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A unique educational community founded in culture and spirituality that nurtures holistic student success.
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[bookmark: _NHS_College_FINANCIAL]NHS COLLEGE FINANCIAL AID MISSION STATEMENT
As a member of the Student Services Department, the NHS College’s Financial Aid Office exists to ensure our students have access to all available financial assistance, within the boundaries of institutional, state and federal regulations, to achieve their academic goals. 

[bookmark: _NHS_College_FINANCIAL_1]NHS COLLEGE FINANCIAL AID VISION STATEMENT
Philosophically, the Financial Aid Office operates in an ethical and efficient manner seeking to emphasize three components in accomplishing its mission:  
(1) to provide access to the educational program of the student’s choice; 
(2) to provide reliable student-centered service and achieve student satisfaction and
(3) to engage in continuous improvement of financial aid application and delivery systems.

[bookmark: _SECTION_1:_]SECTION 1:  HOW MUCH DOES IT COST TO ATTEND NHS COLLEGE?
View This Recourse Link: Cost to Attend NHS College

Exceptions to the Fee Schedule:
· Course fees are charged for some courses.  These fees can be found in the current NHS College Bulletin found online at http://nhsc.edu/academics/ 
· A person auditing a course is charged $40.00 per course and is responsible for any books he or she may need to purchase.
· A student, who does not attend any classes for any of his\her courses in the first two weeks, will be withdrawn from all his\her courses.  The student will be charged a no show fee of $25 and is also responsible for any purchases from the bookstore. 
Financial Responsibility 
All financial aid received on behalf of the student is first applied to all eligible charges. Credit balances are refunded in accordance with federal regulations for handling of Title IV funds. Students are responsible for all expenses that they incur while attending NHS College.


Cost of Attendance 
Resource link available here: Cost of Attendance 
Cost of Attendance Fact Sheet Available Here!
COA Special Circumstances Appeal
Federal aid regulations allow the NHS College financial aid office to make adjustments for certain financial situations that cannot be taken into account on the FAFSA. We consider each situation on a case-by-case basis, and the regulations limit which situations we consider and how adjustments are made. Common special circumstances include, but are not limited to: unemployment, decreased annual income, and divorce or separation. The regulations do not allow us to consider high mortgage payments, car payments or consumer debt.
Deadlines:
Fall Only – October 15th  
Spring only – March 15th   
Please note the special circumstances process is based on several assumptions:  
· We will only begin the adjustment process, if we think it will help increase your financial aid awards. It is not an appeal for additional aid. It is a request to recalculate financial need based on new or additional financial data.
· Without special circumstance adjustments, the standard FAFSA process collects data on your income last year and assumes that your income for the next year will be similar. If your income for the new tax year will be significantly lower than your income for the prior tax year, you might be eligible for adjustments. Please note adjustments will always be based on projected gross income for an entire year. 
· We must extensively document any adjustments with termination notices, copies of unemployment benefits, etc. for activity in the Fall, Spring or Fall and Spring semesters. We cannot make any adjustments until we receive all requested documents.  
· Income reduction must be documented for a minimum of six months. 
If you think you have eligible special circumstances, call or visit our Financial Aid Office to discuss your situation. If we think you might benefit from adjustments, we will give you a Special Circumstance - Cost of Attendance Appeal Form. Document your situation carefully. The form outlines the required documents. We cannot make any adjustments until we receive all requested documentation. Once the adjustment process is complete, we will notify you of the outcome. You may or may not qualify for additional aid.

[bookmark: _Section_2:_]SECTION 2:  WHEN ARE FEDERAL FUNDS AVAILABLE?
The academic year includes the fall and spring semester with summer as a trailer semester. Federal Disbursements may start as early as the week following the census date of each semester. 
Disbursement Fact Sheet Available Here!

[bookmark: _Section_3:_]SECTION 3:  WHO IS ELIGIBLE FOR FINANCIAL AID?
To receive federal or state funds administered by NHS College, you must: 
· Be admitted as a student to an eligible certificate or degree program at NHS College. 
· Be a U.S. citizen or an eligible non-citizen (or eligible under the Jay Treaty). 
· Be enrolled in a minimum of 1 credit as an undergraduate (except for Pell Grant consideration, which is a minimum of three credits). 
· Meet the Financial Aid Satisfactory Academic Progress (FASAP) as defined by the Financial Aid Office. See FASAP requirements below.
· Not be in default on a student loan. 
· Not owe a refund on any federal (Title IV) aid due to a previous college withdrawal. 
· Not have aid eligibility suspended or terminated due to a drug-related conviction that occurred while receiving Title IV assistance. 
· Not be receiving federal or state financial aid from another institution for the same enrollment period. 
Please note: Students with prior baccalaureates are not eligible to receive Pell.
Students who are earning their second associate degree are not eligible to receive PELL. 
Resource link: Pell Eligible vs Non-Pell Eligible

