VIRGINIA HIGHLANDS COMMUNITY COLLEGE

Admissions, Records and Financial Aid

Policy and Procedure Manual
It is the policy of Virginia Highlands Community College to maintain and promote educational
opportunity without regard to race, color, religion, national origin, political affiliation, HIV-Positive, sex,
age, or handicap in accordance with Section 504 of the Rehabilitation Act of 1973, the Civil Rights Act of
1964, or the Americans with Disabilities Act (ADA) of 1990.
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INTRODUCTION
Purpose of the Manual
Proper management of a financial aid operation necessitates a strong organization and understanding of
all aspects of the operations by the personnel involved. This organization may best be accomplished by
the development of a financial aid policies and procedures manual. The preparation of this manual will
insure proper, timely, and efficient execution of the duties of all institutional personnel associated with the
financial aid process by serving as a resource for the definition of duties and required processes and
procedures necessary to accomplish those duties.
Federal Legislation Authorizing Financial Aid Programs
Direct federal aid to students was first introduced in 1917 as the Reserve Officer Training Corps. The
Depression of the 1930s brought about the first college work-study program. After World War II, the
federal government enacted the G.I. Bill. In 1958 the National Defense Education Act was established and
later changed to the National Direct Student Loan Program in 1972. The Economic Opportunity Act of 1963
established the College Work-Study Program as we know it today. The Higher Education Act of 1965
established the Title IV Educational Opportunity Grants and the Guaranteed Student Loan Program. The
late 60's witnessed formation of special assistance to students studying law enforcement and health
professions as well as extension of Social Security benefits to age 22. The Higher Education Amendments
of 1972 created the Basic Educational Opportunity Grant Program, now known as the PELL Grant. The
State Student Incentive Grant Program was designed to expand the role of states in providing educational
opportunity by allocating matching funds. The Middle Income Student Assistance Act of 1978 expanded
eligibility for all students. Further revision of Title IV financial aid programs was accomplished with the
passage and subsequent implementation of the Higher Education Amendments of 1986 as contained in
Public Law 99-498. Additional revisions were also mandated through the amendments of 1992 (Public Law
102-325) with various times scheduled for implementation during the 92-93 and 93-94 academic years. This
revision resulted in significant changes in all of the student aid programs. All Title IV programs were renamed to include the word "Federal" in their titles and the various loan programs were changed
completely, now being referred to as "Part B" programs. These amendments also mandated the use of a
single, free application for Title IV funds as well as one needs analysis methodology (Federal Methodology)
and one set of cost-of-attendance components. Funding for aid to less-than-full-time and independent
students was also ensured as a response to the growing number of non-traditional students now in postsecondary education. Legislation authorizing two new programs, the Federal Direct Loan Program and the
National Community Services Trust Act establishing Aerators have generated considerable interest and
support but also much opposition. The long-term future of these programs is still in doubt. The Higher
Education Act undergoes a regular review process approximately every five years. During this review,
Congress determines whether the Act needs to be amended to reflect new purposes or better serve
continuing intent. This review process is called Reauthorization. The Higher Education Act Amendments
of 1998 are the latest efforts to provide revisions and update requirements for compliance with statutory
changes.
The Higher Education Opportunity Act (Public Law 110-315) (HEOA) was enacted on August 14, 2008, and
reauthorizes the Higher Education Act of 1965, as amended (HEA).
http://www.ed.gov/policy/highered/leg/hea08/index.html
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Philosophy
The basic philosophy of the Enrollment Services/FA Office at VHCC is that no student shall be denied the
opportunity for a postsecondary education due to the lack of financial resources by the student and/or his
or her family.
Statement of Principles
The primary goal of the Financial Aid Office is to help students achieve their educational potential by
providing appropriate financial resources. To this end, staff will practice a set of principles and maintain
accepted standards of conduct.
I.
•
•
•
•
•
•
•
•
•

•
•
•
•

Financial Aid Staff shall:
Be committed to removing financial barriers for those who wish to pursue postsecondary learning.
Make every effort to assist students with financial need.
Be aware of the issues affecting students and advocate their interests at the institutional, state, and
federal levels.
Support efforts to encourage students, beginning in early high school years, to aspire to and plan
for education beyond high school.
Educate students and families through quality consumer information.
Respect the dignity, protect the privacy of students, and ensure the confidentiality of student
records and personal circumstances.
Ensure equity by applying all need analysis formulas consistently across the institution's full
population of student financial aid applicants.
Provide services that do not discriminate on the basis of race, gender, ethnicity, religion, disability,
age or economic status.
The student and his family have the primary responsibilities for financing a postsecondary
education. The expected parents' contribution is based on income, assets, number of dependents,
and other relevant information. The student's expected contribution is based on his income,
assets, borrowing power against future assets, and his application for all public funds for which he
might be eligible.
Recognize the need for professional development and continuing education opportunities.
Promote the free expression of ideas and opinions and foster respect for diverse viewpoints within
the profession.
Commit to the highest level of ethical behavior and refrain from conflict of interest or the
perception thereof.
Maintain the highest level of professionalism, reflecting a commitment to the goals of the
institution and its mission statement.

Other Guiding Principles:
II.

Financial aid consists of scholarships, grants, and employment. Loans are also part of a normal aid
program, however, VHCC ceased participation in all loan programs in 1990.
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III.

The financial aid award is based on the contribution of the student and parent(s) toward
educational expenses.

IV.

Financial assistance from the college and other sources is viewed only as supplementary to the
efforts of the family.

V.

All applicants for financial aid shall have their financial situations evaluated by a consistent and
objective method of needs analysis to insure the fairest distribution of available funds.

General Confidentiality Statement
All records and conversations between an aid applicant, his/her family and the financial aid staff are
confidential and entitled to the protection ordinarily given a counseling relationship. No public
announcement shall be made of amounts awarded to individual students. No information concerning a
student's financial aid records may be released to anyone outside the Office of Financial Aid without the
permission of the student or the Director of Admissions, Records and Financial Aid as circumstances may
dictate. The Director of Admissions, Records and Financial Aid shall determine whose permission is
required in consideration of and professional ethics surrounding each request for information. All WorkStudy studentsare required to sign a FERPA form in which they agree to maintain confidentiality of all
records and data.
Conflict of Interest
It shall be the policy of the Admissions Office/FA Office is to ensure that no conflicts of interest on the part
of assigned administrators and staff are allowed to influence any area of administration of its programs of
aid. Basic, functional aspects of the determination of aid eligibility (e.g. application assistance, needsanalysis) will be accomplished by assigned staff. Final determination of aid eligibility and the actual
awarding of aid will be accomplished by assigned administrators. Occasional and minimal variations to this
policy will be allowed due to the absence of either staff or administrators or during peak load times (e.g.
fall registration) to ensure work flow and delivery of services. Situational changes to the policy are also
allowed when either staff or administrators would be dealing with family members or other individuals
when such interaction could be construed as having or posing a possible conflict of interest. These
allowable variations in policy will not and must not conflict with other stated policies and procedures
normally practiced and adhered to for effective administration of aid and delivery of quality services to
students. Individual staff members and administrators are apprised of this policy and are expected to
utilize sound judgment in its implementation.
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Financial Aid Staff
•

The Director of Admissions, Records and Financial Aidreports to the Vice Presidentof Instruction and
Student Services andis responsible for the proper performance of duties and for coordinating all
financial aid programs.

•

The Financial Aid Officerreports to the Director of Admissions, Records and Financial Aid and is
responsible for administering all financial aid programs, student application assistance, and
coordination of data entry to SIS for disbursements of aid, award adjustments and all reporting to
federal and state agencies.

•

The Financial Aid Advisors are responsible for initial public contact with clientele in the office,
providing basic informational and procedural steps in applying for aid and operational support of
clerical and monitoring functions. student application assistance, coordination of work-study,
verification and updating of ISIR information on SIS and operational support in the area of awards
and delivery of aid. They assist with recruiting functions as needed, student application assistance,
entry and submission of FAFSA information, set-up and maintenance of all student files, monitoring
of student attendance and assistance with the coordination of aid awards from outside sources.
The office is managed by the Financial Aid Officer but the Financial Aid Advisors are supervised by
the Director of Admissions, Records and Financial Aid.

