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Cape Girardeau Career and Technology Center (CGCTC)
Financial Aid Policies and Procedures

As with any document ofgdicies and procedures, this guide is continually reviewed and updated
to meet the requirements of the United States Department of Education and the needs of our
students. For more information on policy updates, contact the Financial Aid Administrdtor. A
changes to this manual must be approved by the Financial Aid Committee and the Director of
Cape GirardeaCareerand Technologfenter.

01 Introduction

Introduction to the Financial Aid Office

The purpose o€ape GirardeaCareerand Technologente 6 s Fi nanci al Ai d Of i
postsecondary students obtain any and all Federal and State Aid they may be eligible to receive.

By doing so, we assist our students in obtaining the qualitygeesindary education they desire.

Since 194, Cape GrardeauCareerand TechnologZente has operated a Financial Affice.
The office is currently located 4080 S. Silver Springs Road, Cape Girardéigsouri.

Purpose and Philosophy

Cape GirardeaCareerand Technologgenter(CGCTC)believes thaeveryone who desires

training should have the opportunity of attending school regardless of their financial situation.
We continue to promote financial assistance opportunities to eligible students who might
otherwise be depriving themselves of the bieréttechnology training. The primary purpose of

the financial program a&ape GirardeaGareerand Technolog¥enter is to provide financial
assistance to students who, without aid, would be unable to attend school. Financial assistance is
offered in theform of grants, scholarships, and federally funded programs. Financial assistance is
viewed only as supplementary. The student and the family of a student, when applicable, are
expected to make a maximum effort to assist with educational expenselse lpdity ofCape
GirardeauCareerand TechnologZenter to award federal financial aid in accordance with

federal regulations and guidelines pertaining to the type of assistance requested.

The purpose of the Financial Aid officetes (1) provide profesional financial counseling to

students and parents concernimgeting the costs of educatid¢@) administer Title IV Aid
programs competently according to the institu
2 and federal regulations; and (3aimtain institutional records of assistance programs and

students assisted.

Policies & Procedures Development Responsibilities 34CFR 668.16

The responsibility of financial aid policy decisions are made by the Financial Aid Committee and
approved by th&inancial Aid Administrator. The purpose of the Financial Aid Committee is to
formul ate and review policies governing stude
Regulations and the perspective of the total institution. Members of the Finaitc@2bAmittee

are the Financial Aid Admistrator, the Fiscal Officerirector of the Career Centdtinancial

Aid Advisors,the Practical NursingRespiratory Therapy, Paramedic and Physical Therapist

Assistant ©@ordinatos. The responsibilities of theommittee are within the parameters of

federal, state, and institutional regulations. The duties of the aid committee shall be:
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to review and recommend institutional policies for the administration of all student financial aid
programs;

to be cognizant ofational, state and institutional trends in Student Financial Aid and their

impact upon the students and the institution;

to receive reports of progress or problems in the Financial Aid Office and recommend
appropriate action, when indicated;

to establishnstitutional priorities for the distribution of available student aid resources;

to serve as a final appeal body for students with grievances relative to the general administration
of the program, when these problems cannot be resolved by the Finandlamiistrator;

to perform such other duties as may be delegateelquested from time to time;

Responsible Personnel 34 CFR 668.16

The Administrator of the Financial Aid Office is supported by an adequate number of
professional and clerical personteleffectively manage the aid programs administered by the
school.

Documents & Methods

Students applying for aid must complete the Free Application for Federal Student Aid (FAFSA).
This is available, freef-charge, atvww.fafsa.gov

After this process has been completed, the U.S. Department of Education will notify the student
by sending a Student Aid Report (SAR). The SAR is used to verify that the information
submitted is correct. If any corrections need to lae€enstudents may contact the Financial Aid
Office or make corrections, using his/her assigned PIN number, at www.fafsa.gov. Student
information will automatically be sent ©GCTCif the student has listesdGCTC as their school

of choice using Federal Bool Code 00532

OnceCGCTC has verified that the student will be actively enrolled in an eligible program, the
Financial Aid Office will send amitial award letter informing the student of the amount of their
Pell Granffor the upcoming academic yeailhis letter also informs students of their possible
eligibility for other aid.

02 Administrative Organization & Office Management

Institutional & Division Structure 200910 FSA Handbook.-222- 124

Cape GirardeaCareerand Technologfenteris hosted by th€ape Girardeau Schobistrict
#63 TheCape GirardeaBoard of Education is the poliapaking body responsible for
CGCTC A boardapproved organizational chart is locatedne Appendix.

Personnel Policies
TheFinancial Aid Officefollows policies adopted by ti@ape GirardeaBoard of Education.
Additionally, the Financial Aid Committee may, from time to time, adopt narrow policies
regarding operations of thénancial Aid Office

Financial Aid Office Structure & Position Responsibilities

Financial Aid Administrator
The Financial Aid Administrator, under the general direction of28€TC Director, and in
cooperation with the District Business Office Manager provides leadership and direction for the
delivery and coordination o&tleral, state and institutional student financial aid programs, audits,
compliance reviews and account reconciliatieviews The Financial Aid Administrator is
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responsible for the management and administration of the student Financial Aid Office, its
functions, and staff.

Responsibilities of the Financial Aid Advisors
The primary responsibilities of tii@nancial Aid Advisorand designated stadfe to assemble
and maintain student aid records, assess eligibility of applicants for aid, completdyfederal
mandated reports, design and implement systems to accomplish these tasks, coordinate fiscal
matters with the Business Manager, including student fund requests, accountability for student
disbursements, student ledger accouiitss position requires lkawledge of federal regulations,
institutional policies and procedures, ability to deal with clients about sensitive issues and the
ability to deal with continually changing program regulations.
In addition, theFinancial AidAdvisor and designated stadfeto maintain student financial aid
records/files, verifying application data on selected applicants, calculate student awards, collect
progress reports for satisfactory progrdsterminationgrom Attendance/Registrar Department,
maintain up to date lawledge of relevant federal regulations, process incoming mail, other
general office duties.

Frequent Contact Information
Appendixcontains updated contact information for district and institutional officers.

03 General Aid Office Administration

Accommodations for Disabilities

Cape Girardeau Schools/CGCT8es not discriminate on the basis of disability in admission to
its programs, services, or activities, in access to them, in treatment of individuals with
disabilities, or any spect of their operation¥he Cape Girardeau Schdaistrict also does not
discriminate on the basis of disability in its hiring or employment practices.

This notice is provided as required by Title Il of the Americans with Disabilities Act of 1990 and
Section 504 of the Rehalbdtion Act of 1973. Questions, complaints or requests for additional
information regarding the ADA and Section 504 may be forwarded to the designated ADA and
Section 504 compliance coordinator.

Compliance Coordinator

301 N. Clark Avenue

Cape GirardeawyO 63701

573.335.1867- Mon-Fri, 8:00 a.m- 4:00 p.m.

Appointments with Staff

The Financial Aid Office i®pen from8:00 a.mJ 4:00 p.m. Monday through Fridauring
regular school daysAppointments at other times may be scheduled in advermgorompt
attention, appointments are recommended.

Treatment of Correspondence/Forms

Approved registratioforms may be obtained from the Admissions Office.aRaial aid forms
may be obtained from the Financial Aid Officel@80 S. Silver Springs Road, igaGirardeau,
Missouri.

Telephone
The Financial Aid Office phone line 1573 3340826 Protected student information will only
be given over the phone once identity has been established.

Records Management & Retention 34CFR 668.24; 34CFR 668.163
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Financial aid records are located in the main FinancialG&iate in Cape GirardeauThe
Financial AidAdvisors havehe responsibility for maintaining these files and recotidge
GirardeauCareerand Technolog¥enter retains all financial aid recordsidites as required by
law for three years from the end of the award year for which the aid was awarded.

Information Sharing & the Family Education Rights and Privacy Act 34CFR 99.1a12;
34CFR 99.222; 34CFR 99.3(85; 2(9-10 FSA Handbook-212

CGCTCcomplies with the Family Educational Rights and Privacy Act (FERPA) of 1974. In
accordance with this federal la@GCTChas adopted policies and procedures governing the
confidentiality of student educational records. No individual shall have access wall thioe
institution disclose any information from,
consent of the student or as otherwise authorized by FERPA.

Permitted exceptions under the law include disclosures to: school officials and pevgomnel
have a legitimate educational interest, officials of other institutions in which a student seeks
enrollment, representatives of agencies or organizations from which a student has received
financial assistance and certain federal and state officials.

CGCTCdoes not produce a student directofyadult studentsherefore personal student
information will not be disclosed.

Students will be provided annual notification of their right to inspect, review and request an

amendment to their educational red® The student then has the right to request a hearing (if the
request for an amendment is denied) to challenge the contents of the education records, on the

grounds that the records are inaccurate, misleading, or violate the rights of the student.

Inquiries concerning policies, procedures or compliance with federal and state regulations and

guidelines may be addressed to fir@ancial Aid Administratar

Complaint Resolution Process 34 CFR 600.9 (6)(1)

Individuals with a complaint concerning the C#&pieardeau CTC are ask snbmit the

complaint in writing to the Assistant Director if resolution cannot be achieved with the staff
member most directly involved. Fatieface discussion of the matter or other informal means is
the preferred starting pdinIf resolution is not achieved individuals should follow the listed
institutional chain of command (CTAssistant Director, CTC Directp€GPS Superintendent).
Once all institutional processes are exhausted, complainants should follGBHite

(Coordimating Board of Higher Education) Policy on Complaint Resolution found below.

