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NET PRICE CALCULATOR REQUIREMENT

In accordance with the Higher Education Opportunity Act, each postsecondary institution that
participates in Title IV Federal Student Aid (FSA) programs must post a net price calculator on
its website that uses institutional cost of attendance data to provide estimated net price
information to current and prospective students and their families based on a student's
individual circumstances. This calculator should allow students to calculate an estimated net
price of attendance at an institution (defined as cost of attendance minus grant and scholarship
aid) based on what similar students paid in a previous year. The net price caiculator is required
for ail Title IV eligible institutions.
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PRIVATE EDUCATION LOAN APPLICANT SELF-CERTIFICATION FORM

Title |V institutions are required to provide the Loan Self-Certification form, and the information
needed to complete the form to an enrolled or admitted applicant (or to the parent of an enrolled
or admitted student) upon the applicant’s request for a Private Education Loan Self-Certification
form. An institution may post an exact copy (pdf) of the Self-Certification form on its website
for applicants to download or it may provide a paper copy directly to an applicant through its
Financial Aid Office. In accordance with 34CFR 668.14(b) (29) (ii), an institution must, upon the
request of the applicant, discuss the availability of federal, state, and institutional financial aid
services.

PROGRAM PARTICIPATION AGREEMENT (PPA)

A PPA is an agreement between the U.S. Department of Education and a postsecondary
institution that affirms that the insfitution has been approved to participate in the federal student
aid program. A PPA conditions the initial and continued participation of an eligible institution in
any federal student aid program on compliance with all the applicable regulations and any
conditions specified in the PPA, An institution's PPA applies to each branch and other location
of the institution that meets applicable requirements. Changes to a PPA must be completed by
the school and signed by the District's Chief Operations Officer (CEQ) / Deputy Superintendent
for School Operations before being submitted for processing to the U.S. Department of
Education. The programs listed on the PPA will be eligible for Title IV federal financial aid funds
in addition to those approved to participate in the Experimental Program initiative (See
Appendix 23).

NATIONAL STUDENT LOAN DATA SYSTEM (NSLDS) ENROLLMENT STATUS REPORTING

Provisions of the Consolidation Appropriations Act of 2014 (Pub. Law No. 113-76) requires the
Federal Department of Education (ED) to submit to Congress a report of enrollment and
graduation information on Federal Pell Grant and Loan recipients. All Title 1V schools are
required to report the enrollment status of students who are Pell Grant recipients or have
received a Title IV subsidized loan.

REFUND POLICY
The School Board of Miami-Dade County, Florida, has a tuition refund policy that clearly
stipulates the amount of fuition and fees that are to be refunded to a student who wishes to

withdraw during a term.

If a student elects to withdraw, they must notify the Registrar and the school’s refund policy
below will apply:

» Before start of class — full refund of course and non-resident fee, but no refund of any
special fees paid.
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The Satisfactory Academic Progress form must be utilized by the Financial Aid Officers in order
to document and monitor students’ progress at the successful completion of 67% of the
maximum scheduled hours for which the student is enrolled. The Satisfactory Academic
Progress Report form (FM 5431) is completed by teachers and retumned to the Financial Aid
Officer. It will indicate the student’s current attendance data as reflected in the Electronic
Gradebook and their pace towards program completion, as well as the student’s current grade
based on weekly academic assessments derived from class/shop work, externships, and other
practicum which appear in the electronic gradebook as well as in the district's Vocational
Tracking System (VTS). The school's Registrar will confirm a student's attendance to ensure
they have successfully compieted the 67% of the maximum scheduled hours for which they are
enrolled.

The Satisfactory Academic Progress criteria that are expected from all students are as follows:
e Satisfactorily attain a minimum grade of “C” or better or GPA of 2.0 and above

» Satisfactorily complete outcomes to finish the program within 150% of the length of the
program

e Successfully complete 67% of the maximum scheduled hours for which the student is
enrolled

¢ The number of payment periods for which students will be awarded financial aid will be
limited by the number of hours required to complete the program.

» The period of eligibility commences from the date students enter the program

¢ The quantitative measure is based on the calendar time and based on the student's
clock hours. :

Clock Hour Pace Example:

¢ At 450 scheduled hours, student completed 300 hours: 300/450= 67%,

s Expressed in calendar time, 10 weeks/15 weeks = 67 %.

« [f this criterion is not met, the student is no longer eligible for financial aid and their award
will be canceled.

If a student fails to make Satisfactory Academic Progress as reflected on the Satisfactory
Academic Progress Report form, a meeting will be held with the student and the Financial Aid
Officer. The student will be placed on “Financial Aid Waming” for one payment period. The
Financial Aid Officer will closely monitor the student’s progress. The student is eligible to
continue receiving financial aid.
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TWO FACTOR AUTHENTICATION (TFA)

Two-Factor Authentication (ITF) is the security process through which authorized school
financial aid personnel are required to enter two forms of “authentication” to access Federal
Student Aid systems. TFA requires each authorized user to log in with a traditional User ID and
Password as well as provide One-Time Password (OTP) generated by a registered token
device that is in the physical possession of the user. All authorized users will be required to log
in to the eCampus-Based Website using a TFA token in addition to the FSA User ID and
- password.