Student Rights and Responsibilities
Students have the right to know:
• What financial assistance is available, including information on all federal, state, and institutional
financial aid programs.
• The deadlines for submitting applications for each of the financial aid programs available.
• The cost of attending the institution and the institution's refund policy.
• The criteria used by the college in selecting financial aid recipients.
• How the college determines the student's financial need, if any.
• What resources are considered in the calculation of the student's financial need.
• What portion of the financial aid received must be repaid, and what portion is grant aid. (Note: All
aid is gift or work--no loans at VHCC).
• How the college determines whether the student is making satisfactory progress, and what
happens if the student does not maintain satisfactory progress.
• How and when financial aid will be distributed, the reasons for how and when distributions are
made, and the basis for those decisions.
• How to request an explanation of the various grants/scholarships in the student aid package.
• Data on crimes committed on campus and campus safety policies and procedures (college catalog
and other publications).
• Graduation or completion rates and transfer rates of full-time degree or certificate-seeking students
(campus "Link" and other college publications).
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Students have the responsibility to:
•
•
•
•
•
•
•
•
•
•

•
•

Review and consider all information about the financial aid program before applying for aid.
Complete all application forms accurately and submit them promptly to appropriate
agencies.
Return all additional documentation, verification, corrections, and new information
requested by the Financial Aid Office.
Read and understand all documents.
Retain pertinent financial aid documents.
Adhere to all signed agreements.
Perform the work that is agreed upon in accepting a Federal Work-Study (FWSP)
Know and comply with the deadlines for application and reapplication for aid.
Know and comply with college tuition refund policies.
Notify the Financial Aid Office about withdrawal from the college or changes in:
o The number of credit hours for which the student is enrolled.
o Name, address, or telephone number.
o Marital status or number of dependents in the family.
o Financial status.
Ensure that all funds received are used for educational expenses incurred in attending
college.
Register with Selective Service if a male student age 18-25, born after 1960. (Note: Students
who are not yet 26 may register with Selective Service when filing the FAFSA or checking the
appropriate responses on their ISIR. Registration may be accomplished at local post offices
or on-line at www.sss.gov . Students over 26 must contact Selective Service by phone at
(847-688-6888) to resolve their registration status).

Family Educational Rights and Privacy Act (FERPA)
The Family Educational Rights and Privacy Act (FERPA) affords currently enrolled students certain rights
with respect to their education records. They are:
A. The right to inspect and review the student’s education records within 45 days of the day the College
receives a request for access.
Students should submit to Admissions Office written requests that identify the record(s) they wish to
inspect and a College official will make arrangements for access and notify the student of the time and
place where the records may be inspected. If the records are not maintained by the College official to
whom the request was submitted, that official shall advise the student of the correct official to whom the
request should be addressed. Requests to provide copies will not be honored if the student has an
outstanding financial obligation.
B. The right to request the amendment of the student’s education records that the student believes are
inaccurate or misleading.
Students may ask the College to amend a record that they believe is inaccurate or misleading. They should
write the College official responsible for the record, clearly identify the part of the record they want
changed, and specify why it is inaccurate or misleading.
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If the College decides not to amend the record as requested by the student, the College will notify the
student of the decision and advise the student of his or her right to a hearing regarding the request for
amendment. Additional information regarding the hearing procedures will be provided to the student
when notified of the right to a hearing.
C. The right to consent to disclosures of personally identifiable information contained in the student’s
education records, except to the extent that FERPA authorizes disclosure without consent.
One exception which permits disclosure without consent is disclosure to school officials with legitimate
educational interests. A school official is a person employed by the College in an administrative,
supervisory, academic or research, or support staff position (including law enforcement unit personnel and
health staff); a person or company with whom the College has contracted (such as an attorney, auditor, or
collection agent); a person serving on the Advisory Board; or a student serving on an official committee,
such as a disciplinary or grievance committee, or assisting another school official in performing his or her
tasks.
A school official has a legitimate educational interest if the official needs to review an education record in
order to fulfill his or her professional responsibility.
Upon request, the College discloses education records without consent to officials of another school in
which a student seeks or intends to enroll, or in connection with a student’s request for or receipt of
financial aid.
D. The right to file a complaint with the U.S. Department of Education concerning alleged failures by
Virginia Highlands Community College to comply with the requirements of FERPA.
The name and address of the Office that administers FERPA is: Family Policy Compliance Office, U.S.
Department of Education, 500 Independence Avenue, SW, Washington, DC 20202-4605.
E. The right to obtain a copy of the College’s student records policy.
The student may obtain a copy of the policy from the Admissions Office/Admission.
Student Directory Information
As provided by the Family Educational Rights and Privacy Act (FERPA), colleges may disclose the following
directory information items without the student’s prior consent: student’s name, participation in officially
recognized activities and sports, address, telephone listing, weight and height of members of athletic
teams, electric mail address, degrees, honors, and awards received, major field of study, dates of
attendance, grade level, the most recent educational agency or institution attended, number of credit
hours enrolled.
Students must provide official notification to the office of the registrar to prevent the disclosure of
directory information.
The College’s FERPA notification is included in the online catalog in addition to a separate link for FERPA.
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Student Consumer Information
The College is obligated under the 1998 Amendments to the Higher Education Act of 1965 to disclose
annually where the following student consumer information may be found.
The
Student
Consumer
Information
can
be
found
on
the
VHCC
website
at
http://www.vhcc.edu/index.aspx?page=1077. This information is reviewed and updated annually by the
Director of Admissions, Records and Financial Aid, in cooperation from parties across the College, for
accuracy. An annual email notification is sent to all students directing them to the Student Consumer
Information webpage.
Available Online Resources
There are several websites available to assist with financial aid information and processing. They include:
•
•
•
•
•
•
•

http://www.fafsa.ed.gov/
http://www.ifap.ed.gov/ifap/
http://www.vasfaa.org/
http://www.sasfaa.org/
http://www.nasfaa.org/
http://www.schev.edu/
http://ifap.ed.gov/ifap/byAwardYear.jsp?type=fsahandbook