CBHE POLICY ON COMPLAINT RESOLUTION
Introduction :
In order for institutions of higher education to participate in the federal student aid
programs authorized by Title IV e Higher Education Act of 1965, an institution must
be legally authorized to provide pestcondary educational programs within the state in
which it is located. By rule promulgated by the U.S. Department of Education, part of

a

this Astanhe megbbremantois that the state

appropriately act on complaints concerning the institution including enforcing applicable
State |l aws é.0 34 C.F.R. A 600.9(a)(1).

students oprospective students with contact information for filing complaints with its
accreditor and with its State approval or licensing entity and any other relevant State
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of ficial or agency that would appropriatel
668.43(b).

The Coordinating Board has determined that from the perspective of the institutions and
of students and prospective students, it is preferable to have a simplified process with a
central clearinghouse for addressing complaints rather tbamplex matrix of contact
points that might not cover every possible complaint and might also easily become
outdated. Therefore, this policy sets out a process by which the Missouri Department of
Higher Education will serve as the clearinghouse for daimis concerning colleges and
universities authorized to operate in the State of Missouri, acting on those within its
purview and forwarding those that are not to other entities for their appropriate action.

Complaints Not Covered

Complaints concaing laws not applicable to a state institution of higher education are
not covered by this policy. Complaints of criminal misconduct should be filed directly
with local law enforcement authorities. Complaints relating to violations of Federal law
shout be filed directly with the Federal agency having cognizance over the matter in
guestion (e.qg., violations of the Family Educational Rights and Privacy Act with the U.S.
Department of Education).

Exhaustion of Remedies at the Institutional Level

Many issues fall within areas that generally are within the sole purview of an institution
and its governing board. Examples include, but may not be limited to, complaints related
to student life (such as, student housing, dining facilities, or studgritias and

organizations) and certain academic affairs (such as the assignment of grades). Moreover,
issues or complaints are generally more speedily and appropriately resolved within the
grievance channels available at the institution. Radace dscussion of the matter

through open door policies or other informal means is the preferred starting point. Should
that fail, the complainant should use formal dispute resolution mechanisms provided by
the institution. Exhaustion of all informal and fieal institutional processes, including

both campus processes and any applicable system processes, is a prerequisite to filing any
formal complaint with the MDHE pursuant to this policy.

Process

If a mutually agreeable resolution cannot be reach#deeanstitutional level, the student

or prospective student may proceed with th
complaint must be submitted in writing, using a complaint form provided by the MDHE.

It may be mailed or faxed to the department dralikl include any other supporting
documentation. The MDHE will acknowledge receipt of the complaint, either in writing

or by email. Such acknowledgment, however, will not constitute a determination that the
complaint addresses a law applicable to tis#itution or otherwise is a complaint

covered by the policy. If there is no indication that institutional remedies have been
exhausted, the complaint will be returned for that purpose.

Filing a complaint pursuant to this policy cannot, and doesert#nd or satisfy any
statutory deadlines that may apply to filing particular complaints with any other state or
federal agency having jurisdiction over such matters.

Complaints that fall within the jurisdiction of the CBHE will be investigated asdlved
as appropriate by the relevant unit of the MDHE. Complaints that fall within the
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jurisdiction of another State agency or ar
accrediting body will be forwarded to that agency for appropriate investigatibn a

resolution. The agency to which the complaint is forwarded will keep the MDHE

apprised of ofgoing status and final disposition of the complaint. All parties to the

complaint will be notified of its resolution by mail.

The MDHE will keep a log oéll complaints and record the date received, the name of
the complainant, the institution against which the complaint is made, a brief description
of the complaint, the agency addressing the complaint, and the date and nature of its
disposition.

Note: Prior to initiating this formal process, complainants must first call the MDHE ab36-3

1577 to indicate their desire to file a complaint. At that time, the MDHE will ascertain whether
the issue can be resolved through informal means and also detesdmetier administrative
processes available within the institution of concern have been exhausted. If after that screening
the complainant still desires to initiate a formal complaint, the MDHE will send the complainant
the form to be filled out and returehéor that purpose.

Once all institutional processes are exhausted, complainants may also be forward to the
institutional accrediting agency, Commission on Occupational Education. Mail to: 7840 Roswell
Road, Building 300, Suite 325, Atlanta, GA 30350 b calling: 8009172081

04 Financial Aid Programs 34CFR Parts 602 and 603

Institutional Eligibility Requirements 34CFR 600.6(a)(5)(ii); 34CFR 600.6(a)(2); 34CFR

600.7(a)(1)(iv); 34CFR 668.32(e)

CGCTCis an eligible, public postecondary vocatiohanstitution. CGCTCis legally authorized

by the State of Missouri to provide postsecondary education progC&SI Cis accredited by

the Council on Occupational Education (COH)e school admits as regular students only
individuals with a high schooliploma or its recognized equivalent, or individuals beyond the

age of compulsory school attendance in the State of Missouri. Financial statements are prepared
in accordance witlsovernment Accounting Standards Board poli¢{@8SB) and prepared on

the accual basis. The school has sufficient cash reserves to make required refunds, meet all of its
financial obligations, and is current in its debt payments.

Program Eligibility  34CFR 668.3; 34CFR 660.2; 34CFR 668.8; 34CFR 691.2(b)

C G C T @éademic yeardfinition is 26 weeks and/or 900 clock hours of instructional time.

Any eligible program that is |l ess than or exc
student awards prorated to meet the specific definition of that eligible program. Aeeard y

begins July 1 of one year and ends June 30 of the following year.

CGCTChas ensured that all offered programs are eligible for FSA funds for eligible students
enrolled in that program by obtaining authorization from the State of MissouG@&d

CGCTC has also obtained approval through the U.S. Department of Education to administer
FSA programs for our eligible neshegree programs and locations by listing these programs and
locations on the Eligibility and Certification Approval Report (ECAR).

Administrative Capability 34CFR 668.16
Administration
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TheCape Girardeau SchoBbard of Education governs the operatiolC&CTC The

Superintendent of Schools is responsible for the overall function of the institution while the day

to-day operations areoordinated by the Director @GCTC. The District Business Manage

and Financial Aid Administratare the primary administrators in dealing with the Financial Aid

Office.

Records 34CFR 668.14; 34CFR 668.24; 34CFR 668.27; 34CFR 682.610; and 34CFR8&S.

CGCTCkeeps comprehensive, accurate program and fiscal records related to its use of FSA

program funds for the minimum of three (3) years from the end of the awar€C@@m.Chas
established and maintains, on a current basis, any applicationtt&ebfor FSA program funds.

Other program records that are maintained include:
1 Program Participation Agreement, Approval Letter, and Eligibility and Certification
Approval Report (ECAR)
Accrediting and licensing agency reviews, approvals, and reports
Stde agency reports
Audit and program review reports

E R

and standards of administrative capability.
1 CGCTCalso keeps records that substantiate the eligibility ofestisdfor FSA funds,
such as:
Cost of attendance information

A

Documentation of studentds program of
enrolled

= =4 =

1T Data used t o emissiarhheeds dnalysis doairmemts, @nsollnzendt status,

and period of enroliment

Required student certification statements and supporting documentation
Documents used to verify applicant data, and resolve conflicting information
Documentation of all profegonal judgment decisions

Financial aichistory information for alstudentsStudent Account Sheets

= =4 -8 -9

Electronic Processes 34CFR 668.16(0); DCL GEN4-08, September 2004 Federal Register,1d9
2004,554185420

CGCTCcontracts withCampus Ivy(Cl) for the processing of student financial aidl and
CGCTC transmit confidential student information via The B8afeguards against possible
fraud and abuse include:
1 password protection,
1 password changes at set intervals,
9 access revocation for unsucdestog-ins
1 CGCTCFinancial Aid officealong withCI personnelses:
1 theEApp to submit and update the school
www.eligcert.ed.gov
1 the Student Aid Internet Gateway (SAIG) systematv.fsawebenroll.ed.goto verify
users and access to information

1 the COD Websitéttps://wwwcod.ed.govo confirm completion of entrance counseling

and signing of MPN.
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Other records, as specified in regulation, that pertain to factors of financial responsibility

Documentation of a studentodos satisfactory
stud

el


http://www.fsawebenroll.ed.gov/

l

t he National Student Loan Data System
enrdimentupdatesFSA program overpayments, and NSLDS Transfer Student
Monitoring Records at https://www.nsldsfap.ed.gov/secure/logon.asp
electonca b mi ssi on for the school 6s annual
throughhttps://wwwezaudit.edov

the Information for Financial Aid Professionals (IFAP) Web site to review Dear
Colleague Letters, announcements, or Federal Registers at ifap.ed.go

Information Discrepancies  34CFR 668.16(f)

CGCTCwill not disburse aid until any conflictingflormation has been resolved. All resolutions

of

detail, and accompanied by any supporting documentation. If a student withdraws and has
conflicting information i their file, resolution will be made by financial aid staff before making

( NSL

C 0 mg

conflicting information wil/ be documented

late or poswithdrawal disbursement.