[bookmark: _Section_4:_]SECTION 4:  FREE APPLICATION FOR FEDERAL STUDENT AID (FAFSA) POLICY/CHECKLIST
To apply for financial aid at NHS College, students must have completed the Free Application for Federal Student Aid (FAFSA) at www.fafsa.gov.  Additional financial aid forms and scholarship information are available at Financial Aid Page - NHS College. Students must complete the appropriate financial aid forms before they receive aid and reapply each year that they remain in college. 
For the 2025-2026 academic year, students can apply between January 1st 2025, and June 30, 2026.  Students should apply for financial aid as soon as possible after FAFSA opens for early consideration for the 2025-2026 academic year. Applications will be accepted all year long, but since some aid is limited and awarded on a first-come, first-serve basis, those students who apply early will receive priority.
Needs-based grants, scholarships and programs require that you fill out and submit the FAFSA form, because the information determines the Student Aid Index (SAI) which is mandatory for needs analysis calculations. For instance, you can’t get certain private scholarships unless you’re eligible for a Federal Pell Grant—and you can’t find out whether you’re eligible for a Pell Grant, unless you fill out the FAFSA and submit the required documents.
Application Checklist 
1. Apply for a FSA ID and Password to sign your Free Application for Federal Student Aid (FAFSA)
2. File the FAFSA at www.fafsa.gov Our school code is: 015536
3. Apply for admission to NHS College as an eligible certificate or degree-seeking student and get accepted. The completed FAFSA form is part of the application for admissions requirement for NHS College.
4. Register for classes. 
5. Review your Student Aid Report (SAR) that arrives to you via email or U.S. mail. 
6. Complete the FAFSA verification process, if selected. 
7. Review your Financial Aid Offer Letter. 
8. Contact NHS College financial aid personnel, if you have any questions about your financial aid. 
Before aid is disbursed, the Financial Aid Office must be in receipt of the following: 
· Appropriately signed tax transcript (if requested). 
· Financial aid verification form/s and documentation (if requested). 
· Any other documents required for verification (if requested).
· Copy of high school diploma/transcript or GED certificate. 
· Official transcripts from other colleges attended.
· Evidence of registration at NHS College. 
The NHS College Financial Aid Office will use the student’s NHS College email address for all financial aid office communications.  

[bookmark: _Section_5:_]SECTION 5:  FAFSA PROCESSING 
When a student completes the FAFSA online, the following process occurs: 
1. The Central Processing System (CPS) edits the application for errors and performs agency data matches with other systems such as the Social Security Administration, Department of Homeland Security, NSLDS, etc. 
2. The Student Aid Report (SAR) and the Institutional Student Information Record (ISIR) are two forms of output that result from the submission of the Free Application for Federal Student Aid (FAFSA) to the Central Processing System (CPS). 
The student receives the SAR Information. 
1. When a student provides an e-mail address on their application the student will receive, through their e-mail, a link that directs them to their SAR information on the Web. 
2. When the student does not provide an e-mail address on their application, the student will receive their SAR in the U.S. mail. 
The school receives the ISIR information.  
1. NHS College receives all ISIR information that was submitted with the school code 015536. This information is received by downloading information using the Department of Education’s processing systems. 

[bookmark: _Section_6:_]SECTION 6:  REGISTERING FOR CLASSES EACH SEMESTER/ENROLLMENT STATUS
NHS College requires degree seeking students to fill out a FAFSA each academic year to be able to register for classes each semester.  
Special circumstances will be handled on a case-by-case basis.  In addition, if a student anticipates the need for a payment plan, the payment plan will be made during the semester in which the student is enrolled and the student is expected to pay his or her bill by the end of the semester. 
If at any point the payments fail to be approved, the student will not be able to register for the following semester until the agreed amount is honored. 
A student with a bill in excess of $2,500 must also do the following in order to register for classes:
· Complete a FAFSA and Financial Aid counseling.
· Complete a Payment Plan with Student Accounts and Student Accounts counseling. 
· Apply for AICF and other possible grants and scholarships.
For any students receiving stipends from grants, 100% of the stipend will go toward the student’s bill if it is in the excess of $2,500. Once the bill is below $2,500, 25% of the stipend will go towards the student’s bill and 75% will be issued to the student until the bill has reached $0.
NHS College Enrollment Status
The following enrollment codes for students attending NHS College are applied for Fall or Spring Semester: 
· F = Full-time student: 12 credit hours or more 
· Q = At least three-fourths (¾) time, but less than full-time student: 9-11 credit hours 
· H = One-half (½) time student: 6-8 credit hours
· L = Less than half time student: 1-5 credit hours 
· The following enrollment codes for students attending NHS College are applied for Summer Semester: 
· F = Full-time student: 6 credit hours or more
· H = One-half (½) time Student: 3-5 credit hours 

[bookmark: _Section_7:_]SECTION 7:  HOME/HOST INSTITUTIONS
You cannot receive aid from two institutions during the same term.  If you are attending two institutions during the same term, you may only receive federal aid from one of the institutions. NHS College will automatically assume that you are receiving federal aid at the other institution. If you are not, we will just need proof from the other institutions financial aid office that you are not. 

[bookmark: _Section_8:_]SECTION 8:  THIRD PARTY PAYMENTS
Students’ costs paid by employers, high schools, or other entities must be reported by the student at the time of registration. The student must provide written documentation that their educational costs are being paid by a third party. If the student does not have the documentation at the time of registration, they must complete a payment agreement.