Records Management and Retention
The College and the Financial Aid office follow the Records Management State Agency General Schedules
requirements, as documented by the Library of Virginia. The link to the requirements is available at
http://www.lva.virginia.gov/agencies/records/sched_state/.
College Organizational Chart
The College’s full-time personnel organization chart can be found in the VHCC Faculty & Staff Manual,
available online at http://vhcc2.vhcc.edu/manual/sec2/manual_sec2_2.htm.
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GENERAL KNOWLEDGE
Eligibility
To receive any financial aid at VHCC, a student must meet the following criteria:
 Have a high school diploma or GED
 If a student does not have a high school diploma or GED, they must pass an ability-to-benefit test
(ATB)
 Be enrolled or accepted as a regular student working toward a degree or certificate in an eligible
program. (Note: The program length must be at least 16 credits.)
 Be a U.S. citizen or an eligible non-citizen (permanent resident)
 Have a Social Security Number
 Meet satisfactory academic progress (SAP) standards
 Not be in default on federal student loans
 Do not owe a federal grant overpayment (for example: if you withdrew from school and received all
W’s and did not repay financial aid funds that were not earned)
 Comply with Selective Service registration
 Must provide verification documents
ABILITY TO BENEFIT (ATB)
Any student applying for financial aid must have a high school diploma or GED, or have the ability to
benefit from the education or training offered. In accordance with 34CFR Part 668.141-156, the institution
has developed and consistently applies a testing program for determining whether a non-graduate can
demonstrate his/her ability to benefit from the training program.
Implementation of this policy shall be as follows:
A.
Before any awards of aid are made, the student will be administered the COMPASS and must
make a satisfactory score. Satisfactory completion shall be determined by the Testing Coordinator on the
basis of cut-scores [writing (32); reading (62); pre-algebra (25)]. COMPASS is a nationally recognized,
standardized test which measures the prospective student's aptitude for successful completion of the
educational program for which application was made.
B.
COMPASS is administered by the Testing Coordinator to insure compliance with federal
requirements for testing procedures which are independent of the college admissions process.
C.
Students who successfully complete the COMPASS are certified by the Testing Coordinator
as possessing the ability to benefit from the program of training and instruction. The Testing Coordinator
codes the student as possessing the ability to benefit withinthe SIS system.
D.
Individuals who fail to successfully complete COMPASS will be referred to The Adult Basic
Education Center of their respective county of residence. All students who do not have a high school
diploma or GED are advised of the availability of GED preparation programs.
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E.
Effective August 2008, students who do not successfully complete the ATB requirements
may take six (6) credits at their own expense in a degree program. Upon successful completion of the six
(6) credits, students will have met the ATB requirements.
SATISFACTORY ACADEMIC PROGRESS
Satisfactory Academic Progress is a set of federal regulations required by each institution that receives
Title IV funds. Per these regulations, all enrollments at Virginia Highlands and all applicable transfer credits
will be considered whether or not aid was awarded or received. Students must meet the SAP policy at
VHCC in order to be eligible to receive any financial aid. There are 3 ways SAP is determined. A student
must meet all three standards.
Satisfactory Academic Progress quick facts
I. Federal Law requires the College to have a SAP (Satisfactory Academic Progress) policy.
II. Too many withdrawals (grades of W), are the #1 reason for student’s losing their eligibility at Virginia
Highlands Community College.
III. You must pass THREE SAP criteria to receive aid:
(1) Complete 67% of all courses attempted with grades of A, B, C, D, S, P or R.
(2) Have a cumulative grade point average requirement of: Credit Hours Attempted Minimum
Expected GPA 16 - 31 1.5; 32 - 47 1.8; 48 and above 2.0.
(3) Not exceed 150% of the credit hours required to graduate from your academic plan. Example: If
the total credits in your academic plan are 66, then your 150% max is 99. (66 * 1.5 = 99).
IV. The official college policy on SAP is below.
Satisfactory Academic Progress For Financial Aid Students
I. Purpose: To reinforce responsible student behavior and describe the satisfactory academic progress
standards to which students that receive financial aid must adhere in order to maintain their financial aid
eligibility. This policy is designed to satisfy the requirements set forth in 34 CFR (Compilation of Federal
Regulations), Part 668, Section 668.16(e) and Section 668.34. The law requires we establish qualitative
standards (grade point average) and quantitative standards (completion rate and maximum timeframe) to
ensure students are making progress toward their educational goals.
II. Definitions: Documentation – As it relates to appeals, documentation includes, but is not limited to,
letters from physicians, licensed counselors, clergy, or other professionals not related to the student. It
should be legible, and reference a time period that corresponds with semesters where the student had
academic problems.
III. Policy: Financial aid recipients at Virginia Highlands Community College are expected and have the
responsibility to complete the courses they attempt with a satisfactory grade. In order to continue
financial aid eligibility, federal law requires a student to maintain satisfactory academic progress in the
12

academic plan he/she is pursuing. Satisfactory academic progress means that a student is maintaining a
cumulative grade point average at the minimum standard or higher and is completing the minimum number of semester credit hours or courses required in order to finish plan requirements within the maximum
allowable time frame. The standards used to judge satisfactory academic progress are cumulative and
include all periods of a student’s enrollment, even periods in which the student did not receive financial
aid.
(1) Assessment of Academic Progress: The college will assess students prior to awarding financial aid and
at the end of each Summer,Fall and Spring semester. Returning students who have not been assessed
within the previous aid year will be re-assessed prior to making awards.
(2) Quantitative Standards
a. Semester Credit Hour Completion Requirements: Students will be assessed for their completion
rate when they have attempted 17 hours (credit + developmental) or 50% of the total credits
required for their academic plan. Federal regulations require a student to make measurable
progress toward completing plan requirements during each period of enrollment. To be making
satisfactory academic progress, a student must successfully complete 66 2/3 percent of the classes
he/she has attempted. Successful completion is defined as earning an A, B, C, D, R, P. For example,
if, at the point progress is assessed, a student has attempted a total of 17 credit or developmental
hours, then he/she must have successfully completed at least 12 hours to be making satisfactory
progress. If, at any point after 17 attempted hours, the student fails to comply with the 66 2/3
percent successful completion requirement, his/her financial aid eligibility terminates. (After such a
termination, a student may regain his/her financial aid eligibility by successfully completing enough
academic classes to bring his/her successful completion percentage up to the required standard,
without help from financial aid programs.)
b. Maximum Time Frame Requirement: Federal regulations require the college to set a maximum
time frame in which a student is expected to finish program requirements. For an undergraduate
program, the maximum time frame may not exceed 150% of the published length of the academic
plan. Since developmental courses are not counted in any program requirements, they are not
considered in the 150% rule.
The maximum time frame for any VHCC program is computed by multiplying by 150% the number of credit
hours listed for the plan in the college catalog for the year the student entered the program. For instance,
if the length of a program is published in a catalog as 60 credit hours, thenthe maximum time frame for
that program is 90 credit hours (150% X 60 = 90). (NOTE: Program length information is contained in the
college computer system.)
Once a student has enrolled for the number of credit hours allowed under the maximum time frame for
his/her program, that student’s financial aid eligibility terminates even though he/she may not have
finished the classes required for program completion. If terminated for exceeding the maximum time
frame, a student may appeal in accordance with the appeal process described later in this policy.
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(3) Qualitative Standards
Cumulative Grade Point Average (GPA) Requirements: To be making satisfactory academic progress, a
student must have at least a cumulative GPA of:
1. 1.50 from the point 16 credit hours have been attempted and thru the point where 31 credit hours
have been attempted.
2. 1.80 from the point 32 credit hours have been attempted and through the point where 47 credit
hours have been attempted.
3. 2.00 from the point 48 credit hours have been attempted and until all plan requirements have been
completed. Failure to have the required cumulative GPA will result in termination of a student’s
financial aid eligibility. (After such a termination the student may regain his/her financial aid eligibility by successfully completing enough academic classes to bring his/her cumulative GPA up to
the applicable standard without help from financial aid programs.) The Higher Education
Amendments of 1986 require a student to have a grade point average of at least C by the end of the
second academic year. At VHCC, “the end of the second academic year” means the point at which a
student has attempted the equivalent of 48 semester credit hours at the college (excluding
developmental classes). “A grade point average of at least C” means a cumulative GPA of 2.00 or
higher.
4. Developmental Studies: Federal regulations allow a student to receive financialaid for only the
equivalent of the first 30 semester credit hours of developmental studies attempted, regardless of
whether or not the student received any financial aid for these developmental credit hours.
Developmental courses will count toward the completion rate described in section 2(a) above.
5. Course Repeat: Repeated courses will be counted in the quantitative standards of completion rate
and maximum timeframe. Repeated courses will NOT be counted in the qualitative, grade point
average, standards.
6. Withdrawal (“W” Grade): For financial aid, satisfactory academic progress purposes, a withdrawal
counts as a class attempted but not successfully completed.
7. Incomplete Class (“I” Grade): For financial aid, satisfactory academic progress purposes, an
incomplete class counts as a class attempted but not successfully completed.
8. Missing Grades: Courses that do not have grades will count as a course attempted but not
successfully completed.
9. Audited Class: The college does not grant academic credit for an audited class; therefore, a student
cannot receive financial aid for such a class. Audited classes are not counted for financial aid
satisfactory academic progress purposes.
10. Transfer Courses: Transfer courses that have been accepted by the college for the current academic
plan will count.
11. Graduation - Degree, Diploma, or Certificate Requirements Completed: Once a student has
completed his/her plan requirements, that student’s financial aid eligibility ends. The college will not
continue to award financial aid for additional periods of enrollment in the completed plan.
12. Second Plan: The college may award financial aid to a student who enrolls in a second plan, once
the student has been admitted into the “new” plan and granted credit for all previously completed
classes that fulfill the requirements of the new plan. The maximum time frame for completion of a
second plan will be individually determinedbased upon the number of additional classes the
student must take.
13. Change of Plan: For students who meet the GPA and Completion Rate standards, the college may
award financial aid to a student who changed his/her program once the student has been admitted
into the “new” plan and granted credit for all previously completed classes that fulfill the
14

requirements of the new plan. The maximum time frame for completion of the new plan will be
individually determined based upon the number of additional classes the student must take.
14. Appeals and Reinstatement: If a student’s financial aid eligibility is terminated because he/she has
failed the minimum standards within this policy, they may appeal the termination to the Financial
Aid Officer. Appeals must be written and should state the reason(s) why the student was unable to
satisfy the standards and they must cite and document a special mitigating circumstance that
coincides with the problem semester(s).
Federal regulation allows the college, specifically, the Director or Officer, to consider special mitigating
circumstances that prevented a student from meeting the standards. Examples of special circumstances
are the death of a relative of the student, an injury or illness of the student, change of program, etc. If the
Director or designee reinstates a student’s eligibility, the mitigating cause must be noted and the
supporting documents attached for the record.
Student Affairs Committee: In most cases, the Director’s decision is final. However, if a student’s appeal
has been denied by Financial Aid, they may request additional appeals as outlined in the Student
Handbook.
New Policy Effective Spring 2012