VERIFICATION OF FAFSA INFORMATION

All students who have completed a FAFSA are subject to verification of the information
submitted when completing their application. This verification must be completed before the
student can receive federal aid. Verification flags are noted on a student's SAR or the ISIR
received by the school.

Schools have the authority to contact students for documentation and information needed to
address verification requirements and student must comply with the requested information.
Student must submit the required documents requested for verification within the established
timelines to maintain eligibility for federal financial aid. The verification process is in accordance
to Title 34, Articles 668.51-61, of the Code of Federal Regulations (CFR). Refer to page 33 of
this Handbook for additional information on the verification process and mandates.

VERIFICATION OF FLORIDA RESIDENCY

As a result of Florida Statute 1009.21, which took effect on July 1, 2010, and Florida Statute
1009.22, which became effective on July 1, 2011, applicants seeking to enroll in
careerftechnical education courses where tuition fees are assessed, must show proof of Florida
residency. Those who can show proof of Florida residency will be eligible for the in-state tuition
fees. Those who cannot show proof of residency will be charged out-of-state fees for career
and technical education programs only. Florida residency for tuition purpose is defined as
documented proof that a student has lived or resided in the State of Florida for twelve (12)
consecutive months. This does not refer to other definitions of residency established by other
entities, including the U.S. Citizenship and Immigration Service (USCIS).
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k.

NSLDS Enroliment Status Reports

Evidence of Reconiliation of Title IV award years

FISCAL REPORTING AND IPEDS — ROLE OF FINANCIAL AID OFFICER

1.

Within 30 days of disbursement, the financial aid officer prepares the Common
Origination and Disbursement (COD) for submission to £D. This report identifies
individual Federal Pell Grant student payments for a specific payment period with
projected future payments for the remainder of the award year.

Annually prepares FISAP for submission no later than October 1%t to ED. that serves
as the application for schools that participate in the FSEOG program.

Assists with preparing appropriate sections of the integrated Postsecondary
Educational Data System (IPEDS) survey related to financial aid.

Works with the Business office to ensure the Reconciliation of Pell Grant funds
provided to the school. This is a mandatory function to ensure Title IV funds are
accounted for and reconciled against funds received and disbursed.

As required by Title 34, Parts 668.15 and 668.16, Code of Federal Regulations
(CFR), all Title IV schools must adhere to the separation of functions and operations
of the Financial Aid Office and the Business Office. The functions of authorizing
payments and disbursing of funds are separated to ensure that no single office or
individual exercises both functions for students receiving financial aid funds.

The duties of staff in the Financial Aid Office and the Business Office must be clearly
divided in each school in order to maintain a system of check balances.

STUDENT FILES, FORMS AND DOCUMENTS

Student file folders must include required forms, documents, and evidence of financial need to
support the request and approval of financial assistance. A menu of items has been provided
that can be used to develop a file folder checklist, depending upon the financial aid services
provided by the school {See Appendix 20). The following are the basic requirements for
student folders.

1.

The financial aid officer should develop and maintain a checklist identifying all of the
documents and forms needed to process a student’s financial aid application for the
eligible programs and services offered by the schools (See Appendix 21).
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2. The Postsecondary Educational Center Financial Aid Application (FM 5467) obtained
at the time of initial application (See Appendix 7). This application form is not
mandatory for students applying for Federal Pell Grant Title IV programs unless the
school requires the applicant to complete the form. However, it is highly
recommended for the purpose of maintaining current information, and for ensuring
that information is consistent among various documents. This form is required for
students applying for DFAP/Fee Waivers and other school based financial aid
services.

3. An accurate Institutional Student Information Report (ISIR) or Student Aid Report
(SAR).

4. COD-Pell History Lifetime Eligibility Used History.

5. Statement of Educational Purpose (including a default/refund statement) (See
Appendix 1).

6. Verification Review Sheets if selected, and appropriate copies in accordance with
the Application and Verification Guide (See Appendix 22).

7. Award(s) notification(s) issued from various organizations as well as from those
issued by the postsecondary education center.

8. High School Diploma — or GED or Official Transcript from a State recognized institution.
9. Return to Title IV (R2T4) Work Sheets, if applicable.

10. Evidence of Satisfactory Academic Progress for every disbursement period.

PROFESSIONAL JUDGEMENT

1. The Financial Aid Officer (FAO} may, on a case-by-case basis, adjust one or more of
the data elements used to calculate the EFC. The FAO may need to adjust the data
elements during the award year to reflect a student's changed of circumstances. For
example, if a wage-earning parent dies after the student’s first payment period, the
FAQO could adjust the adjusted gross income in the EFC to reflect the loss of income.

2. In order for the FAO to consider such circumstances, students must request, in writing,
explaining the circumstances, and how they occurred, and providing documentation to
substantiate the claim.