Conflicting information consists of, but is not limited to:

=4 =4 =4 -8 -8 _-9_9

Student name and SSN do not match
Student has not registered for selective servic
Conflicting enrollment information

Studentos financial aid history, as report
Any output document received from USDE wi't
Student déds I mmigration status

Changes to an ISIR, once enroliment has commenced, when claaagesmade by the
Financial Aid Office

All subseqgent ISIR transactions for a skent, for the entire processing year, will be reviewed
for accuracy and verifiedgain if items required for verification have been changedlings

will be documentedintheddue nt 6 s fil e explaining the resol

any supporting documentation, if applicable.

Cohort Default Rates 34CFR 668.16(m)(1)

The Department releases draft default rates in February which &lla@3 Can opportunity to
review and correct the data that will be used to calculate their official cohort default rates. In the
early fall of each year, the Department issues the official cohort default rates.

The cohort default rate for Federal Stafford or for Direct Subsidized/Unszbdidoans made
to students for attendanceGECTCmust remain below 25% for the three most recent fiscal
years, or lower, if possible.

Reporting & Reconciliation

Campus Ivy(Cl), on behalf of the CTQytilizes the reports from COD and DL tools to make
sure that our reports and originations/disbursements are accnateentral Officecompletes
the monthly bank statement reconciliations.

National Student Loan Data System 34CFR 682.610

If deemed necessarye Financial Aid Officealong withCl, checks with the National Student
Loan Data System (NSLDS) prior to awarding any aid to an enrolled student. NSLDS maintains
information on a studentds financial aid
packaging for the student.
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NSLDS hashie most recent information on student enrollment, grant and loan aid the student
may have received at other schools, in addit:
student 6s NSLDS history -awadrdingaid. educes the chan

Throughthe SSCR established by CTC),inform NSLDS when a student withdraws, is
terminated or graduates from a program of study.

Student Eligibility Title IV Requirements 34CFR 668.32 (c)(2)(ii);34CFR 668.32(e), (f),and (g)(1);
34 CFR 668.33; CFR 668.34; 3¥FR668.35(a)c),and (h);34CFR 668.36;34CFR 668.37;34CFR 668.40; 34CFR
668.16(e); 2009.0 FSA Handbook VokCh 1

To receive FSA funds, a student must be qualified to study at the postsecondary level. A student
qualifies if s/he:
1 has a high school diplon{this can be from a foreign school if it is equivalent to a U.S.
high school diploma)
1 has the recognized equivalent of a high school diploma, such as a gelueation
development or GED certificate
has completed homesooling at the secondary level
hassatisfactorily completed six credits of college work that are applicable to a degree or
certificate offered by the school.
1 A student may selertify on the FAFSA that he has received a high school diploma or
GED or that he has completed secondary schwolugh homeschooling as defined by
state law.
1 A student must be a citizen or eligible noncitizen to receive aid from the FSA programs.
The eligible statuses are:
1 A U.S. citizen or national;
1 A U.S. permanent resident;
1 Citizens of the Freely Associated Statthe Federated States of Micronesia and the
Republics of Palau and the Marshall Islands;
9 Other eligible noncitizens.
A person isné6t eligible for FSA funds i f he i
overpayment on an FSA grant or loan and he hamade a repayment arrangement for the
default or overpaymenthe CGCTCFinancial OfficéCls t af f wi | | check the s
history on NSLDS to verify eligibility.

1
1

To be eligible to receive FSA funds, each student must provide a correct Social Secukigr
(SSN). To confirm the studentdés SSN, the Depa
Administration.

Any man required to register with Selective Service at any time must have done so to receive aid.
The Department performs a matchwith Sect i ve Service to confirm a
status.

CGCTCdoes not consider incarcerated students faslienent in any program of study. A
federal or state drug conviction can disqualify a student for FSA fufus.guidelines and
worksheets mvided by the Department of Education will determine whether the student is
eligible for FSA.

Federal Aid Programs in Which CGCTC Participates
PELL 34CFR 690; 34CFR 668.164; Section 428G(a) of the HEA
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Federal Student Aid may be available for any cowséch includes, at least, 600 clock hours of
instruction. Students must have completed their Free Application for Federal Student Aid
(FAFSA). Pell Grant awards are based on the Expected Family Contribution (EFC) on the

student 6s CeBRO®rand S8d ear definition and the

The Scheduled Award amounts are specified on the Pell Payment Schedules released by the
Department.
A student must be enrolled in an approved course of study to receive a Pell grant.

Direct Loan Program (DL) 34CFR 685

Students must have completed their Free Application for Federal Student Aid (FAFSA). To be
eligible for Directloans, undergraduate students attending a school that participates in the Pell
Grant Program must first receive a deterrtioraof their eligibility for Pell grants. Any student

that wishes to borrow a subsidized or unsubsidi2ieect loan must be enrolled at least half
tme.The Department of Ed utimadtudentns@syond &téndimgiat i o n
minimum of 24 lours per week in a clock hour prograi.student enrolled leshanhalf-time

is not eligible for eDirectloan.

WhenCGCTCreceives Program funds, it must disburse the funds within 3 business days.
Students will be advised in writing of how the loands have been applied to their account
within 30 daygqStudent Account Ledger)They are always informed of their right to cancel loan
funds at this time.

Students must complete entrance counseling prior to being approved for a Direct Loan on the
websitehttp://www.studentloans.gov

Once the entrance counseling is completed, a confirmiati@teived from COD and included

i n t he s tSwdeatsmudtslsofcomplete exit counsdiandheir Direct Loans. This is
completed at the NSLDS website. The advantages to completing exit counseling at this site
include:

Meets school requirements for Exit Counseling

Data is automatically sent toAS, ED Servicers

Compliant for DL

|l ncludes bor mdamer 6s act ual | oa

Flexible reporting options

Automatic update of completion date fdDExpress

The Financial Aid Office regularly requests exit counseling completion reports from the NSLDS

Too Joo Joo oo o o

website which are then sent to our SAIG mailbox. A copyisplacedinthesttdé s f i | e.

Whenit is found thata studenhasnot completed required exit counseling, the Financial Aid
Office will notify him/her in writing of the requirement to do aad will include the sites
necessary to complete the counseling.

State Aid Programs in Which CGCTC Participates

Access Missouri State Grant Program

CGCTCparticipates in this progranwhich is administered by thdissouri Department of

Higher Education (MDHE) who determines the award amount. Communication concerning the

S

of

awardsisconduetd t hr ough MDHEG6s FAMOUS software/ webs

A+ Program
The Missouri Legislature enacted the Missouri Higher Education A+ Financial Incentive Grant
Act authorizing and directing the Missouri State Board for Higher Education to implement a
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program of MissourA+ Financial Incentive Grants. The purpose of these grants is to assist
Missouri students seeking postsecondary education free tuition and fees. Assuming that state
funds are available, graduates may be eligible to receive up to two years of freeatuitio

general fees to attend a Missouri public community college or vocatectatical school if they
meet specific requirements. Student A+ Incentive Grants are known as Missouri A+ Tuition
Grants. Students must provide a copy of their high schooktapt with an A+ Seal on it. The
Financial Aid Office then bills MDHE for any tuition or fee amount not covered by the Federal
PELL Grant program for the current period.

Other Aid Programs

Funds awarded to the student by any outside funding sourcdshallc onsi dered 1 n th
financial aid packaging. Furthermore, each agency has specific requirements for funding.
Documentation of student aid awards will be placed in the student file.

Workforce Investment Act (WIA)
This funding is available thumhMissouri Career Center and the Workforce Investment Board.

TRA/TAA
The Division of Workforce Development administers this program which has been established to
help American workers who become totally or partially unemployed due to increased imports.

Vocational Rehabilitation
Students may apply for financial assistance through this program. Vocational Rehabilitation will
determine eligibility.

Veterandéds Educational Assi stance

If the student is a U.S. Veteran and/or meets the criteriaofthe Wedesa Ad mi ni st r ati ot
may qualify for educational assistance. Contact the Departm¥iet@fansAffairs for more

information.

05 Student Consumer Information Requirements

General Provisions Subpart D; 34CFR 66843; 34CFR 668.14(d); 34CFR 668.T3(1)

Consumer information as required in Subpart D of the General Provisions include financial
assistance information and information about
information on graduation and completion rates, and information abbué s ch ool 6 s s ec
policies and crime statistics report. Drug and alcohol prevention materials are available as well

as information for borrowing students regarding FSA loan programs, loan obligation and

repayment options. Consumer information musluithe any refund policy with which the school

must comply, the requirements for the treatment of Title IV funds when a student withdraws; and

the requirements and procedures for officially withdrawing from the school.

Consumer information is distributed theschools administratioand avai | abl e on t|
website.