[bookmark: _Section_9:_]SECTION 9:  CORRECTIONS TO FAFSAS
Students are responsible for making any necessary corrections to their FAFSAs.  The Financial Aid office will only make corrections to a student’s FAFSA information on an exceptional basis and with the necessary documentation.  Students can get their accurate tax information on the IRS website at www.irs.gov. 
Students will need to make their own corrections, updates, and adjustments to their account on FAFSA on the web.  Go to fafsa.gov, click “Login” and follow the prompts. Make sure to include the necessary FSA ID(s) (student and parent when parent information is required on the FAFSA) and any other information you are asked to provide.

[bookmark: _Section_10:_]SECTION 10:  VERIFICATIONS/ TRANSFERRING TAX INFORMATION/ DATA RETRIEVAL TOOL
What is Verification? 
Selection for verification is indicated by an asterisk (*) following the Student Aid Index (SAI) on the student’s Student Aid Report (SAR), and is also stated in the comment section of the SAR. If the student’s Student Aid Report (SAR) is selected for verification, the following procedures apply: 
1. The NHS College Financial Aid Office will notify the student selected for verification by letter/email;
2. Within 30 days after receiving written notification, the student must respond to the NHS College Financial Aid Office;
3. The student will fill out the corresponding verification form and may be asked to submit additional required documentation from the Internal Revenue Service (IRS). 
4. The tax transcript request is available in the Financial Aid Office and is available online at IRS.gov. The Department of Education encourages students and parents to use the IRS Data Retrieval Tool (DRT) to import data from their tax return and not change it. 
There are various verification documents that (may be requested)* from the following list: 
· Adjusted Gross Income (AGI) 
· U.S. Income Tax Paid 
· W 2’s and/or Wage and Earnings Statement and signed/dated statement 
· Tax Return Database View Transcript and signed/dated statement (Identity Theft Victims) 
· Education Credits 
· Untaxed IRA Distributions 
· Untaxed Pensions 
· IRA Deductions and Payments 
· Tax-exempt Interest 
· Other Untaxed Income 
· Household Size 
· Number in College 
· Supplemental Nutrition Assistance Program (SNAP) Benefits 
· Child Support Paid 
· High School Completion Status 
· Identity/Statement of Educational Purpose 
· Valid Government ID (cannot be expired) 
Other documentation may be required to substantiate information provided on the application. If necessary, the Financial Aid Office will send a written request for the following information: 
· Marriage Certificate 
· Legal Pleadings (court documents) 
· Proof of Earnings (Paycheck Stubs) 
· AFDC Payments 
· Evidence of Paid Medical Bills 
· Proof of Unemployment Compensation 
· Social Security Payments (Check Copies) 
· Proof of foster care
· Proof of homelessness 
· Documentation of independency/dependency change
Once all requested information is received, at least two weeks is required for application processing. If the verification process changes the student’s Student Aid Index (SAI), the Financial Aid Office will notify the student in writing and email the student a new offer letter within two weeks of receiving all information. 
Our procedures ensure that we resolve conflicting data for our applicants as follows: 
· Applicants selected for verification: If we have reason to believe that any information on the application used to calculate the SAI is discrepant or inaccurate (or if any supporting documentation is discrepant or inaccurate), NHS College will require the applicant to provide adequate documentation to resolve the conflict. 
· Applicants not selected for verification: We resolve conflicting information regardless of whether or not the applicant was selected for verification. As required, the Financial Aid Office will review all tax transcripts provided to the school even if they were not requested. All “C” Codes on the ISIR will be reviewed and resolved by the Financial Aid Office. 
· Other applicant information received by the school: We have adequate internal systems to identify conflicting information that we may have regardless of the source. Each of the following offices is required to provide information that could impact the financial aid status of each student applicant, e.g. (Admissions Office: HS Diploma or GED, Business Office: report outside awards and bill, Registrar: Report changes in enrollment; NSLDS: Review financial aid history, including aid received at prior colleges attended). 
Title IV funds will not be disbursed until the student provides the required documentation within the aforementioned time period. If the student fails to complete the verification process, they will not receive any Title IV aid.
	If you plan to apply for financial aid for…	
	You will use tax information from…
	You may begin submitting the FAFSA on…