3. All decisions of the FAQ are final.

32






3) The FAOQ will enter a verification status code (V,W.,S or biank) code in the
COD system for students who receive Pell grants, regardless of whether
they are selected for verification or not.

Applicant’'s Responsibility

1} Applicants selected for verification by ED or the institution are required to
provide requested information or documentation as per current Federal
Student Aid Handbook, Application and Verification Guide in order to be
eligible to receive Title IV student aid funds. The Financial Aid Office reserves
the right to request additional documentation as they deem necessary to
complete the verification process. Any additional documents/information will
be identified by the Financial Aid Officer on the Missing Information Request
Form, (FM 6848) {See Appendix 6).

2) If applicant's dependency status has changed during the award year or the
original applications were filed incorrectly, applicants must file a corrected
form reflecting the changed status, unless the change is from a change in
marital status.

3) Selected applicants must certify andf/or update the household size and
number of family members in postsecondary education to reflect accurate
data as of the date of verification.

Time Period Limitations

1)  Failure to provide documentation or information within 20 business days will
result in the following:

a) The institution may not disburse any federal grants for applicants who fail
to provide requested documentation within the time frame.

b) The institution may accept requested documentation after the specified
time period and award aid to such applicants when the verification has
been completed.

Tolerances

1) For the Federal Pell Grant Program, the institution will not recalculate the
Expected Family Contribution (EFC) for applicants. Students will resubmit
their SAR/ISIR if applicant information changes as a result of verification or
the institution may input the changes electronically with the appropriate
documentation signed by the student.

2) For all Pell financial aid applicants, the institution will have students resubmit
the SAR/ISIR, if there are any errors. Calculation will be performed by the
ED. The institution may input the changes electronically only with the
appropriate documentation signed by the student.
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E. Notification

1) The institution will inform applicants of verification procedures and
requirements through written and/or verbal communication.

2) The institution will notify applicants of the results of the verification through
written and/or verbal communication.

3) For the Federal Pell Grant Program, the institution will notify students if a
dollar error in their application information would increase their Federal Pell
Grant awards. The institution may pay on the student's original SAR/SIR
and should encourage students to resubmit it. The institution may input the
changes electronically with the appropriate documentation signed by the
student.

F. Discrepancy Resolution
After the institution has made a reasonable effort to resolve any discrepancies
that results in the applicant receiving funds on inaccurate or miscalculated
information the institution will notify £0 accordingly.

5. \Verification ltems

The verification items for which students will need to provide documentation in order
to fulfill the verification process include:

» Adjusted gross income (AGI) +« U.S. Income tax paid

+ Education credits e Untaxed IRA distributions

» Untaxed pension ¢ IRA deductions and payments

o Tax-exempt interest » Other untaxed income

¢ Income earned from work * Household size

e Number in College ¢ Supplemental Nutrition Assistance
Program (SNAP)

s Child Support paid ¢ High school completion status

¢ Identity/Statement of educational
Purpose

The verification process will be considered as complete when a student has successfully
submitted all requested verification documentation within the required twenty (20) business
day timeline. A meeting will be held with the student and Financial Aid Officer at submission
in order to review and confirm that all of the proper and required verification documents
have been provided.
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FSAG (Florida Student Assistant Grant)
Federal Pell Grant
Federal Supplemental Opportunity Grant (FSEOG)
District Financial Aid Program (DFAP)

Examples of allowable packaging that include discretionary disbursement based upon
financial need are:

DFAP

Pell Grant

Pell Grant and FSEOG

Pell Grant FSEQG, and DFAP

Pell Grant, Homeless Waivers, and FSEQOG
Pell Grant FSEOG

Packaging may also include vouchers from various agencies.

STUDENT PROGRAM CHANGES

Students may change programs within a related field and stili be eligible to receive financial aid
as long as they maintain all other eligibility requirements. For each program change, students
will establish a new timeframe for completion of the new program, taking into consideration the
hours completed in the previous program if the hours are applicable to the new program. A
change to a different program area will result in funds being returned to Title IV (R2T4).
Students are limited to one program change without completing the original program.

FINANCIAL AID COMMITTEE AND RESPONSIBILITY

Committee members are assigned by the principal of each institution. The commitiee's
responsibility is to make decisions on appeals for those students who fail to maintain
satisfactory academic progress.

GRIEVANCE PROCEDURES

A grievance is a situation that occurs in the course of the financial aid operation which causes
students to consider themselves aggrieved. The school is responsible for establishing
procedures for the filing and resolution of grievances.

A student who believes hefshe has been aggrieved may take histher complaints to the
designated school administrator who will investigate the alleged incident. If the administrator
agrees that the student has legitimate grievance, appropriate action will be taken. The student
will be notified as soon as possible of the disposition either by phone, e-mail or correspondence.
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4

e Number of clock hours enrolled; and

o The total number of clock hours to be completed in the program.

Processing Procedures

b.

Students receive the Student Aid Report (SAR) from the ED.