VCCS Satisfactory Academic Progress (SAP) Policy

Federal regulations require that a student receiving federal financial aid make satisfactory academic
progress in accordance with the standards set by the College and the federal government. These
limitations include all terms of enrollment, whether or not aid was awarded or received. Satisfactory
Academic Progress (SAP) standards also apply to state aid. Students who do not meet SAP may be
considered for institutional and/or foundational funds on an individual basis. Progress is measured
throughout the academic program by the student’s cumulative grade point average (Qualitative) and by
credits earned as a percentage of thoseattempted (Quantitative or Pace of Completion). In addition,
students must complete their programs of study before attempting 150% of the credits required to
complete the program. The College Financial Aid Office will evaluate satisfactory academic progress before
aid is awarded and after grades are posted for every term, starting with their first term of enrollment.
Some career studies certificate programs (i.e., shorter than 16 credits in total length) 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.
I.

STUDENT FINANCIAL AID STATUS

A. Financial Aid Good Standing (GS) – 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 (WS) – 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 and are expected to meet SAP requirements by the end of that term. Students who fail to meet
satisfactory academic progress requirements at the end of the warning status term will be placed on
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financial aid suspension. However, with a successful SAP appeal, those students will be placed on financial
aid probation and will retain financial aid eligibility.
C. Financial Aid Probation Status (PS) – Students who have successfully appealed financial aid suspension
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 (GS) or meeting the requirements of an
academic progress plan that was pre-approved by the College Financial Aid Office. (See “IV. Appeals” for
additional information.)
D. Financial Aid Suspension Status (SS) – Students who do not meet the credit progression schedule and/or
the cumulative grade point average standard, or who fail to meet the requirements of their pre-approved
academic progress plan, will be placed in Suspension Status (SS). Students in Suspension Status (SS) are
not eligible to receive financial aid.
E. Academic Suspension (AS) – Academic requirements for avoiding warning status and staying in school
differ from financial aid requirements for Satisfactory Academic Progress. Academic status will be noted
on registration records; financial aid status will be noted on financial aid pages in SIS. Any student
suspended from the College for academic or behavioral reasons is automatically ineligible for financial aid.
II.

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 credits attempted at the College (except audits, 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 awarded 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, S, or P is earned.
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. Developmental and ESL
course work are excluded in this calculation. Attempted credits from all enrollment periods at the College
plus all accepted transfer credits are counted; whether or not the student received financial aid for those
terms is of no consequence.
Transfer Students: Transfer credits officially accepted by the College will be counted in determining the
maximum number of allowable credit hours for financial aid eligibility. The College has the option on an
individual student basis to put a transfer student in Financial Aid Warning Status immediately upon
evaluation for financial aid if academic history at previous colleges indicates a pattern of unsuccessful
academic work.
Second Degree Students: Credits earned from a first degree or certificate must be counted if the student
changes programs or attempts a second degree or certificate. 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.
Additional Considerations for Quantitative or Pace of Completion Standards
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 Withdrawals (W grades) that are recorded on the student’
s pe rmanent 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 assigne d 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.

 Repeated courses enable ethstudent 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. Only the latest attempt will count toward the
cumulative grade point average.
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 based on a progressive scale.
Only non-remedial courses with grades of A, B, C, D, and F are included
in the calculation. Transfer credits are excluded. In order to graduate, a minimum cumulative grade point
average of 2.0 is required.
Total Number of Credits Attempted
1-15
16-30
31+
III.

GPA Requirement
1.5
1.75
2.0

REGAINING ELIGIBILITY FOR FINANCIAL AID

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. Unless extenuating circumstances exist and an
appeal is granted (see “IV. Appeals” for additional information), a student in financial aid suspension
should expect to continue classesat his or her own expense until satisfactory academic progress
requirements are again met.
Students who fail to meet these Satisfactory Academic Progress Standards and who choose toenroll
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 determinewhether they have again met
satisfactory academic progress standards. If the standards are met,eligibility is regained for subsequent
terms of enrollment in the academic year. Students shouldconsult their campus financial aid advisors for
assistance in appealing any element of this policy
or to determine how to regain eligibility for financial aid.
IV.

APPEALS

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

•
•

Extenuating circumstances exist (i.e., 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 on suspension for other than Maximum Hours (150%), who has not yet metSAP requirements,
has during suspension enrolled in and successfully completed at least6 semester credits at the College with a
minimum GPA of 2.0.

Students appealing a suspension must:
•
•
•

Complete the College’s SAP Appeal Form in its entirety,
Attach documentation in support of the appeal, including an advisor statement showingremaining credits to
graduation for 150% appeals, and
Submit all items to the College Financial Aid Office.Only complete appeal submissions, with documentation,
will be evaluated by the Financial AidOffice. The decision is final. Depending on the circumstances, the
student could be required tocomplete additional requirements (i.e., see a career counselor or another type
of counselor, meetwith an advisor to develop an academic progress 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 andcomplete the
student’s program of study will be carefully considered. Appeals will be approvedor denied. Students who
have appeals approved will be in probationary status for the comingterm. During probationary status, the
student must meet the conditions of the appeal ascommunicated to him or her by the Financial Aid Office, or
the student will return tosuspension. If an academic progress plan has been pre-approved by financial aid,
continuing tomeet the requirements of that plan will put the student back into good standing.

APPPLYING FOR FEDERAL AID
Students applying for Federal Student Aid are required to file a Free Application for Federal Student Aid
(FAFSA) each year.
Ways to file the FAFSA
There are two ways that a student can submit the FAFSA form - either via the web or by paper form.
Regardless of which way a student submits their form, they will receive the same results and have the
same chance for being selected for verification. Therefore, it is up to the student to determine which way
they file.
1. FAFSA on the Web
Students can file the FAFSA on the web at www.fafsa.ed.gov. If they do not already have one, the
student and one parent (if a dependent student) will need to request a PIN number. This number
allows the student and/or parents to electronically sign the FAFSA and to access stored information.
 We recommend this to students, if possible.
 Students are eligible to do the renewal FAFSA if one was filed the previous year.
 Instructions and help links are available for each question.
 This method immediately identifies potential errors.
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 This method prompts the student to make corrections when necessary.
 Once submitted, the application goes directly to the U.S. Department of Education’s Central
Processing System
 This method normally takes less than 1 week for VHCC to receive the results assuming VHCC is listed
as a school on the FAFSA.
2. PaperFAFSA
Paper FAFSA may be picked up at the VHCC Financial Aid Office or may be requestedby calling FAFSA at
1-800-433-3243.
 Student will need to mail the form to U.S. Department of Education’s Central Processing System.
 This method takes longer to process – typically 4-6 weeks.
Dependency Status
To determine dependency status, a student must answer the 13 questions listed below. If they answer YES
to any of the questions they can skip the parental section of the FAFSA. If they answer NO to all of the
questions, the student will need to provide their parents’ information.If a student does not live with their
parents or is not being claimed on their taxes, this does not make them independent. Again, to be
independent,a student must answer yes to one of the questions listed below:
1. Will the student be 24 years of age by December 31 of the year completing the form?
2. Is the student married?
3. Is the student a graduate student?
4. Does the student have children that they give more than half of their support to?
5. Does the student have dependents (other than their children) that they give more than half of their
support to and will continue to do so through June 30 of the award year?
6. Are both of the student's parents deceased prior to age 13?
7. The student is a ward/dependent of the court since age 13?
8. Is the student a veteran of the U.S. Armed Forces?
9. Is the student currently serving on active duty?
10. Was the student in foster care since turning age 13?
11. Is or was the student an emancipated minor?
12. Is or was the student in a legal guardianship
13. Is the student homeless or at risk of being homeless?
FAFSA Results
A Student Aid Report (SAR)is mailed to all students once the FAFSA has been processed.If the student lists
an email address on the FAFSA, the notification will be sent by email. SARs include all the information that
they put on their FAFSA form as well as their Expected Family Contribution (EFC). If the student’s EFC is
5273 or lower, they will be eligible for PELL, assuming they meet VHCC’s requirements and do not have a
prior Bachelor’s degree. VHCCalso uses the EFC to determine the amount of other federal and state aid
that a student is eligible to receive.For more information on this topic, see ‘Types of Financial Aid.’
Budgets (COA)
The cost of attendance is determined by law (Higher Education Act, Sec. 472) and is not subject to
regulation by the Department of Education. The law specifies the types of costs that are included in the
cost of attendance, but the college must determine the appropriate COA category for students.
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Cost of Attendance - Estimated for 2011-2012
In-State Students