	2025-2026
	2023
	01/01/2024

	2026-2027
	2024
	10/1/2025



How to fix address matching problems when ordering online
When entering the information into the IRS address matching system note the following:
· The address entered must match the address already on file with the IRS exactly.
· The address on file is typically the address on your most recent tax return.
· Spelling out the word “street” rather than using the abbreviation “st.” can be enough to cause an error.
· Addresses on the IRS system are auto-corrected through a post office program and may not match what you put on your tax return.
We suggest the following if you run into problems:
· Have your taxes in front of you and enter the address carefully as it is on your return.
· If you entered your address as it appears on your return and it doesn’t work, try using the standardized version of your address.
· To get a standardized version of your address: 1) go to www.usps.com 2) Click Look Up a Zip Code 3) Enter Street Address, City, State 4) Click Find
· If you still have problems, the IRS.gov Website Help Desk can be reached toll-free at 1-800-876-1715, Monday - Friday 8:00 a.m. - 8:00 p.m. (Eastern Time).
Transferring Tax Information
In a few simple steps, most students and parents who filed a tax return can transfer their tax return information directly into their FAFSA. If students (or their parents) have missed the tax filing deadline and still need to file an income tax return with the Internal Revenue Service (IRS), they should submit their FAFSAs now using estimated tax information, and then they must correct that information after they file their return. 
Note: Both parents or both the student and spouse may need to report income information on the FAFSA if they did not file a joint tax return. For assistance with answering the income information questions in this situation, call 1-800-4-FED-AID (1-800-433-3243).
Selection after Disbursement 
A student may be selected for verification after an award is disbursed. This happens when a student submits a correction after their original ISIR information had been processed. It is the responsibility of NHS College to verify the student before making any further disbursements. If the student is determined to be ineligible for all or part of the aid already disbursed, they must be notified immediately. Once notified, the student has 30 days from the date of the letter to contact the NHS College Financial Aid Office. If the student fails to contact the Financial Aid Office in the timeframe given, then the student is ineligible for any further aid and NHS College will be responsible for returning the funds. However, if the student contacts NHS College after the deadline, the student may provide reasonable documentation as to why they did not meet the deadline and NHS College may reconsider them for eligibility. Please see the NHS College Financial Aid Office for the specific types of documents.

[bookmark: _Section_11:_]SECTION 11:  PROFESSIONAL JUDGMENT
At NHS College, the Financial Aid Director will note in the student’s records any unusual situation that explains any special consideration given to the student when awarding financial aid.  Documentation of a Professional Judgment will be placed in the student’s file.

[bookmark: _Section_12:_]SECTION 12:  REFERRAL OF FRAUD CASES 
If it is determined by the Financial Aid Office at NHS College that any student purposely misrepresented information on their FASFA/Renewal Application or other forms with the intent to receive financial aid under false pretenses, that student’s name will be sent to the Secretary of Education or the appropriate agency and will be subject to their authority and possible criminal action.

[bookmark: _Section_13:_]SECTION 13:  AWARDS
The recommended student financial aid package is the end result of counter balancing those anticipated educational expenses and those anticipated financial resources, including family and student contributions, which the student will legitimately experience while in attendance at NHS College. The recommended award package is the decision of the Financial Aid Office and is based on institutional calculations, total fund availability, and those fund management practices observed by NHS College. An award package may be accepted or declined by the individual student in which case it becomes the dual responsibility of the Financial Aid Office and the individual student to settle any differences and then modify the award package following federal/state/institution requirements. Unresolved differences surrounding the recommended award package become the decision-making responsibility of the NHS College Financial Aid Committee. 
Calculating Pell Grant Awards 
The Federal Pell Grant program provides grants to students enrolled in eligible undergraduate programs and certain eligible post-baccalaureate teacher certificate programs and is intended to provide foundation of financial aid. The NHS College financial aid software program Jenzabar will calculate the SAI/Pell Grant award using five predetermined methodologies. Jenzabar is approved for use by the Department of Education. 
Offer Letter 
The NHS College offer letter is the complete documentation indicating all such federal financial assistance an individual student may receive during a single, given semester while in attendance at NHS College as calculated by the Financial Aid office. The amounts itemized on the offer letter are subject to total or partial institutional withdrawal due to changes in student registration status.

[bookmark: _Section_14:_]SECTION 14:  PACKAGING
Procedure for Packaging Aid
1. When an Institutional Student Information Report (ISIR) is received, the Financial Aid Office creates a student file, separated by Pell eligible and non-Pell eligible and labeled by student last name and award year.
a. Each file contains the following: (HCM1 Checklist) 
· ISIR & ISIR Comments
· Student Account Ledger
· Proof of Academic Qualifications (Diploma/GED) 
· Transfer College Transcripts
· Enrollment Agreement (Registration form and/or Student Schedule)
· Verification Forms* 
· Low Income Statement* 
· Student Tax Transcript* 
· Parent Tax Transcript* 
· R2T4* 
· Withdrawal Information* 
· Attendance Records
· NHS College Transcript 
· Offer Letter 
· Degree Plan
· Bulletin of Degree Plan
· PJ \ Dependency Override*
· FASAP results (Financial Aid Satisfactory Academic Progress) Qualitative and Quantitative
· Copy of Check \ Epay
2. The Financial Aid office reviews all codes listed on the ISIR and begins the process of collecting the information from the student, if applicable. 
3. The Financial Aid office also keeps an updated checklist of information needed for each ISIR. 
4. If a verification code appears, a letter is sent to the student along with the verification documents needed. 
5. The Financial Aid office then determines the student’s eligibility for the Pell Grant. Then the student’s enrollment status (full-time, three-quarter time, half-time, or less than-half-time) is determined. 
6. The Cost of Attendance is automatically calculated in Jenzabar. This is always based on the cost for a full-time enrollment status for a full academic year. If the student is enrolled in a program or enrollment period that is longer or shorter than an academic year, the costs must be prorated so that they apply to one full academic year. There are two allowable prorating methods. Costs can be on an actual cost-per-student basis or an average cost for groups of similar students. If the student is enrolled less than half-time, the only allowable costs components are tuition and fees, allowance for books/supplies and transportation. 
7. Determine the annual award, based on the cost of attendance calculated above and the SAI, from the Payment or Disbursement Schedule for the student’s enrollment status (i.e., full-time, three quarter-time, half-time, or less than half-time). 
8. Determine the payment period. For term programs (semester, trimester, quarter), the payment period is the term. 
9. The payment is calculated for the payment period. The calculation of the payment for the payment period may vary depending on the formula used, the length of the program compared to the academic year, and whether the institution uses an alternate calculation for students who attend summer terms. 
10. The Financial Aid Director enters all awards/scholarships into Jenzabar, where the packaging is calculated, ensuring that the student’s needs are not over awarded.
11. Student offer letters/emails are automatically created in Jenzabar and distributed to students two weeks prior to the disbursement date on the Academic Calendar. 
12. Once the student’s file is complete and the award is disbursed, the Financial Aid office will create a copy of the student’s file to submit for HCM1 reimbursement.
13. The HCM1 Reimbursement Request process is followed.  The Financial Aid office notifies NHS College’s G6 designee to verify the amounts of federal funds placed in G6, available for draw down.  The G6 designee ensures that the funds are drawn down.
14. Student files and other financial aid related documents are kept in the Financial Aid Offices.
15. All files are kept for a minimum of five (5) years then, yearly, they are moved to storage, which is located in the secure records storage.