Students must assist in obtaining the following information for submission to the
Financial Aid Office:

All verification documents reflected on the SAR/SIR if necessary;

Completed "Postsecondary Institution/Area Technical Center Financial
Aid Application” form (FM-5467) {See Appendix 7),

Provide additional verification documentation, if needed.

. The Financial Aid Office will;

Review students' files and check the VACS System to determine if they
are renewal students or have other financial aid information on file. A
file must be prepared for new students;

Obtain student signatures on the input document for the initial FAFSA
application or for a correction if either is submitted electronically by the
school;

Assist students in correcting misinformation on the Information Review
form, Part Il of the /S/R, and will resubmit it if necessary,

Prepare the Financial Aid Award Lelters (FM-5471) {See Appendix 8);

Cross-reference documents in student files to ensure that required
forms are enclosed and the information provided appears reasonable
and consistent. If information is incomplete, unreasonable, and/or
inconsistent, additional information must be requested from students;

Verify selected files in accordance with current £D regulations;
Calculate the award based upon the current year's ED regulations by

using the Federal Pell Grant Payment Worksheet (FM-7034) (See
Appendix 9); and
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Review students’ records to determine eligibility for other types of
school based financial aid programs.

5. Disbdrsement Procedures- Role of Business Office

Disbursements are payments of funds to students. These payments will be made directly
to students in the form of a check prepared by the Institution’s Business Office. Prior to
disbursement, the Automatic Clearing House/ Electronic Funds Transfer (ACH/EFT)
Payment Request Record (FM-6826) is completed by the Financial Aid Officer with the
required information, including the amount of funds needed (See Appendix 10). The
request is submitted electronically using U.S. Depariment of Education G5 website. ED
confirms the request with a control number. Within three working days after the request is
made, funds should be available at the institution’s bank in the federal funds account.

a. Disbursements will be made two times within an award year.

b. The students will be paid retroactively for any hours completed during a previous
payment period (within the same award year) for which students were eligible for

payment.

c. Prior to any disbursement, the following must be completed for all students:

Check and verify that students have maintained satisfactory academic
progress. Review the progress report for each student for the required
attendance and academic progress;

Determine award amount for that payment period:; and

The Financial Aid Office will process the award, complete the “Federal
Grant Disbursement Authorization” (FM-6854), and transmit it to the
Business Office (See Appendix 11). Students will then be notified;

Before the grants are disbursed, the disbursement form is checked
against school records to identify other aid received:

Valid Florida Photo |D and/or current school photo ID must be shown
and verified when picking up and signing for checks; and

When the overage check becomes void, the Institution will return the
remaining funds to the appropriate Title IV account.
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Following check disbursement, a copy of the completed Federal Grant Disbursement
Authonization is returned to the Financial Aid Office. The Business Office advises the Financial
Aid Office will inform the Financial Aid Office of any checks that were not picked up by students.
Attempts to contact students who do not pick up grant checks must be documented.

FISCAL REPORT RESPONSIBILITY

1.

3.

Complete a monthly Bank Reconciliation (FM-5208) {See Appendix 12) of the Federal
Funds Account. Submit the reconciliation, along with monthly financial reports for
Internal Fund to the district office in accordance with district requirements.

Submit a fiscal end-of-year summary of transactions for the Federal Funds Account
along with the end-of-year Monthly Financial Report, Financial Aid Accounts {(FM-
6926) (See Appendix 13) and Bank Reconciliation (FM-5208) to the District Office.

Verify the FISAP application financial data needed by the financial aid office.

FINANCIAL AID DISBURSEMENT RECORDS

The Business Office maintains the following records for each student receiving Federal
Financial Aid:

1.

Original check requisitions and copies of the Federal Grant Disbursement
Authorizations are filed numerically by check requisition.

Copies of the check requisitions and copies of the Fedsral Grant Disbursement
Authorizations with Book Authorizations {FM-4013) (See Appendix 14), Tuition
Deferments (FM-5419) (See Appendix 15) and Books and Supplies Deferment FM
6809 (See Appendix 16), class schedules, tuition payment. (i.e.: cash agency charge)
miscellaneous charges, Withholding Authorization Form (FM-5423) (See Appendix
17) and any other supporting documentation for authorized charges filed alphabetically
by student.

ADMINISTRATIVE OFFICE RESPONSIBILITY

The school principals or designees are responsible for signing financial aid checks and
reviewing, approving, and submitting financial aid documents to ED and district offices in a
timely manner.

Prior to signing financial aid checks, principals or designees must;

1.

Confirm the availability of the financial aid funds in the federal bank account as
indicated on The School's G5 Payment Request Authorization.