06 Application Process AvVG -540

CGCTCut i lizes the U.S. Department of Educati ondg
(FAFSA) to determine a st lichtomitabalabledti gi bi | ity
www.fafsa.gov After submitting the FAFSA, the student receives a Student Aid Report (SAR),

which includes a summary of application information and the determination of the expected

family cortribution (EFC). This EFC is the result of computations involving the financial and
nonfinancial data submitted on the application. The method of computation is applied to all

August 25,2016  CGCTC Financial Aid Policy and Procedures Manual Page 15


http://www.fafsa.gov/

students uniformly. Students should review all the information on the ARy changes are
necessary the studesantact the Financial Aid Advisorand provide the necessary
documentation Corrections will be made using FSA ACCESS to CPS Onlirieey meet all
eligibility requirements, they will receive an award letter fyoig them of the amount of their
Pellgrant award and projected payment schedule.

Students in programs spanning over two award years who applied for financial aid the previous
year may qualify to use a Renewal FAFSA. The student may access the Ripghiealtion

online by using their PIN. On the renewal the student should correct his or her information and
submit it to the processing center. The school will receive an Institutional Student Information
Record (ISIR). The student will receive a SARormation Acknowledgement. The student

must sign a copy of the ISIR certification, have a copy of the signed renewal notice, or have an
electronically signed ISIR for their financial aid file. This ISIR will be used to determine the
student 6s award.

Student Files

A studentdés file ultimately includes the stud
Additionally, the studersiccouni edger i s a document that recor.d
account. All debits, credits, charges, refunds, paymeneditdalances, etc will be recorded on

t he s taccoustiedgérs

Deadlines
Student FAFSA must be processed by CPS of the Department of Education by Agilrdent
yearfor State Aid and June 31 the following yeafor Federal

Document Collection & Tracking

As Institutional Student Information Records (ISIRs) are recdwyedl, they areuploaded to the
BOX and saved to the CTC financial aid dri¥e. studentsre accepted, theliBIRs are

retrieved from the BOXstudent files are created, addetters sent and funds disbursed if
student meets all required criterianyprinted ISIRs that are not matched with a student by the
end of the award year will be destroyed.

07 File Review
Verification 34CFR 668.53 General Provisions, Subpa@diection of Applicants to be Verified 34CFR
668.54(a)(2)(i)(ii)); 34CFR 668.54(b); 34CFR 668.53(a)(1); A8G100
All ISIRs received from USDE with an asterisk (*) by the EFC must be verified. The Financial
Aid Office may also choose a student to befieal even if the Department of Education has not.
This will only be practiced when it is obvious to the Financial Aid Office personnel that
information on the ISIR may not be correct. Thirty percent of all student ISIRs must be verified
as required by USE. No Title IV aid will be calculated or disbursed until the required
documentation is provided and verified as correct. Students selected for verification will be
notified by letter and must submit the completed worksheet and required documentatgon to th
Financial Aid Office within 21 days.
Applicants excluded from verification, (absent conflicting information) include, but are not
limited to:

A Applicants who die during the award year (regardless of conflicting information)

A Applicants who are legal resiais (or dependents of parents who are legal residents) of

the Commonwealth of the Northern Mariana Islands, Guam, or American Samoa
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A Applicants who are citizens of (and dependents of parents who are citizens of) the

Republic of the Marshall Islands, the Eeated States of Micronesia, or the Republic of

Palau

Incarcerated students

Dependent students whose parents reside outside the United States and cannot be
contacted by normal means of communication (exclusion is applicable to parental

information only)

Applicants who are immigrants and arrived in the United States during either calendar

year of the award year

Applicants whose parentsd6 address is unkno
applicable to parental information only)

Dependent applicants whénth parents are deceased or physically or mentally

incapacitated (exclusion is applicable to parental information only)

Applicants who wil/ not receive Title 1V a
failure to verify the information on the placation

Transfer students who completed verification at the previous school and the current

school obtains the correct information/data

Any other applicants excluded from verification by the school

Too 3>

Do o Do Do o Do

Acceptable Documentation & Forms 34CFR 668.57(ajd)

CGCT®s Financial Aid Office uses USDEOGs Depend
Worksheets. Required documentation is considered to be student and/or parent federal tax

returns for the base year. All tax returns must be signed by the filee. dfubdent and/or parent

were not required to file, they may mark the appropriate box on the verification worksheet. If

income is reported, but a tax return not filed, the student and/or parent must submit proof of that
income such as, but not limited to-Bforms, 1099 form, etc.

If child support received must be documentid best form oflocumentation is a statement
from the Division of Child Support Enforcement, court order or court ordered payment
transmittal forms. Cancelled checks may also bd.use

Data Elements to be Verified 34CFR 668.16(f); 34CFR 668.56

CGCT®s Financial Aid Office will verify the st
members reported to be in college, studentos
earred from work, the amount of income tax paid and any untaxed income and/or benefits, such

as child support, IRA or Keogh deductions, interest earned eingabonds, etc.

Conflicting & Inaccurate Information 34CFR 668.53(a)(4)

When inaccurate or confting information is found during the verification process, it must be

resolved. The student is contacted in an attempt to resolve any conflicts. Additional

documentation may be required to resolve the conflict. When it is found that errors were made
outsde the $400.00 tolerance, corrections must
could result in a change in the studentés EFC
student 6s awarded ai d package.

Student Notification of Verification Changes 34CFR 668.53(a)(3); 34CFR 668.59(a)

When changes are made to the studentds FAFSA
award, the student will be notified immediately and a new award letter sent reflecting the award
amount that correspontlso t he st udentds new EFC.
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Database Matches, Reject Codes & ACo0 Codes CI
In the event the Financial Aid Office receives Potential ¢pagment (POP) Report, all aid
processing ceases until the POP sirtschaltmayon i s
be contacted to ensure an epayment does not occur. When it is found that the student has

been overawarded, the award will be adjusted to resolve the POP situation.

In the event the Financial Aid Office receives a Multiple Reporting Re@dMR), all aid

processing ceases until the MMR situation is resolved. The Financial Aid Office will contact the
stated school to resolve the conflict. While a student can be dually enrolled, only one school can
pay FSA that being the degrgeanting schol. In most instances, the student has failed to report

to their previous school that they have transferred and enrolled elsewhere. The previous school
only has to show the student as withdrawn to cure the MMR.

When the Financial Aid Office receives ariRSwith a C flag where the EFC should be, the
reject codes will be identified. The most common reject C flags are for the following:
A The student has defaulted on a student loan and is not eligible for FSA. The Financial Aid
Office will notify the studentrmmediately and advise them to cure the default and
provide them with the contact information provided in the ISIR.
A The student has not registered with Selective Service System. All males between the ages
of 1825 are required to register. If the studenerguired to register, they may do so by
entering a correction on their FAFSA application, registering at the post office, where
registration forms are provided, or-bne atwww.sss.gov This will cure the C flag. If
the student is not required to register, they must provide a letter from the Selective
Service System stating they are not required to register.
A The studentds name and SSN do not match. I
new FAFSA when they lva entered the wrong SSN. The Financial Aid Office can
require proof of name and SSN from the student and proceed with processing. Proof shall
be the studentdés original SS card, birth <c
names have been aiged by court order.

Review of Subsequent ISIR Transactionsd Post-screening 34CFR 668.54(a)(1)

The Financial Aid Office wild.l review all subs
enrolled in a program of study@GCTC As submitted changeseamarked by symbols, this

process is fairly simple. Once enrolled, it should not be necessary for students to make FAFSA
corrections. If a student feels a correction is necessary, they should contact the Financial Aid

Office for assistance.

Allcorrectons t o a studentdés FAFSA application wil/
complete, the Financial Aid Office may flag the new transaction for verification if information is
changed that wil!/ affect the studentdés EFC.

08 Cost of Attendance Calculations HEA, Section 472; 20090 FSA
Handbook

Various Student Populations

Campus Ivy(Cl) provides the CTC with financial aid budget components which is a breakdown

by month. Figures come from The College Board Annual Report Living ExjBertsget These
amounts address average room, board, transportation, personal and miscellaneous expenses.
CGCTCuses these figures as opposed to surveying the student population. From these amounts
anannualamountis found for each budget categofgampleCl budget in appendix)
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How Costs are Derived & Updated

The program allocations are prorated if the program is less than full time or less than one year in
length.Program specific tuition, books and fees are added. All amounts are then totaled creating

the programbs cost of att endaensusBureauigunes a | I ncr

Budget Restrictions
Only allowable costas defined by Department of Education | | be considered ir
program budget.

09 Awarding/Packaging Financial Aid

Packaging Philosophy  34CFR 668.16(h); 20020 FSA Handbook-337; HEA: Sec 428(a)(2)(C)(ii)
CGCT®s Financial Aid Office wildl package stude
financi al needs of all s t codtefrattendanee. t hout excee

Available Amounts & Number of Eligible Students.
Award amounts are derived based on Department of Education and Missouri Department of
Higher Education guidelines. Student eligibility is determined by FAFSA need analysis.

Campus-based Program Amounts
All packaged aid comes from Title IV and outside funding sources such as WIA, TRA, etc.
CGCTChas no campubased aid programs

Packaging Groups
CGCTChas no campubased aid programs.

Determining Award Amounts 34CFR 668.42(c)(3)

Award year begins July 1 of one year and ends June 30 of the next year. The amount of a
student 6s Pel |l award is based on the number o
EFC. For those programs that are 900 clock hours in length the studigibig for their

maximum scheduled award.

