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Mendocino College Statement of Ethical Principals

The primary goal of the Mendocino College Financial Aid Office is to help students achieve their educational potential by providing as much financial resources as the students are eligible to receive.   To that end, we operate by the following ethical principles.

Mendocino College Financial Aid Staff shall:

1.  Be committed to removing financial barriers for those who wish to pursue a college education or a vocational degree.
2.  Make every effort to assist students with financial need.
3. Support efforts to encourage all students to aspire and plan for education beyond high school.
4. Respect the dignity and protect the privacy of students, and assure the confidentiality of student records and personal circumstances.
5. Assure equity by applying all need analysis formulas consistently across the institutions financial aid applicants.
6. Provide services that do not discriminate on the basis of race, gender, ethnicity, sexual orientation, religion, disability, age, or economic status.
7. Commit to the highest level of ethical behavior and refrain from conflict of interest or the perception thereof.
 


Mendocino College
Satisfactory Academic Progress Policy
2011-2012


Beginning July 1, 2011, the 2011-12 Satisfactory Academic Progress (SAP) standards will change in accordance with new federal regulations.  These new SAP standards will be effective beginning with the summer 2011 semester and supersedes all previous policies.

Federal regulations require that a student receiving federal financial aid make satisfactory academic progress in accordance with the standards set by Mendocino College (MC) and the federal government.  These limitations include all terms of enrollment, whether or not aid was awarded or received.  At Mendocino College (MC), Satisfactory Academic Progress (SAP) standards apply also to non-federal aid, including state funds, and some scholarships.  Progress is measured throughout the academic program by the student’s cumulative grade point average (Qualitative) and by credits earned as a percentage of those attempted (Quantitative or Pace of Completion).  In addition, students must complete their program of study before the total number of attempted units equals 150% of their declared academic program.  PLEASE NOTE:  All units on a student’s transcript count as attempted units, whether they were completed with a W; were retaken for a better grade; or eliminated from the transcript calculation by Academic Renewal.

The College Financial Aid Office will evaluate satisfactory academic progress after each term, before aid is awarded for the following term.  The process will be completed as soon as all faculty have posted grades.  Some certificate programs are ineligible for student financial aid, but those credits will be counted toward all SAP requirements (GPA Completion Rate, Maximum Timeframe, and Developmental Maximum) if the student later enrolls in an eligible program.

STUDENT FINANCIAL AID STATUS

A.	Financial Aid Good Standing (SAT) – Students who are meeting all aspects of the satisfactory academic progress policy or successfully following a designated academic progress plan.

B.	Financial Aid Warning Status (WRN) – Students who fail to meet satisfactory academic progress for the first time (excluding students who have already attempted 150% of the credits required for their programs of study) will be automatically placed in a Warning Status for one (1) term.  They must attend a Back on Track workshop to be eligible to receive financial aid.  They are expected to meet SAP requirements by the end of that term.  Students who fail to meet SAP requirements at the end of the warning status term will be placed on financial aid suspension.  

C.	Financial Aid Probation Status (PRB) – Students who have successfully appealed financial aid suspension (i.e., attended Back on Track Workshop, met with a Counselor, and submitted an appeal form) are placed in Probation Status (PS).  Students in Probation Status (PS) are eligible to receive financial aid for one (1) semester, after which they MUST BE IN Good Standing (SAT).  (See “IV. Appeals” for additional information.).  Students who are not in Good Standing (SAT) at the end of their Probation Status term will be disqualified from receiving financial aid until their TERM AND CUMMULATIVE completion rate is above 67% and TERM AND CUMMULATIVE GPA is above 2.0.

D.	Financial Aid Disqualification (DSQ) – Probation students who do not meet the TERM AND CUMMULATIVE 67% unit completion rate and /or the TERM AND CUMMULATIVE grade point average standard, or who fail to meet the requirements of their pre-approved academic progress plan, will be disqualified (DSQ).  Students who are disqualified are not eligible to receive financial aid.  Appeals will only be accepted in verifiable extraordinary circumstances such as a lengthy hospital stay or death of a family member.