Compare the Federal Grant Disbursement Authorization figures with the dollar check
amount for recipients of financial aid.
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Appendix 14
FM-4013-Authorization for Charge of Books and Supplies

Appendix 15
FM-5418 — Tuition Deferment

Appendix 16
Books and Supplies Deferment

Appendix 17
FM-5423 — Withholding Authorization Form

Appendix 18
School Board Bylaws & Policies - 2450

Appendix 19
Definition of High School Diploma

Appendix 20
Financial Aid Student Folder Check List

Appendix 21
Student Financial Aid and File Check List- Sample

Appendix 22
Student Verification Check List- Sample

Appendix 23
Title IV Eligible Programs
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Non-Discrimination Policy

The School Board of Miami-Dade County, Florida adheres to a policy of nondiscrimination in
employment and educational programs/activities and strives affirmatively to provide equal
opportunity for all as required by:

Title VI of the Civil Rights Act of 1964 - prohibits discrimination on the basis of race, color,
religion, or national origin.

Title VI of the Civil Rights Act of 1964 as amended - prohibits discrimination in
employment on the basis of race, color, religion, gender, or national origin.

Title IX of the Education Amendments of 1972 - prohibits discrimination on the basis of
gender.

Age Discrimination in Employment Act of 1967 (ADEA) as amended - prohibits
discrimination on the basis of age with respect to individuals who are at least 40.

The Equal Pay Act of 1963 as amended - prohibits gender discrimination in payment of
wages to women and men performing substantially equal work in the same establishment.

Section 504 of the Rehabilitation Act of 1973 - prohibits discrimination against the
disabled.

Americans with Disabilities Act of 1980 (ADA) - prohibits discrimination against individuals
with disabilities in employment, public service, public accommodations and
telecommunications.

The Family and Medical Leave Act of 1993 {(FMLA) - requires covered employers to
provide up to 12 weeks of unpaid, job-protected leave to "eligible” employees for certain
family and medical reasons.

The Pregnancy Discrimination Act of 1978 - prohibits discrimination in employment on the
basis of pregnancy, childbirth, or relaied medical conditions.

Florida Educational Equity Act (FEEA) - prohibits discrimination on the basis of race,
gender, national origin, marital status, or handicap against a student or employee.
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Florida Civil Rights Act of 1992 - secures for all individuals within the state freedom from
discrimination because of race, color, religion, sex, national origin, age, handicap, or marital
status.

Title Il of the Genetic Information Nondiscrimination Act of 2008 (GINA) - Prohibits
discrimination against employees or applicants because of genetic information.

Veterans are provided re-employment rights in accordance with P.L. 93-508 (Federal Law)
and Section 295.07 (Florida Statutes), which stipulate calegorical preferences for
employment.

In Addition:

School Board Policies 1362, 3362, 4362, and 5517 - Prohibit harassment and/or
discrimination against students, employees, or applicants on the basis of sex, race, color,
ethnic or national origin, religion, marital status, disability, genetic information, age, political
beliefs, sexual orientation, gender, gender identification, social and family background,
linguistic preference, pregnancy, and any other legally prohibited basis. Retaliation for
engaging in a protected activity is also prohibited.
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All colleges, universities, or area technical centers previously attended must be listed here. Do not include high school dual
enroliment, military schools, or intemational schools. If no schools were attended, indicate with N/A.

Attended Attended Degree
Name of School City State From To Received

CERTIFICATION STATEMENT ON REFUNDS, DEFAULT, AND EDUCATIONAL PURPOSE

| certify that | do not owe a refund on any grant or lean, am not in default on any loan, have made satisfactory arrangements to
repay any defaulted loan, and have not borrowed in excess of the loan limits, under Title IV programs, at any institution. | will
use all Title IV money received only for expenses related to my study at:

| declare that information reported in this application is true and complete to the best of my knowledge and | am aware that
this information may be subject to independent verification by this center. | am also aware that | cannot use my Pell Grant at
two schools at the same time. Dual Enrcllment using PELL is not pernitted.

Signature Student ID No. Date

FM-5467 Rev. (01-15)






FINANCIAL AID STANDARDS OF ACADEMIC PROGRESS

M-DCPS Technical Colleges, in conjunction with federal regulations, have established the
following Standards of Satisfactory Academic safisfactory Progress which must be met to receive
financial assistance.

A To make satisfactory academic progress a student must:

B.

1. Receive a satisfactory Progress Report of a minimum grade C at the evaluation period
(qualitative measurements).

2. Complete 67% of the maximum scheduled hours for which the student was enrolled.
Adjustments to this requirement may be applicable for students with verified disabilities
{quantitative measurements).

3. GSatisfactory progress will be evaluated at the and of the first payment period and prior to
subsequent payment periods if applicable.

If students fail to make satisfactory progress at the evaluation point, they will not be eligible for the
payment period following their ‘Unsatisfactory” Academic Progress Report. Students are then
financially obligated for expenses incurred until eligibility is reestablished. If students make
satisfactory progress during the next evaluation, financial aid will be reestablished.

Time Frame

Program = 900 Hours, Maximum
Time Frame = 900 Hours x 1.25 = 1,125 Hours
SAP = 67% of Maximum Scheduled Hours

Students who exceed the maximum hours of eligibility will be considered as not making satisfactory
progress and will no longer be eligible for financial aid for that program.