Depenant students are eligible to borrow,$30.00 in subsidized loan funds and an additional
$2,000.00 in unsubsidized loan funds so long as all aid received by the student does not exceed
their cost of attesiancefor Award Year 1

Independent students are eligible to borroy683.00 in subsidized loan funds and an additional
$6,000.00 in unsubsidized loan funds so long as all aid received by the student does not exceed
their cost of attendander Award Yea 1.

For those programs | ess than 900 -calebbadeddmour s
the number of c¢clock hours in the program and

For those programs more than 900 clock hours in length, the student dedwair maximum

scheduled award for the first 900 clock hours of instruction and the remaining period is prorated
based on the remaining clock hours and the st
award year.
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Students enrolled in programs of radhan 900 clock hours are eligible for Award Year 2 loan
amounts once they have completed the first 900 hours. altvidal loan maximums are as

follows: Dependent Student $4500 subsidized and $2000 unsubsidized; Independent Student
$4500 subsidized ar6000 unsubsidized. Respiratory Therapy students may receive AY3 loan
limits for the last 450 hours of the 2250 hour program.

Package Construction 34CFR 674.9; 34 CFR 682.200(b); 34CFR 682.201(a); 34CFR 685.102(b);
34CFR 685.200(a); 34CFR 685.300(a)

A student 6s ai d pack agepayable respargesfitst. All @itl ®studento u t i
receives must be reported to the Financial Aid Office to preventaavards and/or over

payments. Each time the Financial Aid Office is notified of a nawcsoof funding for the

student, a new neeghalysis will be completed. The Financial Aid Office

will make every effort to avoid ovawards and/or ovgrayments.

Packaging Other Education Resources
Bureau of Indian Affairs 34CFR 673.6
Once a studentas completed all necessary forms to determine eligibility for a Bureau of Indian

Affairs Grant, CGCTCw i | | prepare any necessary document a
enrollment and assist the student in initiating receipt of grant aid. The Bureau of Afiidias
Grant is considered in the studentdés aid pack

Vocational Rehabilitation

The Division of Vocational Rehabilitation sends the Financial Aid Office an authorization for

any enrolled student they support. Vocational Rehabilitation pays theedifgebetween the cost

of the studentds program and the amount of th
assistance is considered in the studentdés aid

Vet eranos Educ at200910FSAHandbeoka44f | 1 s

The VA certifying official is located irCGCT@ Einancial AidOffice. Once a student has
completed all necessary forms to detme eligibility for benefits, the certifying official will
compl ete the VAésbegi ol {bemefih 4f & dstudentmithiirawdhe
certifying official will notify VA.

Student Needs Analysis  34CFR 674.9

CGCTCemploys the Federal Need Analysis Methodology in assessing financial need and
eligibility for Title IV Assistance. The Federal Need Analysis Methodology is based on the
following philosophy of financial aid:

To the extent that they are abl e, parents hav
education.
Parents will, as they are able, contribute fu

Students, as well abdir parents, have a responsibility to help pay for their education.

The family should be accepted in its present financial condition.

A needs analysis system must evaluate families in a consistent and equitable manner, while
recognizing that specialcimus t ances can and do alter a famil\
for dependent students, three broad categories of family resources are examined in need analysis.
They are: (1) Parentodés Income (the Avcomel abl e
Supplement Concept); and (3) Student Resources (including summer earnings, and other similar
benefits). For independent students, income and assets are examined. Need is determined for Pell
Grants by a formula developed and updated annually by trerd€slovernment

A copy of the studentdés need analysis wild/l be
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Treatment of Educational Tax Provisions

529 Plans: Prepaid Tuition Plans & College Savings Tuition Savings Plans

Mi ssouri 6s 529 Col | enyemieng Hexiblenapdtaadantaged wagtof er s a
save for a college education. This stgp@nsored plan features significant federal and state tax
benefits, including a state income tax deduction of up to $8,000 per year ($16,000 if married,

filing jointly) for Missouri taxpayers. More information can be obtained by calling4388

MOST.

Section 127 Educational Assistance Programs
These programs are offered as a fringe benefit. For more information, consult a tax professional.

Award Package Notification  34CFR673.5

C G C T Giancial Aid Office notifies students of their award packagarbinitialaward

letter. This letter is not sent until it is verified that the student is, in fact, enrolled in a program of
study atCGCTC

Packaging Appeals

Shoudd a student wish to appeal their packaging award notification, they may do so by notifying
CGCT®s Financial Aid Administrator, in writing
notification.

Award Package Notification Revisions 34CFR 673.5(b)

Intheevent a studentds award package should be c
writing, of the amended award and the reasons for the amendment will be stated in the

notification. Possible reasons for award revisions would be:

the student received atidnal funding (scholarship, grant, etc.) after initial notification sent,
student 6s EFC chanagaealsis, requiring a new need
student defaulted on a student loan awdat another school,

the student requested and received a consideration of spextiahstances,

any change in the studentds status that woul d

Overawards 34CFR 673.5
C G C T Giancial Aid Office will strive to prevent ov@wards and ovgpayments of FSA
funds.

Resolving an Overaward When Student is Liable  34CFR668.32(g)(4); 34CFR 668.35(e)
(h); 34 CFR 673.5(f)(4)(i); 34CFR 673.5(f)(5)

If it is discovered that a student has received an-pagment due to supplying false
information, failing to disclose or falsifying infortion, the Financial Aid Office will adjust the
amount of the studentodos-amardd package to el i min

If this is not possible, we will promptly attempt to recover the overpayment by notifying the
student, in writing, and requesting full paymehte notice will state that if the student fails to
repay the overpayment or to make satisfactory arrangements fonrepaye or she will be
ineligible for Title IV funds until the overpayent is resolved.

If the student claims that the school madaistake in determining the overpayment, we will
consider any information he or she provides and decide whether the objection is warranted.
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If, after notification to the student and consideration of possible objections, an overpayment

remains, and the slent has not repaid or made satisfactory arrangements to repay the
overpayment, the studentds ov &E€GCETe&Yyilmefarthe wi | | b
overpayment to USDE for collection

Resolving an Overpayment When School is Liable 34CFR 668.22;Section 498(c) of HEA

When the Financial Aid Office discovers a student has been awarded aid which exceeds the
student és need, we wil/ make adjust mamard.s t o t
If funds have already been disbursed wherotrerpayment is discovered, and the epayment

is a result of an error by the schaBlGCTC6s Fi nanci al Aid Office wil
adjustments to the studentds award in COD, an
them to another eligiblawwdent.

CGCTC will then attempt to collect funds we have returned from the student. However, this will
not be considered a Title IV debt, because the overpayment was due to an error on the part of the
school.

10 Professional Judgment AvG-105; HEA Sed79A(c)

PJ Authority & Individuals Who May Exercise It

PJ determinations are not taken |ightly as do
Judgment is only to be used in extreme cases and when the student can provide the

documentation to show thitis justified. CT C6 s t hi r d Canpus tvyCl)sassistini c e r
determining PJs. Paperwork and documentation is submitteldated the CTC financial aid

advisors are notified of the outcome.

The Financial Aid Administrator must be notifiedasfy reasons and adjustments made to an

award before the student is notified. The student is notified of the change and is given a copy of

the revised award letter.

Circumstances Where PJ May be Used & Possible Actions

PJ is most commonly used in casdweve the student, their parents or their spouse has had a
significant change in income. PJ could also be used in cases where the student cashed in a 401K,
other retirement plan, or a significant investment that was reported on the tax return for the base
year, but that income is no longer available to them.

PJ might also be considered if the student, their parents or spouse had medical expenses in
excess of the allowance in the Departmentos E

Request for PJ Consideration

C G C T Gidancial Aid Ofice will not consider a professional judgment determinationsgnte

is requestetby the student or their parents. Consideration will not take place until all required
documentation is received. A copy of the Special Considesaf@m is included in ppendix.

Documentation

The documentation required for a PJ determination will vary, but could include:
tax returns,

letter of unemployment status, including date of termination,

final pay record from employer with yeto-date income clearly stated,
benetts letter from the Missouri Division of Employment Security,

proof that investment or retirement plan funds are no longer available,
proof of paid medicalunreimbursed medical expenses.

Too Joo Joo oo o o
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11 Disbursements 34CFR 668.4; 34CFR 668.4(h)(1), (2); 34 CFR 6%a)(3);

Disbursement Process 34 CFR 668.42(c)(3; 34 CFR 668.164(b); 2a0® FSA Handbook Vol -B7

FSA disbursements are made on a payment period basis. Each payment period is 450 clock hours
in length. Programs longer than 900 clock hours stiler&0hour payment periods, bumhay

also have a remaining period that is less than 450 hours in length. FSA funds are paid at such
times and in such installments within each payment period for each student to successfully
complete half the weeks of insttianal time and half the clock hours in the program.

Campus Ivy(Cl) processes Pell and Direct Loads on behalf of the CTC. Financial aid advisors

recei ve an n OKladnthe dsbuysement datet One $AR mnd award amounts are
verified, the inancial aid advisors approve or disapprove and retu@i.tA disbursement

report will then come fron€l and includes the amounts and the date funds will post to the CTC

federal account.