E.  	Caution Status (CTN) - Students who have reached 80% of the published units for a certificate or degree will be placed on Caution Status.  These students must meet with a counselor to get an Education Plan to complete their studies before they reach 150% of the published program length.  If the student is otherwise making satisfactory academic progress, they will be required to follow the Education Plan to achieve their academic goal.  Students will not be paid for courses that are not REQUIRED for their goal as listed on their Ed Plan.

F.  	Maximum Units (MAX) - Students who reach 100% of the published units for a certificate or degree may be required to meet with a counselor to review their Education Plan.  They will only be paid for courses on the education plan and they will be required to complete all courses with a C or better.

EVALUATING PROGRESS

A.	Quantitative Standards or Pace of Completion

	Completion Rate (67% Rule):  Students must, at a minimum, receive satisfactory grades in 67% of cumulative credits attempted.  This calculation is performed by dividing the cumulative total number of successfully completed credits by the cumulative total number of credits attempted (all units on the transcript-in brackets or not).  All credits attempted at Mendocino College (except audits or credit by exam, which must be entered as such by the class census date) are included.  All credits accepted in transfer count as both attempted and successfully completed credits.  This evaluation will be made prior to aid being disbursed and after grades are posted at the end of each semester a student is enrolled at the College.  Credits with satisfactory grades at the College are those for which a grade of A, B, C, D, or P is earned.  

	Note:  Federal student loan borrowers must meet satisfactory academic progress requirements at the point of loan certification and again prior to the disbursement of any loan proceeds.  Loan borrowers must remain enrolled in 6 units during every term they request a loan.  Students who drop below 6 units in a term will not receive any undisbursed loans.  All loan students must successfully complete 6 units every term.  If they are not successful, their  situation will be reviewed on a case by case basis to determine if they will be eligible to receive any subsequent loans or other financial aid.

Maximum Hours (150% Rule):  In order to continue receiving financial aid, a student must complete his/her program of study before attempting 150% of the credits required for that program.  Thirty (30) units of Developmental and ESL course work are excluded in this calculation.  Attempted credits from all enrollment periods at the College plus all applicable transfer credits are counted; whether or not the student received financial aid for those terms does not matter.

Transfer Students:  Financial aid includes all units/grades that have been accepted and added to the student’s transcript by the Admissions Office.

Multiple Degree Students:  Credits earned from all degrees or certificates must be counted if the student changes programs or attempts multiple degrees or certificates.  Depending on the circumstances, an appeal might be warranted.

ESL and Developmental Studies:  Students may receive financial aid for a maximum of 30 semester hours of Developmental Studies courses as long as the courses are required as a result of placement testing, the student is in an eligible program of study, and SAP requirements continue to be met.  ESL credits are unlimited in number as long as they are taken as part of an eligible program and SAP requirements continue to be met.  Student must demonstrate successful pursuit of a degree.

Additional Considerations for Quantitative or Pace of Completion Standards

· Withdrawals (W grades) that are recorded on the student’s permanent academic transcript will be included as credits attempted and will have an adverse effect on the student’s ability to meet the requirements of the completion rate for financial aid.

· Incomplete Grades:  Courses that are assigned an incomplete grade are included in cumulative credits attempted.  These cannot be used as credits earned in the progress standard until a successful grade is assigned.  Students must complete any course work needed to receive a letter grade BEFORE the student can be paid.

· Academic Dismissal or Progress Dismissal:  Academic requirements for avoiding warning status and staying in school differ from financial aid requirements for Satisfactory Academic Progress (SAP).  Academic status will be noted on your transcript; student will be notified of financial aid status by the financial aid office.  Any student suspended from Mendocino College for academic or behavioral reasons is automatically ineligible for financial aid.  Any student whose last status on their transcript is Academic Dismissal or Progress Dismissal is not eligible to receive financial aid, even if their petition to register is approved.

· Repeated courses enable the student to achieve a higher cumulative grade point average.  Students can repeat courses with financial aid until successfully completed, but repeating courses adversely affects the student’s ability to meet completion rate requirements.  Financial aid can be considered for successfully completed classes that are repeated to achieve a higher grade but for only one additional attempt. 