Appeals of Satisfactory Progress

If students are notified of cancellation of their financial aid award, they have the opportunity to appeal
such action. The appeal should be in writing and should include the following documents:

1, Letter from student describing mitigating circumstances.

2. Physician's note andfor records if the appeals are based on medical reasons.

3. Any additional supporting documents.

The decision of the committee is final. Students will receive written notification of decisions.
Reinstatement of financial aid after appeals are denied can be achieved if students attend a trimester

without financial assistance and maintain satisfactory progress for that payment period. Students may
be granted only cne appeal for the length of their program.

PAYMENTS

Awards will be disbursed in two muitiple disbursements during a payment period representing a % of the
possible hours and weeks in that academic year. Subsequent payments are contingent upon the
maintenance of satisfactory academic progress by the students. Furthermore, if students do not
complete the hours and weeks paid for during the first payment period, their subsequent payments will
commence upon completion of previous hours and weeks. Checks will be held for 20 days after the last
day of the student's enrollment for the award year. Any checks not picked up by that date may be voided.

FM-5471 Rev. (01-15)



MIAMI-DADE COUNTY PUBLIC SCHOOLS
SCHOOL OPERATIONS — ADULT AND COMMUNITY EDUCATION

FEDERAL PELL GRANT PAYMENT WORKSHEET

Name:

Student iD #:

Program Name:

Type of Residence:

Total Length of Program In Hours!

APPENDIX 9

Length of Academic Year In Hours:

First Day Of Class:

Other Dependents: (Y/N):

AWARD YEAR AWARD YEAR

AWARD YEAR

1. Cost of Attendance (COA)

2. Expected Family Contribution {EFC)

a. Total hours paid in prior Award Year {AY)

b. Previous hours attended/not eligible

¢. Eligible hours to be paid

3. Scheduled Award full-time Annual Award
taken from Pell Payment Schedule

a. For programs of at least one year
In total length, the schedule award
equals the annual award.

3a.

b. For programs less than one year, the
Annual Award must be prorated as
follows:
Annual Award
Woeeks of full time instructional program
Weeks of instructional time in academic year

s X =
36

3b.

SUMMARY AWARD

AWARD AWARD YEAR

TOTAL

TOTAL AMOUNT PAID

TOTAL HOURS TO BE COMPLETED

NOTES:

FiM-7034 Rev. (08-14)







4. Expected payments should be calculated as follows for items 4a, b, ¢, d, e, and f.

Scheduled Award (3a or 3b} X clock hours in payment period = payment for payment period

clock hours in academic year

AWARD
YEAR

DATE

/

a. Expected payment for first payment period
$ X =5
900
Eligible Hrs. = Clock Start/Stop =
Total Weeks = SAP = Qualitative

/ Quantitative

/

b. Expected payment for second payment period
S X =5
900
Eligible Hrs, = Clock Start/Stop =
Total Weeks = SAP = Qualitative

/ Quantitative

c. Expacted payment for third payment period

/

$ X =5

800
Eligible Hrs., = Clock Start/Stop =
Total Weeks = SAP = Qualitative

/ Quantitative

d. Expected payment for fourth payment period

/

$ X =$

900
Eligible Hrs. = Clock Start/Stop =
Total Weeks = SAP = Qualitative

/ Quantitative

a. Expected payment for fifth payment period

/

$ X =%

900
Eligible Hrs, = Clock Start/Stop =
Total Weeks = SAP = Qualitative

/ Quantitative

/

f. Expected payment for sixth payment period
$ X =3
900
Eligible Hrs. = Clock Start/Stop =
Total Weeks = SAP = Qualitative

J Quantitative

FM-7034 Rev. (08-14)













Miami-Dade County Public Scheols
MONTHLY FINANCIAL REPORT
FINANCIAL AID ACCOUNTS

APPENDIX 13

This report is to be filed at the end of each month or period, as determined by regulations of the Miami-Dade County School Board. It is
cumulative and the last report will constitute the annual report. Include all monies received in the school.

Note: {For ltems 1-5) (1) This figure remains constant. {2) This should be same as (4) and (3) should be same as (5).

SCHOOL REPORT FOR MONTH
DATE PREPARED
PREPARED BY
RECEIPTS DISBURSEMENTS
THIS MONTH YEAR TO DATE THIS MONTH YEAR TO DATE

FUND CASH TRANSFER | Including Transfers CASH TRANSFER | Including Transfers

1. PELL

2. 8.E.0.G.

3. Other

4. Other

5. VOIDS

8. Pell R2T4

7. Admin. Allowance

8. Interest

9. Return of Other Funds

10. Misc.
[TOoTALS

Month Year {1}||Month Year
Balance at Beginning XBOOLOOOKK H000OCOCO0LOOONOCOCOCL
4] 3) C)] (5)

| Balancing Totals — - —

Compute year-to-date totals in all Funds by adding current month transactions (including transfers) to the year-to-date totals from the

preceding month’s report,

Accounts Payable §

Interest posted for the month in the amount of §

Total interest posted year to date §

| certify that this financial report covering the period of

through

Signed

{total of all outstanding bills as of date of report.)

is correct,

Principal

FM-6926 (08-13)






APPENDIX 15

MIAMI-DADE COUNTY PUBLIC SCHOOLS
School Operations — Adult and Community Education

TUITION DEFERMENT

STUDENT’S NAME SCHOOL

PROGRAM STUDENT VACS ID. NO.