BOOKS AND SUPPLIES

$1,000

PERSONAL/MISCELLANEOUS

$1,730

ROOM AND BOARD

$3,200

TRANSPORTATION

$3,200

TUITION AND FEES

$2,970

TOTAL

12,100

Out-of-State Students

BOOKS AND SUPPLIES

$1,000

PERSONAL/MISCELLANEOUS

$1,730

ROOM AND BOARD

$3,200

TRANSPORTATION

$3,200

TUITION AND FEES
TOTAL

$8,324
$17,454

Financial Need
To calculate financial need, you first need to determine the student’s Cost of Attendance (COA). This
includes tuition, fees, room and board (housing – living with a family member or on their own), books,
supplies, transportation, and personal expenses. You also need the student’s Expected Family Contribution
(EFC) which is calculated when the student files the FAFSA.
COA – EFC = Financial Need
When awarding a student, VHCC uses the EFC to determine how much Federal and State aid a student is
eligible for. However, for all types of grants, the total aid cannot exceed the amount of Financial Need the
student demonstrates. The total aid package cannot exceed the student’s COA.
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What Happens Next
In order forVHCC to receive the FAFSA results, the student must list our school code (007099) on their
FAFSA form. Once we receive their FAFSA several things may happen:
1. Students will receive a Missing Information Letter (MIL)if any of the following occur:
a. If the student is selected for Verification
b. If they need to be placed in a curriculum
c. If they need to bring in their taxes
d. Proof of Identity
e. Proof of prior Bachelor’s degree
f. Proof of registrationwith Selective Service
g. Proof of Default or Bankruptcyresolution
h. And various other documents that need to be provided to the Financial Aid Office because
of the way they filled out the FAFSA form
i. No social security match
j. No citizenship match
2. Once all missing information is received; or, if none is needed; or, verification is complete, VHCC will
run them through the packaging process. In doing this, they will receive one of the following
letters:
a. A Financial Aid Award Notification (FAN), stating their award types, amounts and conditions
of awards.
i. If they receive the letter before the end of the add/drop period, the awards are based
on projected full-time enrollment.
ii. If it is after the add/drop period,the award is based on actual enrollment.
iii. For the summer semester, only students who are enrolled will be awarded based on
the amount of credits.
b. A No Need Letter which states that they are not eligible for any grants and if they want to
apply for a signature loan, they may contact the financial aid office for further details.
Important Dates
Our packaging model is first-come first-serve. Our priority date of May 1stsimply means that if they have all
information returned to the Admissions Office/FA Office by the recommended date that they will receive
the maximum amount of aid they are eligible for until funding is exhausted.

TYPES OF FINANCIAL AID
Grants and Private Loans
Students must complete the FAFSA form in order to be eligible to receive any grant or private loan.
Virginia Highlands grade levels depend on the number of credits a student has completed successfully and
applicable transfer credits which are determined by Admissions and Records. A student will be considered
a freshman until they have a total of 24 or more credits in which time they will then be considered a
sophomore.
21

Grants
Grants are a type of financial aid that students do not have to repay. Students are awarded grants based
on their EFC which is calculated by completing a FAFSA form. All students must also meet our college
policies to be awarded any grant.These policies are:
 For all grants, a student must demonstrate financial need
 Student must be meeting our Satisfactory Academic Progress (SAP) policy.
 Student cannot have a bachelor’s degree (Federal Policy for Pell/SEOG/CSAP)
Grant Types
The following grants are available at VHCC:
1. PELL
 Must have an EFC below5273
 Award is determined by student’s EFC and enrollment (Full Time ~ 12 or more credits; ¾ Time ~ 9-11
credit hours; ½ Time ~ 6-8 credit hours; Less Than ½ Time ~ 1-5 credit hours)
 For the each semester, PELL is projected on Full Time enrollment prior to the end of the add/drop
period and is adjusted accordingly based on actual enrollment after the add/drop period has ended
 Can be used toward tuition, fees, and other allowable charges (i.e. Books)
2. SEOG
 Must be PELL eligible
 Can be used toward tuition, fees, and other allowable charges
 Must be enrolled in at least 6 credit hours
3. COMA
 Must demonstrate financial need
 Must have 6 credits or more
 The amount awarded cannot exceed tuition and fees
 Used for tuition and fees only
 Must be Virginia domiciled
 Awards prorated for less than full time (6-8 credits ~ 50%; 9-11 ~ 75%)
4. CSAP
 Must have 6 credits
 Can be used for tuition, fees, and books
 Have a computed Expected Family Contribution that is less than one-half of the total cost of
attendance
 Must be Virginia domiciled
 Cannot have an Associate’s or Bachelor’s degree
 Minimum award of $400
5. VGAP
 Must have 12 credits or more
 Must have had a 2.5 cumulative GPA in high school
 Must continue to have a cumulative 2.0 GPA while in college
 Can be used for tuition, fees, and books
 Must demonstrate financial need
22

 Must be Virginia domiciled
 Must be a dependent student
6. PTAP
 Must have between 1 – 8 credits
 Must demonstrate financial need (not as strict as COMA)
 The amount awarded cannot exceed tuition and fees
 Typically used for tuition and fees
 Must be Virginia domiciled
7. Federal Work-Study
 Have to demonstrate financial need
 Must be enrolled at least 6 credits for fall/spring
 Awards generally are made to recent high school graduates with a 0 EFC and returning FWS
students from prior year who meet the priority deadline dates and other FWS guidelines.
8. VCCS GRANT

♦
♦
♦
♦
♦
♦
♦
♦
♦

Grant is state funds
Must be a Virginia resident
Any Enrollment level
Award can be used for tuition, fees and Bookstore charges
Can be used for ATI fees
Must demonstrate financial need
Must be Title IV eligible
Must meet College’s Satisfactory Academic Progress standards
Must be a degree or certificate seeking student

Private Loans
Every family is different when it comes to saving, planning, and paying for higher education. VHCC does
not participate in the federal student loan programs but occasionally a student will be interested in a
private loan. Our office does not have a preferred lender list of loan vendors but will provide the students
with information on some lenders we know students have utilized in the past and also refer them to do
internet services for agencies which would offer them the best interest and repayment rates.
Scholarships
Scholarships do not have to be paid back. There are several different categories for scholarships such as,
merit based, need based, for specific program plans, for student with special needs, and many more.