[bookmark: _Section_17:_]SECTION 15:  DISBURSEMENTS
NHS College Pell Disbursements will be processed after student eligibility has been verified. Student eligibility to receive a Pell grant includes any and all federal verifications, receipt of all required documents, student enrollment, attendance in all classes, and FASAP calculations. 
The Business Office will be given two weeks to complete disbursement checks. When the request for disbursement and the corresponding documents are forwarded to the Business office, the Financial Aid office will mail/email award letters to students. 
Disbursement Schedule
Federal Aid will be disbursed to students who have a completed Pell file after the census date each semester. 
Please note:  If a student has an old bill, $200 of the Pell grant award can be applied to the bill per academic year.
Weekly Disbursement Schedule Available Here!
Each year, based on the maximum Pell grant established by Congress, the Department of Education (DOE) provides to institutions Payment and Disbursement Schedules for determining Pell awards. The Payment or Disbursement Schedule provides the maximum annual amount a student would receive for a full academic year for a given enrollment status, SAI and COA. The payment schedule is used to determine the annual award for a full-time student. There are separate Disbursement Schedules for three-quarter time, half-time and less-than-half-time students. All of the schedules, however, are based on the COA of a full-time student for a full academic year (two semesters). 
1. The Federal Pell Grant Award is calculated via SAR/ISIR information, institutional variables, and DOE guidelines specifying the actual amounts to award to the individual student. 
2. The SAI number taken from the SAR/ISIR provides an assigned degree of Title IV eligibility. The exact value of which ranges according to enrollment status and annual cost at NHS College.
3. Refer to NHS College Cost of Attendance for Dependent and Independent students. 
4. All students must maintain minimum Satisfactory Academic Progress standards to be eligible for Federal Aid. 
5. The Federal Pell Grant Award constitutes the final calculated institutional amount, which a duly registered student at NHS College shall receive during a single given semester. The Federal Pell Grant payment often differs from the Federal Pell Grant Award amount since the institution reserves the right to deduct all educational expenses owed to NHS College prior to any Federal Pell Grant payments.  
6. Federal Pell Grants will be dispersed to eligible students based on their enrollment at that time (less institutional charges for tuition, fees and books). 
7. Students need to apply annually for a Federal Pell Grant, because of changes in household income, family size, etc. Students need to apply as early as possible for Federal Pell Grant as this application determines eligibility for other financial aid programs they may be deemed eligible for. 
8. All students must be officially registered for classes in the semester in question. The credit hours must match with the Federal Pell Grant calculation before Federal Pell Grant will be disbursed. 