· Academic Renewal:  When a student has previously recorded college work that is substandard and does not reflect the student’s current demonstrated ability, a student may petition the Director of Admissions and Records to have the substandard college work disregarded.  If that is granted, the units and grades no longer reflect in the cumulative totals on the academic transcript, BUT for purposes of Satisfactory Academic Progress, the units and grades must be added back into the calculation.

B.	Qualitative Standards

Cumulative GPA Requirements (GPA Rule):  In order to remain eligible for financial aid consideration, students must meet minimum cumulative grade point average requirements of 2.00.

Transfer credits are excluded from GPA evaluation.  In order to graduate, a minimum cumulative grade point average of 2.00 is required.


C.	Special Admits

· High School students are not eligible for financial aid.

· Students under age 18 without a High School Diploma or its equivalent are not eligible until they successfully pass the Ability to Benefit Test or successfully complete 6 degree applicable units (no more than 3 units of PE and no Work Experience can be counted).

· A student who’s most recent Academic Standing indicated on their transcript is Academic Dismissal (AD) or Progress Dismissal (PD) are not eligible to receive financial aid even if they receive a waiver that permits them to register for classes.

III.	REGAINING ELIGIBILITY FOR FINANCIAL AID

A.	Students who do not meet the credit progression requirements (Quantitative or Pace of Completion) and/or cumulative grade point average requirements (Qualitative) will be immediately ineligible for financial aid.  Removal from financial aid does not prevent students from enrolling without financial aid if they are otherwise eligible to continue their enrollment.

B.	Unless extenuating circumstances exist and an appeal is granted (see “IV. Appeals” for additional information), a student on financial aid suspension or disqualification should expect to continue classes at his or her own expense until satisfactory academic progress requirements are again met.

C.	Students who fail to meet these Satisfactory Academic Progress Standards and who choose to enroll without benefit of student financial aid may request a review of their academic records after any term in which they are enrolled without the receipt of financial aid to determine whether they have again met satisfactory academic progress standards.  If standards are met, eligibility is regained for subsequent terms of enrollment in the academic year.  Students should consult their financial aid technician for assistance in appealing any element of this policy or to determine how to regain eligibility for financial aid.

IV.	APPEALS

A.	Under certain circumstances, students who fail to meet SAP standards and lose eligibility for financial aid can appeal the financial aid suspension.  Students must clearly state what caused the problem and must also clearly indicate what has changed that will now allow the student to succeed.  Appeals are encouraged if:

· Extenuating circumstances exist (e.g., student’s serious illness or accident; death, accident or serious illness in the immediate family; other mitigating circumstances), or

· The student has successfully completed one degree and is attempting another, or

· The student who is on suspension for other than Maximum Hours (150%), who has not yet met SAP requirements, has during suspension enrolled in and successfully completed at least 6 semester credits at the College with a minimum GPA of 2.00 and a minimum completion rate of 67%.

B.	Students appealing a suspension or disqualification must:

· Attend a Back on Track Workshop
· Take placement tests if they have not already been taken
· Complete the appropriate satisfactory progress appeal form in entirety,
· Attach documentation in support of the appeal, including a plan developed with a counselor which outlines what the student will do to improve their academic progress.  
· Submit all items to the College Financial Aid Office.
· Students will be allowed TWO reinstatement appeals at Mendocino College for purposes of financial aid.

C.	Only completed appeal submissions, with documentation, will be evaluated by the Financial Aid Office.  The decision is final.  Depending on the circumstances, the student could be required to complete additional requirements (i.e., see a career counselor, meet with a counselor to develop an Ed Plan for completion, limit enrollment, etc.) before an appeal is granted.  The goal is to help the student get back on track for graduation.  The reasonableness of the student’s ability for improvement to again meet SAP standards and complete the student’s program of study will be carefully considered.  Appeals will be approved or denied.  

Students who have appeals approved will be in probationary status for the coming term.  During probationary status, all attempted credits must be successfully completed with at least C or better and any additional requirements of probation must be met, or the student will return to suspension.  