Tobacco Scholarships
The Virginia Tobacco Settlement Program assists eligible, former Virginia resident tobacco growers, quota
holders, their immediate dependent family members with up to the full cost of tuition to attend credit
classes at VHCC, after all other financial aid and scholarships have been exhausted. Students receiving
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tobacco scholarships to attend credit classes must meet the requirements of Satisfactory Academic
Progress (SAP).
Family member is defined as the spouse of a former tobacco grower/quota holder, or child of a former
tobacco grower holder, or whose grandparent is the grower/quota holder. Quota holder cannot be
deceased in order to qualify.
Tobacco grower/quota holder is defined as a Virginia resident who is listed by the local Virginia Farm
Service Agency office or who can provide documentation of being a quota holder between the
indemnification period of 1998 and 2004.
Virginia resident is defined as a person who has lived in Virginia for the last 12 months and has no ties with
any other state including driver’s license, tax returns, voter registration, or auto registration.
To Qualify:
1. Applicants must apply for the scholarship on-line www.vhcc.edu/tobaccoprogram
2. Applicants must apply for Financial Aid on-line at www.fafsa.ed.gov or complete a paper FAFSA.
3. Applicants must provide proof of eligibility.
o A copy of your family's FSA 156EZ Form and a notarized statement
AIMS Scholarship
By providing scholarship funds through the Appalachian Inter-Mountain Scholars (AIMS) Higher program,
Virginia Highlands Community College encourages students to complete a challenging curriculum and
pursue higher education. The funds are available for Virginia students who live within the VHCC service
region, which includes the City of Bristol, Washington County and Smyth County.
AIMS Higher provides funding for high school graduates who do not receive enough financial aid to cover
the full cost of tuition and fees. Students who receive AIMS Higher funding must remain full-time students
during each fall and spring semester, beginning with Fall following high school graduation, and complete
their coursework within two years. In addition, to continue receiving AIMS Higher funding while enrolled
at VHCC, students must maintain a 2.75 GPA and meet all other academic standards required for financial
aid recipients. These guidelines are outlined in the VHCC catalog. All AIMS Higher recipients also must
complete 20 hours of community service during their first year of college.
How to Apply for the AIMS Higher Scholarship
1. Meet Eligibility requirements for
your high school

Washington County
Chilhowie High School and Northwood High School
Virginia High School

2. Pick up or Download an
Application

Available here and through the VHCC Financial Aid Office, Career
Coaches, guidance counselors and at financial aid workshops. The
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deadline for applications is April 20, 2012.
3. Complete Financial Aid

Complete the Free Application for Federal Student Aid (FAFSA) and
include VHCC as a school.
The FAFSA must be on file with VHCC Office of Student Financial Aid
by May 1, 2012

4. Submit the complete application
to your high school guidance
couselor.

Application deadline will be announced soon. Please check back.

5. Scholarships

The AIMS Higher Scholarship will be awarded by May 15 and students
will be notified by July 2012.

AIMS Higher Scholarships are funded through a grant from the Virginia Tobacco Indemnification and
Community Revitalization Commission and are subject to the availability of funds.
VHCCFoundation Scholarships
VHCCFoundation scholarships are funded by the generous gifts of donors and do not have to be repaid.
Students will be evaluated based on grade point average, program of study, county/town of residence,
etc., as stipulated by donor restrictions on the scholarships.
Scholarship applications are accepted for once a year for Fall and Spring terms. The application is available
online athttp://www.vhcc.edu/index.aspx?page=436.
Local Private Scholarships
Local/Private Scholarships are awarded by a source outside ofVHCC. Students are responsible for
obtaining these scholarships on their own. Each agency or source will have their own requirements for the
particular scholarship in which a student applies for. Once a local/private scholarship is awarded to a
student, they will need to turn a copy of the award letter into the Foundation Office who will then advise
the Financial Aid when the scholarship will be applied to the student’s account. Unless the donor specifies
otherwise the scholarship will be posted one half fall semester and one half spring semester with
enrollment limits on the disbursement.

AWARDING, PAYMENT, DISBURSEMENT AND REFUNDS
Awarding
Initial awards for the fall and spring semesters are processed after the ISIR is received, all checklist items
are completed and verification is complete if applicable. Summer awards are processed after the student
enrolls for classes. Student should keep in mind that audited classes do not count toward your enrollment
status and are not covered by financial aid.
Fall and Spring Awarding
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Awards that are made prior to the end of the add/drop period for each semester are based on projected
full-time enrollment. After that time, student award amounts will vary based on the number of classes
they are actually registered for and will be reduced accordingly if they are not a full-time student.
If a student is not meeting satisfactory academic progress (SAP) standards after grades are posted, their
financial aid awards will be canceled for the followingterm. They would then be notified by the Business
Office of the need to pay the balance due on the student account to ensure that their course(s) would not
be dropped.
Status
Enrolled
Hours

Full Time
¾ Time Half Time
12 or more 9 – 11 6 – 8 credits
credits
credits

Less than ½ Time
1 – 5 credits

Summer Awarding
Students who attend VHCC during the summer will be eligible to receive Pell as determined by their EFC.
However, students need to understand that VHCC is a “summer header” school and Pell awards received
during the summer will reduce the Pell award that they receive for the following spring semester.
Financial Aid Process
The Financial Aid office makes every effort to review and award aid as quickly as possible. The student will
typically be awarded within one weekof submitting their application, with exception for peak awarding
periods
If the student’s financial aid eligibility is not sufficient to cover their entire balance due for tuition and fees,
they must pay the remaining balance by the deadlines noted in the Academic Calendar section of
thestudent catalog for each semester in order to avoid being dropped from classes.
Payments
Virginia Highlands Community College’s payment policy requires the student to pay all tuition and fees by
the dates designated in the college catalog. If students are using Financial Aid to pay for their classes,an
award letter of their financial aid award was mailed to them from the Financial Aid Office and they have
the ability to verifytheir award on VHCC Online. These students will need to ensure that they have enough
aid to cover their total charges. If their financial aid award does not cover their total charges, they will be
responsible for the remaining balance. Students whose financial aid is processed after they register and
pay, will be reimbursed for any tuition and fees covered by their award once their aid has been disbursed
to the student account. This usually occurs approximately three weeks after the last day to drop courses
with a refund.
Students that are using their aid to pay for their classes and books do not have to take their award letter to
the Business Office. Once they have been awarded, the Business Office can immediately view their
financial aid eligibility and will defer the charges that their aid covers. Please note that students will be
responsible for any tuition costs that exceed their financial aid award(s) and may be dropped from classes
due to non-payment.
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Students who need to apply for the tuition payment plan should contact the Business Office.
Bookstore Vouchers
Bookstore vouchers are not physically given to students. The Financial Aid sets the Anticipated Aid piece in
PeopleSoft for the Bookstore with bookstore eligibility. If a student has remaining aid after tuition and
fees are deducted they may use that aid to purchase books and supplies at the Bookstore during allotted
times. These dates will change each year; however, the start date will almost always be ONE week prior to
the start of classes and the end date will be the last day to drop a class with a refund.Students should plan
to purchase all books and supplies during these times. There will be no book charges after the last day to
drop a class with a refund with the exception of students enrolled in only late starting classes. This is so
we may process refund checks to students. If the books you need are on back-order, please speak with
the bookstore management for any special arrangements. When a student wants to drop a class they
must return their books beforethey drop the class. They must show their receipt and do their return by the
date specified as being the last date to charge books. Books in packaging must not have been open in
order to be eligible for a refund.
Refund Checks
Any aid remaining after tuition, fees, and books are deducted, will be disbursed to studentsby the Business
Office. Expect these refund checks during the time frames listed below:
Semester
Summer
Fall
Spring

Checks may be available during
The First Week of August
The First Week of October
The First Week of March

It is important that students know that the above dates are only estimates and not exact time frames for
when their refund checks will be available, if they are eligible for one.
Disbursements
Unfortunately, we cannot provide an exact date for when financial aid disbursements will be made and for
when refund checks will be made available to students. This is due to the fact that there are several parties
involved in this process (The Department of Education, the Financial Aid Office, the Business Office, the
State Treasury, and the U.S. Postal Service). After the last day to drop classes with a refund, the Financial
Aid Office will begin the attendance verification process with assistance from the Admissions Office. Once
all aid has been revised, disbursements will be requested to the Department of Education (for grants).
After funds are received, the Financial Aid Office will disburse aid to the Business Office, where they will
deduct tuition, fees, and bookstore purchases before making the refund check requests of the State
Treasury. They will then generate the refund checks and send them to the students via U.S. Mail. Refund
checks will be mailed to the student’s address as listed in the SIS system.