Definition of Disbursements & Disbursement Methods

Fundsareaosi dered o6édi sburseddé to the student when
When FSA funds are received, paper checks are
directly to the student when t hhavebeenuudfiked.t 6 s f i
As a means of internal checks and balances, no one person or offiggaskatieauthorize and

disburse FSA funds to students.

Disbursement Dates & Schedules 34CFR 668.167

CGCTCwill notify students of the amount of funds thiident can expect to receive from each
FSA program, and how and when those funds will be disbursed. This notifisatient as apart
of the award letter worksheelf. the funds include ®irectLoan the notice will indicate which
funds are from subsized loans and which are from unsubsidized lo@@&CTC will notify the
student, in writing, of the anticipated date
to cancel all or part of the loan or disbursement and the time by which the studgmtotify the
school that they wish to cancel the loan or disburseniéatstudent elects to take DL funds, the
student will meet in person with the financial aid advisor to sign award letter and the loan
information page.CGCTCFinancial Aid Staff ad District Business Office will have three
business dag/to disburse funds to student accounts oeceived in the Federal Funds for
Student Financial Aid account

Student & Parent Authorizations 34CFR 668.165(b)

Students are notifieda a studentreceiptwhen funds are disbursed. When loan funds are
included in a disbursement, the studmatyrefuse loan funds and sign an acknowledgment on
the date of disbursement.

Disbursing Title IV Funds by EFT to Designated Bank Account 34 CFR

682.207 (b)(1)(ii),(v)

CGCTCdisburses all FSA funds by paper checkeFT to bank account. Students must submit
a direct deposit form and voided cheéokCGPS central office at least two weeks before a
disbursement to receive an EFT.

Disbursing Title IV Funds to Pay Institutional Charges for Educationally-Related
Activities Other Than Tuition, Fees, Contracted Room & Board, & Minor Prior-
Year Charges

CGCTCassesses no charges, other than tuition, books and fees.
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Holding Excess Title IV Funds (Credit Balances) 34CFR 668.164(c)(1)(ii), and (e); FR72
152, August 8, 2007, page 44630; 2A@PFSA Handbook-46

Financial Aid Coordinator will evaluate the accoupésiodicallyto ensure no credit balances
exist. Any FSA credit balance will be paid to the studeittin the 14Day regulatory
timeframe.

Title IV Eligibility & Payment Information 34 CFR 682.604(a)(2); 34 CFR 682.604(c)(3)(ii); 34

CFR 682.201(a)(1); 34CFR 682.604(f) and (g); 34CFR 685.304; -A000SA Handbook Vol-28

CGCTCwill notify studerts of the amount of funds the student can expect to receive from each
FSA program, and how and when those funds will be disbursed. This notification will be sent
before the disbursement is made. Notification will be in writing, which may be hand or
electonically delivered. Before a student takes out a loarsttieentwill be required to

complete &MPN and Entrance Counseling on the Direct Loan website at studentloangjov.

Exit Counseling on the NSLDS website will also be provided before the bogetudent
completes his course of study or otherwise leaves school. This allows the student with little or
no experience with repayment or managing debt to have information regarding budget
development and debt management strategies and types of éditsbavailable to borrowers.
Personal and contact information is available to the DL servicing center through the NSLDS site.
If a student fails to complete Exit Counseling online, CGCTC will mail materials to the student
within 30 days of their exit da with instructions for the student to complete the paperwork and
return it to CGCTC so that we can forward it onto NSLDS. Staff is always available to answer
student questionsStudents are provided with a fee chart which explains all program expenses
during their financial aid meeting

Crediting Title IV Loan Proceedses2&4 Borr ower 0s
(c),(d)

CGCTCwill notify the student, in writing, of the anticipated date and amount of the

d sbursement and the studentds right to cancel

by which the student must notify the school that they wish to cancel the loan or disbursement.

Crediting Post-Withdrawal Disbursements Containing Title IV Loan Proceeds &
Borrower 6s Cancell ation Right

When a Return to Title IV (R2T4) calculation reveals a student is entitled to-aiplodtawal
disbursement and the student still owes institutional charges, the student is notified that those
charges can beaptially or fully satisfied through a pestithdrawal loan disbursement. The
student then has the opportunitynatify the Financial Aid Officdo carry out the loan
disbursement or refuse and cancel the loan disbursement.

Offering Post-Withdrawal Disburs e ment s Not Credited to Studen
When a Return to Title IV (R2T4) calculation reveals a student is entitled to-aiplodtawal

disbursement through Pell funds, the post withdrawal disbursement is made by the Financial Aid
Office, throughCl, andsent to the student at their last known address. Whempbsirawal

funds include loan monies, the student is given the opportunity to notify the Financial Aid Office

to carry out the loan disbursement or refuse and cancel the loan disbursement.
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12  Satisfactory Academic Progress 200910 FSA Handbook Vol-225
Requirements for Satisfactory Academic Progress Sec 484(c), 34 CFR 668.16(e), 34 CFR 558.34

Requirements for Satisfactory Academic Progress

Satisfactory Academic Progress (SAP) neearstudent must be proceeding in a positive manner
toward fulfilling certificate requirements in a specific length of time. Students must be in good
standing and making satisfactory progress according to the institutional standards before
receiving Fedetainancial Aid (Title IV) assistance. Good standing means that the student is
capable of enrollment or continued enroliment established in criteria for each certificate program
at the Cape Girardeau Career and Technology Center (CGCTC).

Federal regulabins require that students meet certain academic standards to be eligible for
financial aid programs. The basic standards are:

1. Students are expected to maintain satisfactory cumulative grades.

2. Students are expected to successfully complete the clockthatitkey are enrolled in
each period.

3. Students are expected to complete their program in a timely manner.

4. Students must also be working on their first certificate (unless approval is granted on

appeal).

All coursework is evaluated for financial aid puses whether or not financial aid was received

for that work. These standards will be evaluated at the end of each paymentlpeziiod.

CGCTC programs, a paymieperiod consists of 450 hour§he number of weeks to accumulate
the 450 hours will depend ap the hours attended each week in a particular program. (see chart)

Qualitative: Cumulative Grades

Students must meet the standards of the Cape Girardeau Career and Technology Center in order

to retain eligibility and remain in good standing. The gatlie component includes grades,

work projects completed, or other comparable factors that are measurable against a norm. The
CGCTC uses a studentds cumul ative grade to de
component of SAP. A student must maintamani mum cumul ati ve grade o
each payment period to meet this standard.

Due to the nature of all CGCTC programs which run as cohort models (all students begin and
progress the program as a group, the program is taken as a wholéj\ndtal classes),

transfer hours are rarely accepted. However, should a transfer be allowed, those grades would be
used in the calculation of SAP. If a student withdraws from thgrano, the student must begin

with a new cohort. If a student is allogvio start at the second (or later) payment period,

cumulative grades from the previous completed payment period(s) will be included in SAP
calculations.

Each studentdés cumul ative grade wil/|l be revie
each payment period.

Quantitative: Hours Completed for Period

Students must complete 90% or more of the clock hours for which they are enrolled during each
enrollment period (coincides with payment peritmjneet SAP Some programs have more
stringent rquirements for attendance in order to remain enrolled in those programs. Students
must meet those requirements in orderetoain enrolled
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To remain eligible for Federal Financial Aid the student may be absent no more than 10% in a
payment period45 haurs for a 450 hour payment periodhis policy is distributed to students
upon enrollment. The first disbursement of Title 1V funds for first time entering students at
CGCTC requires no progress check provided the first disbursement is issued durangribatp
period of training for a new student. At the end of their first payment period students must be
making satisfactory progress

Students missing five consecutive days of classes without notification to the school will be
administratively withdrawn &m the CGCTC.

Pace: Maximum Time to Complete a Certificate Program

Pace of program completion is an additional quantitative standard of Satisfactory Academic
Progess. Students may take up t&dlIbnger than the normal time of their program to complete
that Program and still be regarded as being in good standing. However, a student will NOT BE
ELIGIBLE for Title IV federal financial aid once he/she has received aid for the number of hours
in the program.For example, a student in a 36 week course caailaibwed up to 4Qveeks to
complete.

Warning:

Students who do not meet the standards to retain financial aid eligibility will automatically be
placed on financial aid warning and may continue to receive financial aid for one payment
period. A student whmeets the standards while on warning status will return to good financial
aid standing.

Probation:

The status of Financial Aid Probation will be assigned to a student who fails to meet the

standards for Satisfactory Academic Progress and who has appedlbas had eligibility for
financi al aid reinstated. Conditions may be i
receive financial aid. During this time, the student may receive aid for one payment period.

During the period of enrollment of Fingial Aid Probation, the student must be making

Satisfactory Academic Progress or successfully following an academic plan. If not, the student

will be suspended from financial aid. A student suspended from financial aid (other than the
maximum time limit) nay reestablish eligibility by attending at their own expense until they

meet the minimum standards.