I. FINANCIAL AID OFFICE
This statement is to certify that the above named student is eligible for a tuition

deferment based on a projected award of $§ for the
Trimester.
Date - Financial Aid Office
ll. REGISTRATION/BUSINESS OFFICE
| authorize that $ for my tuition be deducted from my award.
Date Student’s Signature

I understand that if, for any reason, | don't
qualify for enough aid to cover these charges,

I will be responsible for payment of balance, if any.
Student’s Signature

Registration/Business Office

Copyto: ] BUSINESS OFFICE ] FINANCIALAID [7] BOOKSTORE [] STUBENT [J REGISTRATION

FM-5419 Rev. (02-14)



APPENDIX 16

MIAMI-DADE COUNTY PUBLIC SCHOOLS
School Operations — Adult and Community Education

BOOKS AND SUPPLIES DEFERMENT

STUDENT’S NAME SCHOOL

PROGRAM STUDENT VACS ID. NO,

I. FINANCIAL AlD OFFICE
This statement is to certify that the above named student is eligible for books and supplies
deferment based on a projected award of $ for the
Trimester.

Date Financial Aid Office

i, BOOKSTORE

Authorized Book Allowance $ Financial Aid
| authorize that $ for my books and supplies be deducted from my award.
Date Student’s Signature Bookstore Clerk Signature

I understand that i, for any reason, | don't
qualify for enough aid to cover these charges,

I will be responsible for payment of balance, if any.
Student’s Signoture

*please attach completed Autharization for Charge Books and Supplies, FM-4013

copyto: 1 Business ofrice I rinanciaLaip [ sooxsvore B stupent I ReGISTRATION

FM-6809 {03-14)



APPENDIX 17

Miami-Dade County Public Schools
School Operations-Adult and Community Education

Withholding Authorization Form

This is to certify that |, , authorize Financial Aid
Office/Business Office to withhold from my Pell Grant credit balance the following cost
for the term of school year,

Please check tuition or services for which funds will be withheld and cost of each.

AGE Tuition $

AGE Out-of State Tuition $

Other 3 Explain:

Total $

Student Name (print)

Student Signaiure Date

Copy to:
D - Business Office

D - Financial Aid
D -  Student

FM-5423 (07-13)
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Tuition is charged to this category of students.

3. Students who have a high school diploma and demonstrate functional literacy skills at/or
above the ninth grade level require specific improvement of academic or learning skills
before pursuing post-secondary education goals to obtain or maintain employment, or to
benefit from postsecondary adult vocational education programs.

Students in this category pay fees as established by the General Appropriations Act.
Additionally, the School Board may charge any additional fees authorized by Florida law or
State Board of Education Administrative rule.

4. No fees are charged to students who are fee exempt based on State law.

Students not counted for funding purposes will be assessed fees equal to, but not
exceeding, the cost of providing such programs.

Career Technical Education

1. Students enrolled as postsecondary adult vocational certificate pay fees as established by
the General Appropriations Act. Additionally, the Board may charge any additional fees
autharized by Florida statute or State Board of Education Administrative rule.

2. Students taking adult postsecondary vocational courses for personal or hobby use will pay
fees equal to, but not exceeding, the cost of providing such programs.

3. Nofees are charged to students who are fee exempt based on State law.

Career Technical Education services provided to students classified as non-resident for tuition purposes as
defined in State statute pay fees accordingly.

Financial Aid and Feel'f uition Waivers

A

Financial Aid

A fee may be assessed to postsecondary adult vocational and adult secondary students to pay in
full or in part, the fees of eligible postsecondary adult vocational certificate and adult secondary
students with demonstrated financial need. Each center will maintain doecumentation as required
by State Board of Education Administrative Rule.

Students in COE accredited centers when eligible may utilize financial aid from Federal or State
assistance programs. Financial aid information is available through the area technical center
counseling offices.

Fee/Tuition Waivers

Fee/Tuition waivers may be granted by the principal or designee when necessary to assure an
education opportunity for students who have financial needs which cannot be met by existing
sources of student financial aid and as autharized by law or rules of the State Board of Education.
No fee waivers are allowed for students taking adult vocational classes for strictly personal or
hobby use and students identified above.

School Operations will allocate such fee waivers as may be available based upon need and
requests of the various adult and area technical centers. Allocations will be made for each fiscal
year and when depleted no additional waivers will be granted unless additional funds become
available. Annual allocations may not exceed the maximum established annually in the General
Appropriations Act.

Each center receiving a fee waiver allocation shall maintain complete documentation as required
for each waiver issued.
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C. Scholarships

The Board may establish scholarship funds using donations fo help students who need financial
assistance to pay fees, who are enrolled in adult secondary, adult life-long learning, and
postsecondary adult vocational education programs.