[bookmark: _SECTION_16:_]SECTION 16:  FINANCIAL AID SATISFACTORY ACADEMIC PROGRESS (FASAP) POLICY, STANDARDS, AND LEVELS
Please see FASAP Policy here: FASAP Policy
Here is a Resource on FASAP and FASAP Statuses!
[bookmark: _SECTION_17:__1]SECTION 17:  WITHDRAWALS/PELL RECALCULATIONS/RETURN TO TITLE IV (R2T4)/REFUNDS 
How is the withdrawal date determined?
The withdrawal date for calculating refunds/return of Title IV funds shall be determined as follows: 
· the date the student began the withdrawal process or officially notified the college of intent to withdraw (in writing or orally) – see note below on programs offered in modules to determine withdrawal date; 
· the last date of documented attendance for a student who unofficially withdraws or leaves without notifying the college (NHS College does not have a policy for an approved leave of absence); 
· documented date of student's last attendance at academically-related activity
Examples of academic attendance or attendance at an academically-related activity 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. 
If the student didn't notify the institution due to circumstances beyond the student's control, the date related to that circumstance is the date of withdrawal.
A student is considered to be a withdrawal if he/she does not complete all days scheduled to be complete within the payment period or term. 
A program offered in modules is defined by the U.S. Department of Education as a course or courses in a program that do not span the entire length of payment period of period of enrollment. A student is not considered a withdrawal if he/she provides written confirmation of intent to attend a future module in the same period of enrollment and the written confirmation is provided at the time of withdrawal. The student may change the return date in writing but it must be provided prior to the original return date. Also, the return date for the future module must begin within 45 calendar days of the student’s withdrawal date. 
Office to Contact to Withdraw from Classes: 
The designated office that students must contact when they intend to withdraw from any\all classes is the Registrar’s Office on the NHS College Campus. 
Exceptions to Return of Title IV Funds Policy: Any exceptions to this policy shall be based upon extenuating circumstances and must be approved by the financial aid director. The college shall, upon application by eligible students, grant waivers to the refund policy and refund 100% of tuition and fees for students who withdraw or drop classes because they are called to active military duty.
Institutional versus non-institutional charges 
Institutional charges generally are defined as the charges for tuition and fees, room and board, and other educational expenses that are paid to the school directly. 
If a fee (like a registration or technology fee) is required for all students in a program, then the fee should be considered an institutional charge. A charge does not have to appear on a student’s account to be considered an institutional charge. 
The following educational expenses must be considered institutional charges: 
· all charges for tuition, fees, and room and board (if contracted with the school); 
· expenses for required course materials (books, kits, tools, supplies, etc.) if the student does not have a real and reasonable opportunity to purchase the required course materials from any place but the school. 
Exceptions: Excludable costs are costs a school may exclude from the total amount of institutional costs, such as the documented cost of unreturnable equipment and documented cost of returnable equipment if not returned in good condition within 20 days of withdrawal. 
Non-institutional charges (not included in an R2T4 calculation) include the following: 
· charges for any required course materials that a school can document a student had a real and reasonable opportunity to purchase elsewhere (see the discussion that follows); 
· charges to a student’s account for discretionary, educationally related expenses (e.g., parking or library fines, the cost of athletic or concert tickets, etc.).
Attendance Policy/Lack of Attendance: 
· It is the responsibility of the student to notify the instructor in case of illness or if the student expects to be absent for a legitimate reason. The instructor will determine the point at which absences become excessive and may advise the NHS College Counselor and place the student on the retention module for an early alert.  Advisors, instructors, and the counselor will contact the student and If the absences continue, the instructor may file an administrative drop.                                                 
· Students who have excessive or extended excused absences in a face-to-face class may be dropped or withdrawn. It is up to each instructor as to what is excessive or extended, and will differ depending on the course length and weekly schedule. Students in on-line, hybrid, or independent study courses who fail to make contact with the instructor either in person or electronically within the first two weeks and/or a minimum of once a week thereafter may also be dropped. 
· Students that cease attendance before the 60% cut-off date are subject to R2T4.
Prerequisites Not Met: Students who are unable to show completion of required courses or who do not have the background needed to succeed in the course may be dropped before the add/drop deadline. 
Academic Dishonesty: Students involved in any form of dishonesty may be dropped as per discretion of the instructor and the Vice President of Academics. 
Students should not assume that they are automatically withdrawn from a class or from the semester. Instead, they are strongly encouraged to check with the instructor of the course and the registrar. 
Students will remain responsible for any financial liability they have incurred, less applicable refunds, and for any academic and financial aid consequences due to the administrative withdrawal. 
Dropping Courses 
If a student drops any course or courses by the end of the last day to change classes (and/or before the census date), then the student will not be charged for that course or those courses.  The tuition and fees charged to the student are based on the number of hours the student is enrolled in at the end of day on the last day to change classes.  The student bill will be reduced by the amount   for books (see book refund policy) and, in the case of a class being cancelled, no tuition or fees will be charged to a student for a cancelled class.
Students must complete a Course Drop form with their Academic Advisor and submitted to the registrar before the final deadline.  Refer to the academic calendar for the deadline dates.
Dropping Course Refund
Course dropping occurs when a student wishes to discontinue enrollment in a particular class but is still enrolled in at least one other class during the semester. Refunds are determined as outlined in the Institutional Refund Policy. 
· There will be no refund for a current student if a class is dropped after the add/drop date. This procedure allows a student the ability to drop some courses based on term date and deadline by term; however, the student will still maintain enrollment in some courses for the term.  
· Failure to drop a course, on or before the last day to drop, will result in earned grades. 
· The date the student completes the course drop will determine the refund (if applicable). 
· For the standard 16-week session for the Fall and Spring terms, the last day to drop a course without transcript record is the 10th calendar day of the term.
· For non-standard sessions, the last day to drop a course with or without transcript record will be prorated, based on the 16 week session.
· Refunds are based on the course start and end dates listed on the academic calendar. 
· Students receive a 100% refund up through the add/drop date of the term. There will be no refund for a class dropped after the last day to add/drop a class (see academic calendar for add/drop dates per term).
Withdrawing from Courses 
A course withdrawal is the process used to withdraw from one or more courses (but not all courses) for which the student is enrolled in for a semester. Follow the “Official Withdrawal” procedure. Only the course names that the student wishing to withdraw from must be listed on the withdrawal form. 