Appeal Process:
The appeal is the process by which a student who is not meeting the Satisfactory Academic

Progress standards petitions for reconsideratioo f el i gi bi Il ity for ai d.
failure to be in compliance with one or more of these requirements is due to events totally
beyond the studentdés control. I f such extreme

periods of enriment when the deficiencies occurred, the student may submit an appeal that will

be considered by the Appeals Committee. Appeals will only be considered for documented
extreme circumstances. Examples of situations
control include: the death of a relative, an injury or iliness of the student, or other special
circumstances. An appeal request must be submitted in writing to the Assistant Director of the
CGCTC accompanied by appropriate supporting documents, whicinolage documents

requested by the Financial Aid Appeals Committee. The Financial Aid Appeals Committee

makes recommendations to the CGCTCO6s Director
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A student wishing to appeal should submit a written appeal to the Assistant Director of the Cape
Career and Technology Center within five calendar days from date of notification of loss of
financial aid eligibility. The appeal must include why the student failed to meet the Satisfactory
Academic Progress standards and what has changed that will allstudieat meet the

Satisfactory Academic Progress at the end of the next term or a designated point in time.

An appeal following a period of Financial Aid Probation must be accompanied by an academic
plan signed by program instructor which outlines howstiident will be able to get back on

track for successful completion by the end of the next period of enroliment or by a specific point
in time.

The Financial Aid Appeals Committee will review the appeal and the academic plan and approve
or disapprove th reinstatement of aid. If the student fails to follow the approved academic plan

or the appeal is not approved, all aid will stop until the student hestablished eligibility at

his/her own expense.

Failure to meet Satisfactory Academic Progressdsteds results in the loss of eligibility to
receive federal financial aid which includes grants and loans.

Transfer Students:

All certificate programs at the CGCTC are designed to serve a cohort of students. Students are
expected to begin and progrélssough the program courses as a group. Therefore, students are
required to complete all hours within a program in order to earn a certificate. Under unique
circumstances an exception to this requirement could be made.

Student transfers from other irtstions: Students from other institutions are expected to meet

all entrance requirements and, if accepted, begin a program with the next cohort group.
Transfer of credit from another institutio©GCTC normally does not accept credit from other
institutions to be applied toward program coursework. An example of an exception would be if a
student came from a like program due to the unexpected closure of said program. These
situations are considered individually and students are required to prove eooypatthe

subject area before credit is granted. (Progsasertific accrediting body guidelines and

stipulations must be followed.) A student requesting the transfer of credit is required to provide
transcripts, course syllabi, and other documentagqgnested by the review committee. The

review committee will consist of the CTC Assistant Director, program faculty, and student
advisor. Students will be notified of the committee decision in writing. If an exception is
granted, the student is then mdaat the appropriate point in an existing cohort and credit given
for previous coursework. Previous coursework from other institutions is not considered in the
cumulative grade calculation at the CGCTC.

Transfer between CGCTC progranfstudents requesig to transfer between CGCTC programs
must make this request within the first week of class. Transferring students must meet all
entrance requirements of the new program and are subject to availability and waitlist in the same
manner as new applicants

Changes in Certificates:

Students that request a change in the certificate being pursued are allowed to receive financial
aid for the new program of study. Students that have changed to a new certificate program must
comply with the SAP policies outlinedselwhere in this section. Previous coursework that does
not apply to the new certificate will not be apply to determination of compliance with SAP
standards.
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Pursuit of an Additional Certificate:

Students must file an appeal with the Assistant DirecttteoCGCTC if they wish to seek an
additional certificate at the CGCTC. The Ass
Coordinator or appropriate Department Chair a
appeal. All SAP standards of the CBCwill apply to the new program of study.

Repetitions, Withdrawals, Incompletes, Remedial and ESL Courses:

For repeated coursework, the most recent grade a student has earned will be used in determining
the student 6s c¢umul a tmpleted byarsmdbm will applyltolthec | oc k ho
Quantitative and Pace standards of the SAP policy.

Students may receive financial aid for a program they withdraw from and then reenter after 180
days.

Students receiving a grade of Incomplete have one semestenpdete the coursework or the

grade will be converted to a failing grade. Coursework assigned a grade of Incomplete will be
included in the Quantitative and Pace standards of the SAP policy. The resulting grade at the

end of the following semesterwileb used i n the calculation of th

The CGCTC does not offer remedial or ESL coursework. Credit for such coursework at
previous institutions will not be accepted by the CGCTC.

Terms of Enroliment:

Terms of enrollment or periods enrollment vary by program at the CGCTC. Some programs
include the summer term as a part of the period of enrollment. Regardless of the calendar for a
program of study, payment periods and periods of enroliment are based chaloctandard
definitions (450 clock hours ia payment periotbr example). Programs that include the

summer term will complete up to 1,350 clock hours in a 12 month period of enrollment. SAP is
therefore determined for each payment period (including summer for those psogesating in

the summer term). Financial aid is piied for payment periods in accordance with federal
financial aid regulations.

Record Keeping Process for Satisfactory Academic Progress:

An individual folder is maintained for each student and pregregorts are issued on a regular
basis. Agencies providing financial assistance to students, and which require notice of progress,
will be notified within thirty days of the withdrawal or termination of a student.

The Satisfactory Academic Progress dends to be monitored include:

A Student maintains a cumulative grade of C.

A Student is absent less than 10% of a payment pedédchours in a 450 hour payment
periodl or wi thin the attendance policy of the
stringent).

A The stuwlent maintains a pace of progress that assures completion of a program in no more
than 150% of the published time for that program.

Financial aid staff will monitor the following sources of information to determine that students
are meeting the standards:

A Cumulative Grade as recorded in the CGCTC Student Information System.
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A Attendance as recorded in the CGCTC Student Information System.
A Enroliment status and course load as recorded in the ACEware system.
A Progress reports and counseling records as probigletstructional staff.

At the end of each grading period, a designated financial aid official will electronically check
grades and attendance to ascertain that the student is making satisfactory academic progress.

A sticker indicating that SAP hasbemre t  wi | | be affixed to the st

13 Return of Title IV Funds 34CFR 668.43: HEA Sec 484B:;

Process Overview & Applicability 34CFR 668.22; 34CFR 668.43(a)(4); 34CFR 682.607
CGCTCwill determine the earned and unearnedipns of Title IV aid as of the date the

student ceased attendance based on the amount of time the student was scheduled to be in
attendance. After the 60% point in the payment period the student has earned 100% of the Title
IV funds he or she was schéeld to receive during the payment period.

Withdrawal Date 34CFR 668.22(b),(c); 34CFR 682.604(d)(4); 34CFR 682.605

When a student begins the official withdrawal process or provides official notification to the
CGCTCFinancial Aid Office of hisor heristnt t o wi t hdraw, the date o
withdrawal would be the date the student began the official withdrawal process, or the date of the

S t u d e rfitatbos, winahidver is later. If a student did not begin the official dvalwval

process or provel notification of his or her intent to withdraw, the date that the student withdrew
woul d be the date of the studentodés | ast date

Formula Calculation 200910 FSA Handbook Vol-51; 34CFR 668.22(a)(2)

CGCT® s Fi nanci asthehpaythentperiod R2#®4 calcslation to determine whether

a postwithdrawal disbursement should be ma&®2T4 calculations will be completed within 10

days of noti ficati o@GCICandl utlizea theR2TY dalsulation tbdh d r a wa
provided by the US Department of Education.

Post-Withdrawal Disbursements 34CFR 668.22(a)(3),(4),and (5)

When a Return to Title IV (R2T4) calculation reveals a student is entitled to-aiplodtawal
disbursemenof Pell funds, the post withdrawal disbursamhis made by the Financial Aid

Office and sent to the student at their last known address. Whewigudtawal funds include

loan monies, the student is given the opportunity to notify the Financial Aid Office, in writing, to
carry out the loan disbunsent or refuse and cancel the loan disbursement.

Returning Unearned Funds 34CFR 668.22(g), (h); 34CFR 668.21
When the R2T4 calculation determines that unearned Title IV funds were disbursed to a student,
CGCTCwill return those funds to all applicableusoes. When Pell funds are a part of the return
process, the studentds award wil/l be adjusted
returned to USDERefunds or returns will be processed within 30 days of notification of
student 6s withdrawal
Refunds due shall be applied in the following order:

A Direct Student Lean (Title 1V)

A Pell Grand (Title IV)

A A+ (state of Missouri funds)

A Workforce Investment Act (WIA) or other agency

A Access Missouri Grant
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A Private Scholarships
A Personal Funds

Overaward Resolution  34CFR 682.604(h); 34CFR 668.22(h)(4); 34CFR 668.32(g)(4); 34CFR
668.35(e)(h)

To resolve an oveaward,CGCTCwill promptly attempt to recover the overpayment by
notifying the student, in writing, and requesting full payment. The notice will statié tha
student fails to repay the overpayment or to make satisfactory arrangements forergpég or
she will be ineligible for Title IV funds until the overpagnt is resolved.

If the student claims that the school made a mistake in determirmyénpayment, we will

consider any information he or she provides and decide whether the objection is warranted.

If, after notification to the student and consideration of possible objections, an overpayment

remains, and the student has not repaid or reatigfactory arrangements to repay the
overpayment, the studentds ov E€GET&Wyilmefarthe wi | | b
overpayment to USDE for collection.

Institutional Refunds
CGCTChas no institutional funds; therefore this section doesmally.