If an Ed Plan has been pre-approved by financial aid, continuing to follow that plan and meet the requirements of Satisfactory Academic Progress will keep the student back into good standing.  If an Ed Plan has been approved, the student will only be paid for courses on that Ed Plan.  Students are allowed two changes on academic program at Mendocino College.




  

Mendocino College
Financial Aid Programs
2011-2012

Board of Governor’s Fee Waiver Program

The Board of Governor’s Fee Waiver (BOGW) Program was established in California to waive the enrollment fee and health fee for eligible students.  There are four methods to determine eligibility.  

The first is a BOGW-A or public assistance.  Any student whose family receives AFDC/TANF, General Relief or Supplemental Security Income (SSI) is eligible to have his or her fees waived under method A.  At Mendocino College, students who are eligible for a BOGW-A will also have their health fee waived.

The second method of eligibility is BOGW-B or the Income Grid.  Students whose combined taxed and untaxed income is below the ceiling for their household size are eligible for a BOGW-B.  The income grid is released each year by the Chancellor’s office and is posted on the Mendocino College financial aid website and available in the financial aid office.  The income grid is legislated by California statute and can only be changed through legislative action.  

Students applying for the fee waiver using method B self-certify their income under penalty of perjury.

There are additional classifications for eligibility for a BOGW-F, which include a California Veteran Affairs documented dependent; National Guard Adjutant General verified dependent; Congressional Medal of Honor or dependent; dependent of a victim of September 11, 2001 or the dependent of a deceased law enforcement officer or fire suppression personnel killed in the line of duty.  Documentation may be required for students seeking a special classification BOGW-B.

The final method of eligibility is a BOGW-C or Need Analysis.  To qualify for a BOGW-C a student must have at least one dollar of documented need as determined by Congressional Methodology.  The Free Application for Federal Student Aid (FAFSA) is used to calculate the documented need.

For students who completed their FAFSA and listed Mendocino College as one of the institutions they planned to attend, the data from the ISIR will be drawn down to our computer system.  Any student who’s ISIR indicates at least one dollar of need will receive a BOGW-C waiver.


REFUNDS

If a student has paid his or her own enrollment and health fees and subsequently applies for financial aid, the enrollment fee and health fee will be refunded.  A student must apply for the fee waiver before the end of the academic year to receive a refund for that year.


FEE REFUND POLICY

Enrollment/Materials Fees: Refunds will be made automatically to all students qualifying as follows: Students must first drop the course(s) by completing the proper ADD/DROP forms available in Admissions and Records and at the Lake and Willits Centers, or by dropping courses through the TelREg system available Monday-Friday, 8 a.m.-10 p.m. (468-3353). Full-term classes must be dropped within the first two (2) weeks of the semester to qualify for a refund. 
Courses which meet other than the regular semester length must be dropped during the first 10% of the course in order to qualify for a refund of enrollment fees. (No exceptions.) Refund checks will be processed the first Monday of each month, and will be mailed to student's address of record. 
Refunds cannot be carried forward for credit to the next registration. A full refund will also be issued for those classes which are cancelled by the College.
Health Fee Refund:
This fee will be refunded only when all classes are dropped on or before the first day of the semester, or when all of a student's classes are cancelled by the college.
RECORD RETENTION

All applications and supporting documents for the BOGW program will be maintained for a minimum of three years from the end of the summer session that is the trailer of the award year.





Mendocino College
Financial Aid Programs
Packaging Policies
2011-2012


The purpose of the Mendocino College Financial Aid Packaging Policy is to ensure equitable disbursement of financial aid to eligible students in accordance with federal and state laws and regulations.

Students are awarded financial aid as “at home” or “away from home” depending on the answer to the housing question on the Free Application for Federal Student Aid (FAFSA).  Students who fail to answer the housing code question are given an “at home” budget if they are dependant and an “away from home” budget if they are independent.

The expected family contribution (EFC) used in awarding financial aid at Mendocino College will be that calculated by the central processor, except in cases of Professional Judgment.