Withdrawal and No Show Policies 
If you are not in attendance the first four (4) consecutive classes and/or the first three weeks of class and haven’t contacted your instructor by email, phone or mail, you may be dropped/withdrawn from the course. 
Withdrawn without Record 
If an administrative withdrawal occurs before the add/drop date set by the registrar’s office, the course will not appear on the student’s transcript. After the add/drop date, a “W” will appear for that course. An administrative withdraw can be given up to four weeks before the end of the semester. 
Withdrawn with Record
If you are withdrawn from a course or courses after the census date, a “W” will appear for all courses, which means you have been withdrawn with record and you will be charged a “no show” fee of $25.00. 
Official Withdrawal 
A student’s eligibility for federal student aid begins when the student attends at least one day of class. After the first day of classes students wanting to withdraw from all courses must complete an official Withdrawal Form.
1. To begin the withdrawal process, the student must complete a Withdrawal Form from the Registrar’s Office. 
2. Signatures on the withdrawal form are required from the Student, the Student’s Academic Advisor, and the Student Development/Retention Counselor.
3. The completed form must be returned to the Registrar. 
4. After the Registrar signs the withdrawal form, a copy of the withdrawal form is given to the Financial Aid Office and to the Vice President of Academics. 
5. A student may be involuntarily withdrawn from college through an administrative withdrawal, under extenuating circumstances or emergencies potentially affecting their educational records.
6. The Registrar will assign a (W) grade to a student who withdraws from all courses after the last day to add/drop date and before the deadline of the last day to withdraw. 
It is the student’s responsibility to officially withdraw from NHS College. Failure to withdraw formally will result in failing grades and additional financial obligations.
The dates for the end of each semester’s withdrawal period are listed on the Academic Calendar, which can be found on NHS College’s website at www.nhsc.edu, in the school catalog/bulletin and student handbook, and calendar posted in the front lobby. The student may also ask any staff or faculty about dates that may be listed on the calendar. 
Administrative Withdrawal 
NHS College faculty members reserve the right to withdraw a student from any course. Prior to an Administrative withdrawal, the faculty member must send an Early Alert Form to the Guidance Counselor concerning the student. If there is no positive outcome after two weeks of sending the Early Alert, then the faculty member can proceed with an administrative withdrawal. The purpose of administrative withdrawal is to limit the financial liability and academic consequences for the student. 
Reasons for administrative withdrawal include, but are not limited to: 
· Medical/Health Conditions
· Family Emergency
· Absenteeism
· Lack of Satisfactory Academic Progress
· Lack of Financial Resources
· Jury Duty
· Incarceration
· Disciplinary Action
· Other
Administrative Withdrawal Notification 
Within ten (10) days of receiving a completed Administrative Withdrawal form, the Registrar will notify the student, Financial Aid Director, and Student Accounts staff and the Financial Aid Director will complete the Return of Title IV Funds process. 
Administrative Withdrawal Appeal Process 
Students who feel they have been wrongfully withdrawn should follow the appeal process: 
· A student has one week from receiving the notification from the registrar to appeal in writing to the instructor. The instructor will meet with the student within three working days. 
· If the matter cannot be settled within those three working days, the student has the responsibility to confer with the Vice President of Academics within three additional working days. The student must give a copy of the written appeal to the Vice President of Academics. The Vice President of Academics will meet with the student, Academic Dean, student’s advisor, course’s instructor, and Vice President of Student Services. A recommendation and/or decision will be made at this meeting. 
· The student must attend class during the appeal process. If he/she does not attend class during the appeal process, the Vice President of Academics may decide to omit step 2 of the appeal process, and the student will remain administratively withdrawn. 

[bookmark: _SECTION_18:_]SECTION 18:  RETURN OF TITLE IV FUNDS POLICY
Please see Return to Title V Fund Policy here: R2T4 Policy

[bookmark: _SECTION_19:_]SECTION 19:  INSTITUTIONAL REFUND POLICY 
Please see Refund Policy here: Refund Policy

[bookmark: _SECTION_20:_]SECTION 20:  GRANTS/SCHOLARSHIP POLICY
The Office of Financial Aid maintains a program of financial assistance and scholarship information to assist students in meeting their education cost. Financial aid facilitates the disbursement of scholarships awarded to NHS College students. It is the student’s responsibility to comply with scholarship eligibility requirements.
All NHS College students must have a complete FAFSA to determine eligibility for all financial aid programs and scholarships available at NHS College.  Students must complete the Free Application for Federal Student Aid (FAFSA) at www.fafsa.ed.gov . Applicants are encouraged to apply early in order to meet state and tribal funding deadlines. Financial assistance includes, but is not limited to the following:
· Grants
· Federal Pell Grant: 
· This is a grant program for undergraduate students based on financial need, cost of attendance and student enrollment.
· Federal Supplemental Educational Opportunity Grant (FSEOG): 
· FSEOG is awarded to undergraduate students with exceptional financial need-those with the lowest SAIs. 
· Both federal and state governments give out college grants. To be eligible, you’ll first have to fill out the Free Application for Federal Student Aid (FAFSA). This allows colleges to determine how much financial aid you qualify for. Financial aid helps students and their families pay for college by covering educational expenses. Grants, work-study, and federal student loans can all be part of your financial aid package from a school.
· Institutional Support
· NHS College administers a variety of scholarship funds set up to benefit NHS College students. The Financial Aid Office facilitates the award of various scholarships based on financial need and academic achievement. Such grants are awarded to students based on the eligibility and selection criteria provided by the funding source. Requirements vary from program to program.
· Institutional Grants
· Institutional Grants Information Available Here!
· Private Scholarships
· Students are encouraged to apply for private scholarships to help pay for their educational expenses. Many scholarships are available to students.
· Fellowships and assistantships
· Vocational Rehabilitation: 
· Vocational Rehabilitation offices support individuals who are training or retraining for a new profession due to a diagnosed disability or injury. The programs are administered by state and tribal governments. Students are encouraged to contact their tribe’s Tribal Agency Vocational Rehabilitation Office and/or local county office for further information. The Financial Aid Office can provide further information
· Tribal (Agency) Funding: 
· Students enrolled in a federally recognized tribe should apply for tribal (agency) funding (Higher Education, MHA College & Beyond, 477). The Financial Aid office can assist with these applications; be sure to apply early as deadlines may vary. 
· VA educational benefits  