RETURN OF TITLE IV FUNDS

This revised policy reflects new regulations published 10–29–2010 that became effective 7–1–2011. The
concept behind the policy is that the college and the student are allowed to retain only the amount of Title
IV (federal) aid that is earned. If a student withdraws or stops attending classes, whether any credits have
been earned for the term or not, a portion of the aid received is considered to be unearned and must be
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returned to the Title IV programs from which it was received. For Title IV purposes, the last date of
attendance is one of the following: the date the formal withdrawal process begins, the date the student
otherwise gives official notice of intent to withdraw (i.e., letter, phone call, e-mail, in-person), the midpoint of the term, or the last documented date of attendance in an academically-related activity (i.e.,
documented attendance in a class or lab or submission of an assignment in a video course). If a student
attends through 60 percent of the term, all Title IV aid is considered earned.
Definitions
Return to Title IV (R2T4) calculation – A required calculation to determine the amount of aid earned by the
student when the student does not attend all days scheduled to complete within a payment period or
term (Student is considered to be a withdrawal, whether any credits were completed or not.)
Overaward– A required recalculation of Pell Grant and other aid types due to student dropping or not
attending credits required for the status awarded (full-time, three-quarter time, half-time, less than halftime); required at any point information received that changes student status. Reductions in aid will always
be required for students whose status changes due to dropped classes or classes not attended beyond the
course census date.
Clarification of New Regulations
• A student who attends and completes at least one course that spans the entire term will have earned
the aid for that term (as adjusted for dropped classes or classes not attended).
• School must be able to demonstrate that student actually attended each class, including any class with a
failing grade. Attendance must be ―academic attendance or ―attendance at an academically-related
activity. Documentation of Attendance must be made by the school. A student’s self-certification of
attendance is NOT acceptable unless supported by school’s documentation. Examples of attendance
include:
▪ Physical class attendance where there is direct interaction between instructor and student
▪ Submission of an academic assignment
▪ Examination, interactive tutorial, or computer-assisted instruction
▪ Study group assigned by school
▪ Participation in on-line discussion about academic matters
▪ Initiation of contact with instructor to ask question about academic subject
(Logging in to an on-line class does NOT count as attendance.)
• A student who withdraws from a module or dynamic class within the term must still be attending
another class or is considered to be a withdrawal, even if registered for future classes starting within the
term. The student must— at the time of withdrawal from a module or dynamic class-- provide a written
statement to the College Financial Aid Office indicating intent to attend (within 45 days) a future class
within the term, or the student is considered to be a withdrawal; and a Return to Title IV calculation must
be completed. (If student doesn’t actually attend that future class, a Return to Title IV calculation is still
required; withdrawal date/last date of attendance dates back to originally confirmed withdrawal date.)
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Questions to ask
•
•
•

Did the student cease to attend a course that he/she was scheduled to attend? (If yes, ask the next
question.)
At the time the student stopped attending this course, was he/she continuing to attend other courses? (If
no, ask the next question. If yes, student is not a withdrawal.)
At the time of withdrawal, did the student provide written confirmation of anticipated attendance in a later
starting, registered course within the term? (If no, student is considered a withdrawal, and a Return to Title
IV calculation must be completed. If yes, no Return to Title IV calculation is required unless the student
doesn’t attend or quits the future dynamic class.)

Remember: Recalculation of aid for enrollment-status changes due to dropped or never attended classes is
required before any Return to Title IV calculation is completed.
Commonwealth and VCCS funds must also be returned proportionally based on the percentage of
unearned aid used in the Return of Title IV calculations.
This policy is totally separate from the institutional refund policy. Unpaid balances due to VHCC that result
from amounts returned to Title IV programs and other sources of aid will be charged back to the student.
If a student does not begin attendance in all classes or ceases attendance during the 100% refund period,
aid may have to be reduced to reflect appropriate status prior to calculating Return of Title IV Funds.
Before withdrawing or stopping attendance in classes, the student should be aware of the proper
procedure for withdrawing from classes and the consequences of either withdrawing or stopping
attendance. Official withdrawal is always the responsibility of the student.
Any questions on Return of Title IV Funds may be addressed to the Director of Financial Aid. Questions
regarding withdrawal should be addressed to the student’s advisor or the Registrar’s Office.
Return of Unearned Title IV Aid by the College
The College must return the lesser of:
(1) The total amount of unearned Title IV assistance to be returned as calculated in SIS; or
(2) An amount equal to the total charges by the College incurred by the student forpayment period
multiplied by the percentage of Title IV grant assistance that has not been earned by the student as
calculated in SIS. Charges by the College are tuition, fees, and bookstore charges assessed by the College.
Return of Unearned Title IV Aid by the Student
After the College has allocated the unearned funds for which it is responsible, the student must return
assistance for which the student is responsible. The amount of assistance that the student is responsible
for returning is calculated by subtracting the amount of unearned aid that the College is required to return
from the total amount of unearned Title IV assistance to be returned. However, a student is not required
to return 50 percent of the grant assistance that is the responsibility of the student to repay.
A student who owes an overpayment of Title IV assistance remains eligible for Title IV program funds
through and beyond the earlier of 45 days from the date the College sends a notification to the student of
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the overpayment, or 45 days from the date the College was required to notify the student of the
overpayment if, during those 45 days the student:
(1) Repays the overpayment in full to the College or
(2) Signs a repayment agreement with the U. S. Secretary of Education.
The College must send the student a notice within 30 days of the date of determination of withdrawal, if
the student owes a Title IV overpayment. If the student does not repay the overpayment in full the College
must refer the student overpayment to the Secretary of Education for collection. A student wishing to
enter into a repayment arrangement with the U.S. Secretary of Education should call 1-800-621-3155.
Referral to the Secretary must take place within the earlier of 45 days from the date the College sends a
notification to the student of the overpayment, or 45 days from the date the College was required to
notify the student of the overpayment. A student who owes an overpayment is ineligible for Title IV
Program funds.

Order of Return of Title IV Aid
Unearned funds returned by the College or the student must be credited to any amount awarded for the
payment period for which a return of funds is required in the following order: Federal Pell Grants and
Federal SEOG Program aid.
Timeframe for Return of Title IV Aid
The College must return the amount of Title IV funds for which it is responsible, as soon as possible but not
later than 30 days after the date of the College’s determination that the student withdrew. The College
must determine the withdrawal date for a student who withdraws without providing notification to the
College no later than 30 days after the end of the payment period.
Appeal Process
Students or parents who believe that individual circumstances warrant exceptions from the published
refund and repayment policies may appeal in writing to the Director of Admissions, Records and Financial
Aid.

