the application; however, they are not required. After
IIKH DSSOLFDILRQ ZLQGRZ KDV HQGHG 1IKH VIXGHQIV 6$3 UHPDLQLQJ QHHG DQG HQUROOPHQW DUH
verified to ensure eligibility to participate in the FWS program.

Fiscal Procedures and Records

All candidates selected for FWS positions must complete a new hire packet containing
authorization for the College to conduct a criminal background check. Once a student receives a
clear background check and submits their paperwork, Financial Aid office will complete
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orientation. Confidentiality, work ethics, and harassment are discussed. Harassment, workplace
violence, campus conduct, and campus conduct are also stressed during the orientation to make
sure students have a clear understanding of FWS expectations.

Once hired FWS students are required to submit monthly timesheets to the Financial Aid Office
by the 15" of every month. The timesheets are completed by the student and approved by their
supervisor prior to being submitted to the Financial Aid Office. A copy of the timesheet is
maintained in the Financial Aid Office and processed for the pay period.
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Social Security SSN A nine-digit number assigned by the Social Security Administration
Number (SSA). The SSN helps SSA to maintain an accurate record of wages or
self-employment earnings that are covered under the Social Security Act,
and to monitor records once a person begins to start receiving Social
Security benefits.

Student Aid Record SAR $ [HGHUDO 3RXHSXI™ GRFXPHQH VHQN GLUHFION IR D VIXGHQH ITURP (™ IV &HQIUDO
Processing Center summarizing a VIXGHQIV DSSOLFDILRQ DQG HILJLELOLIN
status.
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