[bookmark: _SECTION_21:_]SECTION 21:  TUITION ASSISTANCE
Please see Tuition Assistance Policy here: Tuition Assistance Policy
Do you Qualify for Tuition Assistance? If you answer YES to any of the questions in this self-assessment, you could qualify!
Tuition Assistance Road Map Available Here!
Tuition Assistance Form Available Here!

[bookmark: _Section_22:_]SECTION 22:  LIMITATIONS OF STUDENT DEBT
If a student owes NHS College in the excess of $2,500, he/she will not be allowed to register for classes. A student owing in the excess of $2,500 has the following options:
· Set up a payment plan with Student Accounts. This requires a counseling session with Accounts Receivable to find a suitable monthly payment amount. This will require an automated withdrawal from a bank account or an automated charge to a credit card. 
· If you work for the Three Affiliated Tribes, Four Bears Casino or NHS College, you can do a payroll deduction. 
If at any point the payments fail to be approved the student will not be able to register for the following semester until the agreed amount is honored. 
A student with a bill in excess of $2,500 must also do the following in order to register for classes:
· Complete a FAFSA and Financial Aid counseling.
· Apply for AICF and other possible grants and scholarships.
For any students receiving stipends from grants, 100% of the stipend will go toward the student’s bill if it is in the excess of $2,500. Once the bill is below $2,500, 25% of the stipend will go towards the student’s bill and 75% will be issued to the student until the bill has reached $0.
If a student disputes a past due bill, he/she must submit a Student Appeal/ Complaint Form to the Vice President of Student Services. Students should include any relevant documentation they have relating to the bill. The Student Affairs Committee will make a decision on the bill. If time is of the essence, NHS College will allow the student to register for the next semester with a decision being made prior to the add/drop date. 
Student Bill and Official Transcripts
Student must have a zero balance in their student account at the time of degree completion in order to receive an official transcript or diploma from the registrar’s office. 
Financial Obligations to the College
Students with outstanding financial obligations to NHS College will not receive official transcripts, may not be able to register for classes, and will not receive their diploma until their bill is paid.  Financial obligations include educational costs such as tuition, books, supplies, fees, and library charges.  Outstanding tuition and fees are to be paid in full at the time of registration unless a payment agreement has been completed.

[bookmark: _Section_23:_]SECTION 23:  FINANCIAL AID GRIEVANCE PROCEDURE 
Procedures for Filing a Complaint /Grievance
(Please see Appendix 1– Student Appeal/Complaint Form)
1. After the student has met informally with the appropriate faculty, staff, and/or student(s) to resolve the concern, and the issue has not been resolved, the student will meet with his or her advisor and the Vice President of Academics, if necessary, if the issue is related to academics.  If the issue is related to campus services, the student will meet with the Vice President of Campus Services.  If the issue is related to student services, the student will meet with the Vice President of Student Services. If the issue is related to business office, the student will meet with the Comptroller. 
2. Then, if the issue is still not resolved, the student then writes a letter to the appropriate Vice President (VP):
· VP of Academics
· VP of Student Services
· VP of Campus Services 
· Comptroller

If necessary, the VP to whom the letter is written then meets with the Vice President of Student Services, who serves on behalf of the Student Affairs Committee, describing the situation in detail.  (In the case of student appeals or complaints, the student will complete and submit the Student Appeal and Complaint Form.)

3. When circumstances involve a physician, counselor, employer, etc. instruct the student to ask that professional to write a letter of supporting for the student. This letter needs to be on official letterhead and submitted along with the student letter.  
4. The Vice President of Student Services then calls a meeting and presents the student’s concerns and documentation of the issue, as well as attendance, GPA, billing, and student success data and information, to the Student Affairs Committee.
5. The student will also be notified of the meeting date and time, and is permitted to attend a portion of the meeting to state his or her concern.
6. The Student Affairs Committee will vote, regarding the concern.  The Vice President of Student Services has the authority to break a tie.  
7. The student will be notified in writing within 10 days of the decision made.
8. The President will be notified of the meeting and the outcome of the meeting. 

[bookmark: _Appendix_1_-]APPENDIX 1 - STUDENT APPEAL/COMPLAINT FORM
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