VERIFICATION
What is Verification?
Verification is a process that needs to be completed by a financial aid administrator, such as a financial aid
advisor, coordinator, or director. When performing this process, the financial aid staffis ensuring that the
information the student entered on their FAFSA is correct. Students are randomly selected for verification
by the CPS or are selected by the College if certain error messages exist on their ISIR. VHCC verifies all
students selected for the verification process. When a student is selected for verification, they will be
mailed a Missing Information Letter (MIL)by the College stating what documentation is required, the
deadlines for completing any actions required, and the consequences for missing the deadlines. If
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applicable, the student will also be sent a Verification Worksheet that they must complete and returnto
the Financial Aid Office. The MIL will also inform the student how we will notify them regarding their
eligibility or any changes to their award(s). No awards are made until verification is complete.
Selection after Financial Aid Disbursement
Students will occasionally be selected for verification after corrections have been made and/or after we
have disbursed part or all of their aid. When this occurs, we will hold off on disbursing any additional funds
until after the student has been verified. If they fail to provide us the verification items, we will cancel any
remaining disbursements and notify the student that they will have to repay any previously disbursed aid
that they are no longer eligible for due to the lack of verification. Students that turn in all verification
items will be verified and if no changes are necessary, disbursements will resume as scheduled. However,
if we made adjustments that affect the student’s eligibility, they will be notified via a new Financial Aid
Notification (FAN) and will be disbursed accordingly.
Late FAFSA Forms and Verification Items
Students typically are not eligible for financial aid if they finish a term or are no longer enrolled. However,
they still may submit a FAFSA and verification items and receive a late disbursement if the Department of
Education has processed a SAR or ISIR with an official EFC while the student was still enrolled and/or
within 120 days of the last day of the student’s enrollment.
Required Verification Items
Required items to verify are household size, number in college, adjusted gross income (AGI), U.S. taxes
paid, and certain types of untaxed income (child support received or paid, IRA deductions, foreign income
exclusion, workers compensation, and interest on tax-free bonds). When a student is selected for
verification, they will be required to submit a signed Verification Worksheet (dependent or independent
form). This worksheet contains sections where the student will report the household size, number in
college, and untaxed income. Dependent students will also be asked to submit a signed copy of their
federal tax return and their parent’s federal tax return. Independent students will need to submit a signed
copy of their federal tax return and their spouse’s, if applicable. Students may also be required to submit
documentation for other checklist items as indicated below. AGI and taxes paid are obtained from the
student’s federal income tax return. If a student has not submitted their taxes and they make over the
required minimum(as stated by the IRS), we will not proceed with the verification process until they have
filed their taxes. However, if the student makes less than the required minimum stated by the IRS, they
will need to enter all sources of income on their Verification Worksheet and submit a copy of their W-2 or
other documents verifying income.
Verification Procedures
When all necessary verification documentation is submitted by the student, we can start the verification
process. Afinancial aid advisor will compare worksheets, taxes and other documents to the student’s ISIR.
They will make changes accordingly and then update the verification flags on the Packaging Status
Summary page within SIS. Upon completion of this process,the student’s eligibility for financial aid will be
evaluated and the student will be awarded and notified of award.
Verification Flags
These flags are located in several different places within PeopleSoft SIS and must be updated in order for
the packaging process to take place. Once verification is completed on a student, the Verification Flag
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field on the Packaging Status Summary is changed from ‘Required’ to ‘Complete.’ The Verification Status
field is changed from ‘Not Select’ to either ‘Verified’ or ‘Tolerance.’‘Verified’ is utilized when there were no
changes to be made or when changes were made and the ISIR has been updated. ‘Tolerance’ is utilized
when minor errors were found that would not significantly change the student’s eligibility and therefore,
were not corrected. The tolerance amount is $400 or less and corrections or recalculation of the EFC is not
necessary. Please note that there is no tolerance for non-dollar items such as household size or number in
college. These items must be corrected and submitted to the CPS.Once corrections are processed and the
student is awarded, an award letter is mailed to the student.
C Code Resolution
The Central Processing System (CPS) adds comment codes and text to the student’s transaction to provide
information to the student and to the financial aid office about the student’s processed Free Application
for Federal Student Aid (FAFSA).
The CPS typically generates a C code when database match results require resolution by the school. The
CPS also generates a C code if an applicant’s response to the FAFSA drug question (question 31) requires
resolution or FAA action. No aid is awarded until the C Code is resolved.
The procedures within SIS assign a code to students when the ISIR is loaded and the MIL process is run.
Appropriate checklist codes are applied based upon the ISIR comment code numbers. (Please refer to ISIR
Checklist Item Codes and Descriptions for appropriate aid year).

PACKAGING STUDENT AWARDS

Packaging is the awarding of student financial aid based on eligibility.
Principles of Packaging
1.

The primary objectives of packaging are:
a. To provide each eligible student, or as many such students as possible, sufficient
resources to meet the cost of attendance at the institution.
b. To provide such assistance in a manner which makes reasonable demands upon
the student with respect to the amount of self-help required.
c. To distribute the available resources across the eligible population in a fair and
equitable manner.
d. To provide a student employment pool to the institution and off-campus agencies.
e. To provide students work experience opportunities related to their academic
programs, whenever possible.

2.

Other considerations in setting the packaging policy and in making individual awards are:
a. The kinds and amount of funds available at the institution.
b. Institutional priorities used due to insufficient funds to meet the full need of all
eligible students.
c. The cost of attendance at the institution.
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d. The amount of other resources that are available to a student.
e. The length of the academic year (e.g. 9 or 12 months).
Selection of Financial Aid Recipients
1.
Priority I
Students who provide a valid SAR/ISIR by May 1st.
2.
Priority II
Students who provide a valid SAR/ISIR after May 1st.
3.
Use the institution's financial aid packaging policy to award
funds [i.e., Federal Pell, Federal Supplemental
Educational Opportunity Grant (FSEOG), College
Scholarship Assistance Program (CSAP),and COMA].

Funds are awarded to eligible students with the lowest EFC who:
b.
c.

a. Are eligible for Federal Pell Grant.
Have low EFC's and qualify for a partial Pell Award.
Have low EFC's but did not qualify for a Pell Award.

NOTE: Use the same priority to award funds to eligible students in the Priority II category to the
extent of funding availability. Other priorities may be established throughout the year based upon
receipt of valid SAR/ISIR(s) and depletion of funds. There are instances of mitigating circumstances
which require professional judgment.
Packaging Model
1.

First-come, first-served
a. Awards are made in the order in which valid SAR/ISIR's are received until the funds
are exhausted.
b. Generally, students who provide valid SAR/ISIR's by the Priority I deadline will receive the
most desirable aid package.
c. Normally, students who apply and provide ISIR's after the Priority I deadline still receive
funds but may be offered only a combination of Pell and any other available
resources.
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2.

All students in a category are treated in the same manner and, after family contribution is
subtracted from the Cost of Attendance (COA), aid is awarded in the following order.
a.
b.
c.
d.
e.

Federal Pell Grant
FSEOG (for Pell-eligible students, lowest EFC to highest)
FWS (CWSPF)
CSAP
COMA or VGAP
g. PTAP (for students registered for 1-8 credits)

Awarding Process
1.
2.
3.
4.
b.
c.
d.

Award financial aid in accordance with exhibited need.
Meet needs of Priority I students up to a determined maximum amount.
Meet as much need as based on remaining need and funds still available.
Make exceptions for students who are:
a. Incoming freshmen
Enrolled in more expensive programs (eg. Nursing, Resp. Care)
Required to attend summer term
Recipients of restricted scholarships (outside donors)

Application of Policy
Awards of aid are made on the assumption of full-time enrollment.
1.
2.
3.

Awards are deleted when students fail to register for classes.
Awards are reassigned to other students who are matriculated.
Awards of aid are adjusted based upon enrollment when students enroll for less than full
time

Use of these procedures:
•
•
•

Allows the institution to award a reasonable proportion of funds to less than full-time
students.
Provides a uniform way to award funds to students who show high need but were denied
additional aid due to lack of remaining funds.
Provides for total distribution of aid monies available to the institution when students no
longer qualify for original aid packages (e.g. less than half-time students, those who
withdraw from classes and/or fail to maintain satisfactory progress).

INSTITUTIONAL SPECIFIC POLICIES AND PROCEDURES
Professional judgment
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As mandated by the federal government, the Financial Aid Office will use the Federal Needs Analysis
Methodology (the EFC Formula) in the determination of the financial need of aid applicants. Federal
regulations permit discretion, however, in which the Financial Aid Officer can utilize Professional
Judgment (PJ) to adjust individual data elements without changing the EFC Formula.
These PJ determinations must be made on an individual basis and must be documented. The
documentation must include date, description of the circumstance, the source of the decision made,
and the signature of the decision maker. This documentation must be maintained in each student's
file. Use of such documentation in accordance with established institutional policy will insure
consistency and objectivity in the use of PJ. Use of PJ assures that students with special
circumstances can be reviewed in such a way that the methodology does not affect them adversely.

Dependency overrides

PROCEDURES FOR PROCESSING DEPENDENCY OVERRIDES
I.

The Financial Aid Officer will review cases on an individual basis:
A. Interview student
B. Determine unusual circumstances

II.

Request documentation supporting unusual circumstances:
A. Student's financial records
B. Parent's financial records
C. Social Service agency records
D. Veterans Administration documents (e.g. Form DD-214 or other proof of veteran’s
status).
E. Other documentation (See Appendix M)

III.

Determine override
A. File appropriate form.
B. Submit dependency override electronically.
C. Deny dependency override.
D. Notify student of decision.
1. In person
2. By mail

FRAUD

There are difficult situations where students and/or parents purposefully misrepresent information in
hopes of obtaining or obtaining additional assistance.
Institutions are obligated to refer applicants who are suspected of having engaged in fraud or other
criminal misconduct in connection with Title IV programs to the Department of Education’s (ED’s) Office of
Inspector General (OIG). The regulations require only that the College refer the suspected case for
investigation, not that it reach a firm conclusion about the propriety of the applicant’s conduct.
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The Financial Aid office regularly reviews and inspects required documentation, including student aid
applications, needs analysis documents, copies of tax returns, etc. Staff members who suspect fraudulent
behavior based on records they have reviewed, or conversations with applicants, should notify the
Financial Aid Officer. The Director of Admissions, Records and Financial Aid will further investigate the
situation. If the Director suspects fraud, he/she will contact OIG by calling 1-800-MIS-USED.
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