NOTE:  It is permissible, under professional judgment, to change the student’s contribution to more accurately reflect the financial strength of the student (and the student’s parents).  Such an adjustment may be used either to increase or decrease the student contribution.  One way to do this is to use the student’s (and/or parent’s) projected annual or projected school year income.  This may be done if the projected income is less than or more than the base year income.  Students will be asked to submit an Income Petition with supporting documents.

Neediest Students:  Title IV regulations require that FSEOG be awarded to the students with exceptional need, as determined by the lowest family contribution.  At Mendocino College, “students with exceptional need” are those with a calculated EFC of zero.

NOTE:  It is not permissible to use professional judgment to award FSEOG to students who have an EFC of greater than zero, unless all those with a zero EFC at the time of awarding have been awarded an FSEOG.

Packaging Priorities:

Financial aid will be packaged with the following priorities until cost of attendance is met.

For all students:	1) Federal Pell Grant
2) ACG
3) FSEOG
4) Chafee Grants
5) Cal Grants
6) EOPS Grant * (book vouchers will be treated as a service/resource)
7) CARE Grant *
8) Other Grants and scholarships #( those that we are aware of will be posted to award screen)
9)   Federal Work Study**
10)   Subsidized Direct Loans**
11)   Unsubsidized Direct Loans**

* EOPS Grants, CARE Grants and scholarships are posted to the award screen as we become aware of the awards.  The EOPS and CARE awards will be determined by their respective programs.  A placeholder in the amount of the award will be calculated for any EOPS or CARE student who is requesting a loan, so as not to over award them.

** Financial aid students are notified in their award letter that they may be eligible for a work study award or a loan.  If they wish to receive either, they must contact the financial aid office.

Board of Governor’s Fee Waiver (BOGW)

To qualify for the BOGW, a student must be a resident of California, as determined by Mendocino College Admissions Office.  The three methods to determine BOGW eligibility are:

If the student receives TANF, SSI/SSP, GR/GA or is a dependant of a disabled or deceased (service connected) veteran; the student is eligible for a BOGW-A.

The student is eligible for a BOGW-B if the student’s (or the student’s parents’) income is less than the appropriate maximum income amount from the BOGW Income Table distributed each year by the Chancellor’s Office.  There are several additional classifications for eligibility for a BOGW-B, which include a California Veteran Affairs documented dependent; National Guard Adjutant General verified dependent; Congressional Medal of Honor or dependent; dependent of a victim of September 11, 2001 or the dependent of a deceased law enforcement officer or fire suppression personnel killed in the line of duty.

The student is eligible for a BOGW-C if the student either has one dollar of need or is eligible for a Pell Grant, as determined by the central processor.  

Enrollment fees are considered to be part of the student’s budget and the waiver is treated as a financial aid award.  

Students who pay their own enrollment fees and are later determined to be eligible for the BOGW will receive a refund check for enrollment fees.

CalGrants

CalGrants will be awarded, as the California Student Aid Commission (CSSAC) notifies Mendocino College of the awards.  The determination of CalGrant recipients and the maximum CalGrant award amounts are determined by CSAC.




BIA Grants

Title IV regulations require that if a student receives a grant from the Bureau of Indian Affairs, the amount of the grant must be used to reduce the student’s FFEL Loan first, FWS second, and the FSEOG third.



State Grants and Scholarships

As any state grants or any scholarships are received for individual students through out the academic year, the awards will be added to the student’s award package to assure that the student’s awards do not exceed his or her documented need.

EOPS & CARE

The selection of EOPS and CARE recipients will be the responsibility of Mendocino College EOPS Office.  The income criteria for EOPS and CARE are the same income criteria for the BOGW methods A and B.

FSEOG

To receive Federal Supplemental Opportunity Grants (FESOG) at Mendocino College, students must demonstrate exceptional need, which means and EFC of zero.  Students must also be enrolled in 6 units or more.  FSEOG students will receive $200 each semester. FSEOG will be awarded in date order.  Because of limited funding, not every student who has a zero EFC will receive an FSEOG award.