14 Title IV Fraud

Student Fraud 34CFR 668.16(g)

A student who has been convicted of, or has pled no contest or guilty to, a crime involving fraud

in obtaining Title IV aid must have completely repaid the fraudulently obtained funds to the
Depatmat or the | oan hol der before regaining ai
decide whether the incident should be reporte

Institutional & Third Party Fraud 34CFR 668.16(g)

CGCTCcontracs with athird-party serviceto complete the processing of student financial aid
Campus Ivy(Cl) is located at 1037 Palisades Blvd, Suite #4, Osage Beach, MO 65065. Phone
and fax are 573027400 and 573027426 respectively.

All referrals to the Inspectdseneral should be submitted as stated in Section 34 CFR 668.16(Q)
OIG referrals.

15 Audit Requirements  34CFR 668.23(a)(1) to (5)

Financial aid records and student files are audited every year. Auditors review a sample of
student aid files to enseithe Financial Aid Coordinator is in compliance with federal, state and
institutional policies.

Type of Audit

An independent auditor conducts an annual audt®@€T® s compl i ance with th
regulations that are applicable to the FSA programshiclWCGCTCparticipates (a compliance
audit), and an audit @GCT® s f i nanci al statements (a financ

Audit Act requires schools to have an audit conducted in accordance with the Office of
Management and Bua &ES8, dulits ofStsltBs) LodaliGoveranhents, and
Nonprofit Organizations.
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Preparation for Audit

Financial Aid officestaff cooperatewi t h t he audi tords requests.
randomly select a specific number of students to insped.filBls are pulled and given to the
auditor. Any additional assistance requested is responded to promptly.

Audit Submission Schedule 34CFR 668.23(a)(4)
These audits are submitted annually through U
Decemler 31 of each year or within six monthsofth@d of t he school s f i s¢

16  Appendices

Organizational Flowchart

Contact List

Code of Conduct

Guide to Private Educational Loans
Creation of Student File

Sample Forms
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CAPE GIRARDEAU PUBLIC SCHOOLS ORGANIZATIONAL FLOW CHART 2011-2012

Facilities/Maintenance
Nutrition Services
Technology, Transportation
Board Policies
Classified Personnel
Emergency and Safety

Curriculum, Instruction,
Professional Development,
Assessment, Librarians,
State and Federal Programs
Certified Personnel

Budget and Finance Special Education,
Payroll Counselors, Nurses, ESL,
Accounts Payable H less, H bound,
Benefits Gifted, Parents as Teachers,
Accounting Preschool,
Personnel Special Services Personnel
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Contact List

Dr.James Welker, Superintendent

Cape Girardeau Public School District #63

301 N. Clark Avenue
Cape Girardeau, MO 63701
573.335.1867Ext. 1016

Dr.Neil GlassBusiness Manage

Cape Girardeau Public School District #63

301 N. Clark Avenue
Cape GirardeauMO 63701
573.335.1867, Ext. 1018

Richard L. Payne, Director
Cape Girardeau CTC

1080 S. Silver Springs Road
Cape Girardeau, MO 63703
573.334.0826, Ext. 6556

Dr. Libby Guilliam#ssistant Director
Financial Aid Officer

Cape Girardeau CTC

1080 S. Silvesprings Road

Cape Girardeau, MO 63703
573.334.0826, Ext. 635
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Jeanna LohmarFinancial Aid\dvisor
Cape Girardeau CTC

1080 S. Silver Springs Road

Cape Girardeau, MO 63703
573.334.0826, Ext. @D

Dan Martin Financial Aid Adwis
Cape Girardeau CTC

1080 S. Silver Springs Road
Cape Girardeau, MO 63703
573.334.0826, Ext. @85

Onica HarrisAdministrative Assistant
Cape Girardeau CTC

1080 S. Silver Springs Road

Cape Girardeau, MO 63703
573.334.0826, Ext553
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Guide to Private Education Loans

Cape Girardeau Career and Technology Center
1080 S. Silver Springs Road
Cape Girardeau, MO 63703
573.334.0826

Private loans help studends bridge the gap between their federal aid eligibility and their Cost of
Attendance. These loansfter a variable interest rate and eligibility depends on credit score
information. These loans are typically more expensive than Federal loans. It is recommended
that students exhaust all other Federal aid programs before seeking a private loan. For ara in
depth look and comparison of participant in the Private Loan program visit:

www.finaid.org/loans/privatestudentloans.phtml

www.studentlendinganalytics.com/ratings

We do not provide a preferred lender list for private education loan products. As a borrower, the
choice of lender is yours. Borrowers are encouraged to understand the terms and conditions, fees,
repaymert information and interest rates of the private loan products for which they are

applying.

Should you need information from us to complete your private loan process,e will be most
happy to assistyou.
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CTC Code of Conduct

Code of Conduct

Revenue-Sharing Arrangements: The Cape CTC will not enter into a revenue sharing arrangement with any
lender. The CTC will not enter into an arrangement with a Title IV lender where the lender pays a fee or provides
other material benefits to the school or its officers, employees or agents in exchange for the CTC recommending
the lender to its students.

Gifts: Any CTC officer, employee or agent with responsibilities with respect to education loans for financial aid is
prohibited from requesting or receiving gifts from lenders, guarantors or loan servicers. A gift is any item or
service having a monetary value for more than a de minimus amount.

Exceptions include the following:

+ Materials or services related to loan issues, default aversion and
prevention, or financial literacy;

« Expenses integrally related to training designed to improve
service to the school and contribute to professional
development;

« Favorable loan conditions provided to students employed by the
College if the same conditions are provided to all other students
at the school;

» Entrance and exit counseling services that are controlled by
College staff and that do not promote a specific lender;

« Contributions from a lender, guarantor or servicer made to the
College that are philanthropic, unrelated to education loans are
not made in exchange for an advantage related to education
loans;

« Education grants, scholarships or financial aid administered by
or on behalf of a State.

Gifts to Family Members: Gifts to family members and others with relationships to employees, officers, and
agents will be considered gifts to said employees, officers and agents if they know about the gift and believe the
gift was based on the position of the employee, officer or agent.

Contracting Arrangements: A CTC officer, employee or agent with responsibilities with respect to education
loans or financial aid is prohibited from receiving financial benefit from a lender or lender affiliate as
compensation for any consulting or services provided to or for a lender.

Interaction with Borrowers: The CTC will not assign a loan from a first-time borrower to a particular lender or
delay or refuse to certify a loan based on the borrower’s choice of lender or guarantor.

Offers of Funds for Private Loans: The CTC will not request or receive an offer of funds from a lender for private
education loans including funds for opportunity pool loans to its students in exchange for concessions or
promises to the lender regarding the number or volume of Title IV loans made by said lender or a preferred
lender status for such loans.

Staffing Assistance: The CTC will not request or accept assistance from a lender for call center or financial aid
office staffing. A school can receive assistance for FAA training, lender identified education materials for
borrowers, and short-term non-recurring staffing assistance during emergencies.

Advisory Board Compensation: Any CTC employee with responsibilities with respect to education loans for
financial aid who serves on an advisory group established by a lender, guarantor or group of lenders or
guarantors may only receive reimbursement for reasonable expenses related to serving in the group.
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Creation of Student File
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Student completetheir FAFSA.
Once a student is enrolled in a class an ISIR (Informational Student Information Record) is picked
electronically and a student file is opened.
If the student has been selected for the verification procedselyepartment of Education, an asterisk
will appear next to the EFC. A verification request will be given to the student which the student wil
complete and return with the required documentation.
Should corrections need A thosebase camaletezl and a new ISR isSdntu
to CGCTC which is placed in the student file.
An Award Letter is mailedndicating the amount of financial aid that is being offarethe studentlf
they are accepting a loan, they are directeth¢ovww.studentloan.govwebsite to complete a Master
Promissory Note (MPN) and Entrance Counseling.
The signed Award Letter is placed in the stud
The following documents must also be placed in the student file prior to disbursing financial aid:

a. Consent tcApply for Federal Aid

b. Drug Free Signature page

c. Entrance Counseling confirmation if a student is requesting loan funds

d. Master Promissory Note confirmation if a student is requesting loan funds
When disbursements are scheduled to be made, a Financialigildli&f Form is sent to the instructors
for verification of Satisfactory Academic Progress.
A copy of the signed form is placed in the student file.

10.The student receives their student financial aid as requested on their award letter according to

guidelines developed by CGCTC for payment of all charges owed.

11.Any excess DL or Pell money will be sent to the student in check form via the Central Administratiol

Office.

12.Each disbursement throughout the award year is noted on the student accountnigqdeced in the

Student Account Ledger notebook.

13. If a student requests additional loan funds, they must meet with a financial aid advisor to make

adjustment on their original award letter and sign or initial and date the change.
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Sample Forms

R2T4 Calculation Worksheet

Cover Letter for Financial Aid Award

Award Letter

Student Loan Website Information

Sample Fee Chart

Sample Student Account Log

Direct Deposit Authorization Form

Student Aid AdministratorsCampus IvyForms:
201415 Cl Requiral Forms List
20147 15 File Transmittal Check List
General Information Form

Loan Information Form

Change to Loan Request

Parent Load Information

2013 Federal Tax Return Filing Requirements
201415 FA Budget Chart

FA Budget Packaging Worksheet
Unusual Enrdiment History

Special Circumstances Forms
201415 Verification Forms

A Professional Judgment Packet
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