Federal Work Study

Financial Aid students will receive federal work study awards of $1,200 a semester.  Students may not receive a FWS award that exceeds there COA.  In some cases, the Assistant Dean may increase the FWS award, if the student has special skills and sufficient need.  To receive a FWS award, students must be enrolled in 6 units or more.  Students will receive a monthly check for the amount of hours worked in the previous month.  Students must comply with the Mendocino College Personnel Office’s hiring requirements.  Their paperwork must be submitted through the Student Employment office.  

Professional Judgment

Decisions to exercise professional judgment will be on a case-by case basis and may include:

· Using projected annual income
· Reducing the family contribution from income
· Adding expenses for disabled students
· Awarding more than the standard FSEOG
· Other situations that would warrant an exception to Mendocino College policy or would more accurately determine the student’s ability to meet his or her educational expenses.
· Dependency over-rides

Students who wish to request a change in dependency status will meet with the Assistant Dean of Financial Aid.  The student must submit a personal statement which includes their rationale for wanting their status changed and a letter from a third party confirming the facts as stated.  The letter of confirmation should be on letterhead from a third party professional; pastor, counselor, teacher, caseworker, etc.  Third party letters from a relative or boy/girl friend will not be sufficient confirmation.
Mendocino College
Financial Aid Programs
Verification Policy
2011-2012

Verification is the process by which the Financial Aid staff compares the information on the financial aid application with the source documents provided by the student so as to verify the accuracy of the information on the application.  Mendocino College will verify the information on the Student Aid Report (SAR) or the Institutional Student Information Report (ISIR) for all students who complete the application process for federal financial aid and who are selected for verification by the Central Processor up to 40% of the enrolled FA student population.  Once the percentage of verified students reached 40%, we will stop verification of files, but recalculate the percentage each time we download ISIRs.  When we download ISIRs we will use the number of students already verified and divide it by the new number of students enrolled who have an ISIR on file with a calculated EFC. for financial aid. If that percentage reaches 31% or less we will again begin to verify files flagged by the Department of Education.   Mendocino College financial aid staff may select files for verification if the information on the ISIR is questionable.

At Mendocino College, financial aid will not be awarded to those selected for verification until all documents required for verification are submitted and verification is completed.

If a student withdraws from all of his or her classes before verification is completed, the student must provide the necessary documents for verification within 60 days of the withdrawal date in order to receive a post withdrawal disbursement.

 Corrections

If discrepancies are found between the documents submitted for verification and the information on the SAR or ISIR, corrections will be made to the Central Processor.  Students will receive an Acknowledgement from the Central Processor.

Award Changes

If corrections to the SAR due to verification result in a change in the student’s award, the student will be sent a revised Financial Aid notification by mail.  

Notification of Verification Requirements

Students will be notified of the documents that must be submitted to the Financial Aid Office in order to complete the verification process.  A “Missing Information Letter” will be sent to student which lists the required verification items and other actions required to complete the verification process.

For convenience, all financial aid documents will be posted on the Mendocino College web site. Students who fail to return documents in a timely manner may lose their priority standing for campus-based aid.

Items to be verified

Independent Status

An Independent student will be required to verify his/her status by filling out the Independent Verification Worksheet.  In addition, the specific application item that makes the student independent will be verified as follows:
	
· Ward of the court—an official letter describing eligibility.  Incarceration alone does not make a student eligible for independent status.
· Legal dependent(s) other than spouse—income information showing that the student has the resources to provide at least 50% of the dependents’ support or the presence of TANF/CalWORKs income on the SAR

Adjustable Gross Income and Taxes Paid

Income tax returns from the prior year (signed by student or preparer), including all Schedules and Forms, are required of all students selected for verification who are required to file taxes.  If a student did not file taxes and was not required to file taxes (see “Who Must File” from IRS) copies of the student’s W-2 forms are required.  If a student was required to file taxes and did not, verification cannot proceed until the student completes the appropriate tax form.  If the student worked but did not receive W-2 forms from his/her employer, the student is still responsible to file the federal tax return if the income met the minimum amount of the filing requirement.

Income tax returns from the prior year (signed by parent or preparer), including all Schedules and Forms, are required of all parents of dependent students selected for verification who are required to file taxes.  If a parents did not file taxes and was not required to file taxes (see “Who Must File” from IRS) copies of the parent’s W-2 forms are required.  If a parent was required to file taxes and did not, verification of the student’s file cannot proceed until the parent completes the appropriate tax form.  If the parent worked but did not receive W-2 forms from his/her employer, the parent is still responsible to file the federal tax return if the income met the minimum amount of the filing requirement.

In the case of a student who is unable to obtain his/her or parents’ W-2 forms and, in the opinion of the professional staff member doing the verification the W-2 for will not materially change the student’s EFC, the W-2 form may be waived.  

If a student or parent has filed a request for tax filing extension, a copy of IRS 4848, “Application for Automatic Extension of Time to File U.S. Individual Income Tax Return” must be submitted to the Financial Aid Office.  This form will be acceptable for priority for campus based funds, but no funds will be disbursed to the student until the actual 1040 is submitted.




Acceptable Copies of Tax Returns

All tax returns for the previous year including 1040, 1040EZ, 1040 A, 1040 PC and Telefile are acceptable.  Telefile is considered a tax form equivalent to the 1040EZ.  The TeleFile worksheet is acceptable for verification, provided the applicant signs the bottom of the worksheet.  As the TeleFile worksheet is not mailed to the IRS, no signature line appears on this form.  The FAO will have the applicant sign the space at the bottom of the form.  The Worksheet must also contain the applicant’s six digit IRS confirmation number in line M.

Alternate Documentation---If a tax return is not available

Any IRS form, such as IRS letter 1722 or RTFTP, that lists tax accounting information needed for verification.  Such a form must be signed by the student or parent, as is relevant.

Child Support 

Child support will be verified by self-certification on the Verification Worksheet unless there is a discrepancy in the information submitted.  In such a case, the student (or the student’s parent in the case of a dependent student) will be required to provide the Financial Aid Office with a copy of the divorce decree, or other appropriate documentation.

Unless there is evidence to the contrary, it will be assumed that anyone on TANF/CalWORKs is not receiving child support.

Other Untaxed Income

The following will be verified from the student’s or the student’s parents’ 1040.  (If taxes were not filed there is no need to verify these items).

· Untaxed payments to IRA/Keogh
· Foreign Income Exclusion
· Earned Income Tax Credit
· Child Care Tax Credit

The following will be verified from the student’s or parent’s W-2 form:

· 401 (K) deferrals
· 403 (b) elective deferrals
· 408 (k) (6) deferrals
· 457 (h) employee deferrals
· 501 (c) (18) (D) deferrals
· Military Employee Basic Quarters and Subsistence and Combat Pay
· Business Income and Rental Properties


Household Size

If the student (and/or the student’s parents) filed taxes in the previous year, household size will be verified by the number of exemptions on the tax return and by self-certification on the Verification Worksheet.  If the student (or student’s parents) did not file taxes in the previous year, household size will be verified by self-certification on the Verification Worksheet.

Number in College

Number in college will be verified by self-certification on the Verification Worksheet.   

Discretionary Verification Items

The following sources of untaxed income will not be verified for federal aid eligibility unless there is evidence of discrepancy (Please Note: Agency verification will be required for California Board of Governor’s Fee Waivers.):

· TANF/CalWORKs
· General Relief/Other Welfare Grant
· SSI/Social Security
· Veteran’s benefits
· Rehabilitation benefits
· Worker’s Compensation
· Unemployment Insurance
· State Disability Benefits

In the case of TANF/CalWORKs, General Relief, other welfare grants, and SSI; because the amounts of these benefits are standard amounts if the financial aid professional wishes to verify the amount the student is receiving, this may be done by checking the chart of benefits published by the appropriate agency.  

Assets will not be verified unless there is evidence of a discrepancy.  NOTE:  The value of the asset cannot be negative.

The financial aid professional who is completing verification has the discretion to verify any additional application items and to ask the student to supply any documentation that may be needed to substantiate the student’s financial aid application. 

If there is legitimate discrepancy between the application information and the verification document, the financial aid staff member will note the reason for the discrepancy in the student’s file.  

This policy will be made available to the public at the Financial Aid Office upon request and may be posted on the Mendocino College Financial Aid Web Site.


Mendocino College
Financial Aid Programs
2011-2012

RETURN TO TITLE IV POLICY AND PROCEDURE

In accordance with Public Law 105-244 students who receive federal financial assistance and withdraw from all of their classes before completing 60% of the semester will be required to return any unearned federal funds.  The amount of the return will be calculated on a pro-rata basis.  Federal Work Study earnings are excluded from the calculation.  Mendocino College uses the aggregate matching method for FSEOG, so only the federal portion of FSEOG will be included in the calculation.

Since Mendocino College is not required to take attendance, a student’s withdrawal date for the return of Title IV calculation will be:

· The date the student provides notification, orally or in writing, to the Admission’s Office that he or she intends to withdraw, or
· The midpoint of the semester for students who do not officially withdraw, or
· The date posted by the instructor on The Last Activity Form and/or by email notification from the instructor.   A counseling appointment or logging into a computer lab or science labs can be counted as a last activity.  

The Admissions Office will notify the Financial Aid Office of any student who officially withdraws.  The financial aid office also runs a report twice a month to monitor students who have dropped to zero units.  The Financial Aid Office will return any funds due from the institution while simultaneously notifying the student of any funds he/she may owe or offer the student any post withdrawal disbursement they may be eligible for which has not yet been disbursed.  This process will occur within 45 days of notification or within 45 days of the student appearing on the zero unit report or within 45 days of final grade report for any student with zero units or all F grades..  For students who do not officially withdraw, final grade reports will be used to determine the withdrawal date and Mendocino College will return funds and notify students within 45 days of receipt of final grades.

The percentage of Title IV aid earned will be calculated by using the Department of ED worksheets and online calculator.

To determine if a student was eligible to receive Title IV funds even though none were disbursed, the cash management rules of 668.164 (g)(2) will be applied.  To be an eligible student Mendocino College must have:

· Received either a SAR or ISIR having an official calculated EFC while the student was still enrolled at Mendocino College
· For Pell Grants, received a valid SAR or ISIR
· For FSEOG awards, the student was awarded the grant
· For Direct Loans, the school certified the loan application and the first-year, first-time borrower completed the first thirty days of the semester


The amount the college returns will be subtracted from the total sum that must be returned and the balance will be due from the student.  The student will be responsible to return unearned funds in the same priority listed above.  However, students who have loans will return funds in accordance with the terms of the promissory note and grant funds to be returned will be reduced by 50%.  If a student owes $50 or less, no amount is due to be paid.

The student will have 45 days from the they are notified from the college to repay the unearned Title IV aid in full, to set up a satisfactory repayment arrangement with the Mendocino College Business Office.  If no  payment has been or to set up a satisfactory repayment arrangement with the Department of Education.

Grant overpayments will be reported to the National Student Loan Data System (NSLDS) marked with the appropriate flag corresponding to the action taken by the student.  This report will take place within thirty days after:

· The student signs a satisfactory repayment agreement;
· The student fails both to repay the overpayment and to enter into a repayment arrangement with the college within the 45-day period
· The student fails to meet the terms of the agreement signed by the college

When the determination is made that the student did not receive all of the earned Title IV aid and the withdrawal date has been determined, the Financial Aid Office will send the student a letter offering the financial aid that was not yet disbursed.  The student will be instructed to respond to the letter within 14 calendar days indicating whether or not the student wants the funds.  If the student requests that the earned Title IV aid be disbursed, a check will be ordered and disbursed to the student within 90 days of the college’s determination that the student withdrew.  If the response from the student is received within 18 days, it will be honored.  Any response received after 18 days will be late and a notice will be sent advising the student of the outcome. 

For purposes of Title IV, students who receive Fs in all classes will be considered withdrawn from classes, unless they can produce verification from faculty that they attended an academic activity after the 60% mark and earned their F.
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