D. Deferred Fees/Installment Payments

1. Deferred Fees

Fees for students qualifying for and receiving grants, loans, or scholarships or for whom fees
are being paid on their behalf by an employer, association, or governmental agency may be
deferred. Students for whom or from whom deferred fees have not been collected by the end
of the trimester in which they registered will not be allowed to register for subsequent
courses until all financial obligations have been met.

2.  Installment Payments

Students in need of installment payments may pay fees for regular courses through an
installment payment schedule if they register before the beginning of the course, before the
trimester or within twenty-one (21) calendar days of the beginning of the term.

At least 1/3 of the fee must be paid at the time of registration. All fees must be paid no later
than the end of the sixth week in the trimester. Fees must be paid in one lump sum when
students register on or after twenty-two {22) calendar days after the course or trimester has
begun.

Disposition of Fees Collected
A.  All tuition collected will be forwarded to Treasury Management.

B. All other monies collected at adult education centers shall be properly receipted and deposited
directly into the center's internal funds.

Community Based Non-Profit Organizations (CBOs), Public Agencies, and Private
Businesses

The District may enter into affiliating agreements with community-based non-profit erganizations (CBOs), public
agencies, and private businesses that may wish to provide unique classroom or laboratory instruction that will
significantly enhance the employment opportunities of students enrolled in these programs.

Private Sector Instruction

Private businesses/agencies may request adult vocational or basic education classes that qualify for Workforce
Development Education Funds but do not have sufficient enrollment to support the class/program. The District
may cooperate with these businesses/agencies through an agreement approved by the Superintendent where
the business/agency will pay the difference between projected workforce Development Education Funds
eamed and the actual program cost. All other fees applicable in this palicy shall be contracted prior to the
operation of such a class/program.

Self-Supporting Classes

Students enrolling in non-reimbursed classes will pay a fee to cover the cost of instruction. The amount will be
variable depending on the expense for offering the course. In all instances, the salaries, fringe benefits, and
supplies furnished will be included in the costs.



The Superintendent shall develop and implement administrative procedures to make schools available to
citizens of the District for these purposes and to implement this policy.

F.S.1003.435, 1004.83, 1004 94
Revised 8/6/14

© Miami-Dade 2014






APPENDIX 20

Financial Aid Student Folder Checklist Menu

The following are recommended forms and documents that may be inciuded in a
students’ file folder depending upon the financial assistance being provided by the
school. Financial Aid Officers can use this menu to develop a checklist of required
documents to support the eligibility criteria and need of financial assistance for their
students (See Appendix 21). These are not all inclusive and schools should only
include items specific to their programs and services. Please be advised that student
records are confidential and all M-DCPS personnel must adhere to federal, state and
district policies and procedures governing this matter.

Pell Grant File Folder Chart

Copies of Student’s Driver License, U.S. Passport, U.S. Birth Certificate or Certificate of
Naturalization, or U.S. Resident Card- (verification process if applicable)

COD-Pell History Lifetime Eligibility Used History
Federal Pell Grant Payment Worksheet- FM 7034
Financial Aid Award Letters- FM 5471

Florida Public Postsecondary Career Education Student Assistance Grant (FSAG)
Disbursement Eligibility Report Printout- if eligible

High School Diploma or GED Diploma or Official Transcript from an accredited
institution

Identity and Statement of Educational Purpose FM 5415

Institutional Student Information Record (ISIR)

M-DCPS -Books and Supplies Deferment Form- FM 6809

M-DCPS- Financial Aid Application FM-5467- (If required by school)

M-DCPS -Tuition Deferment Form -FM 5419 |

Missing Information Request Form- FM 6848- (Verification Process if applicable)
Professional Judgment Documentation- (if applicable)

Program Withdrawal/Termination dates- Gradebook/DIYH

Registration Information You Are Required To Know- FM-6827

1



Return To Title IV- R2T4 Worksheets- (If Applicable)
Student Information/Biographical Display from VACS
Satisfactory Academic Progress Form- FM-5431

VACS Printout- Fees by Course
VACS Printout Waiver/Agency Billings

Verification Worksheets- depending on the Verification Tracking Groups Requirements-
(if applicable)

Vocational Tracking System Printout- if applicable
Withholding Authorization Form- FM 5423

District Financial Aid Program (DFAP) File Folder Chart

Career Technical Educational Program Progress Chart- (if applicable)

Financial Aid Application — FM 5467

ISIR/Institutional Student Information Record- Evidence of FASFA Completion
Program Training Plan- (if applicable)

Signed and approved DFAP/FEE Waiver Application- Form FM 6498

Student Schedule DisplayVACS Printout

TABE TEST Testing Data Printout from VACS

VACS Printout Waiver/Agency Billings PF7 from Student Schedule Display

Vocational Tracking System Printout- (if applicable)

Fee Waiver File Folder Chart

Career Technical Educational Program Progress Chart- if applicable

Evidence of Unemployment Compensation
Financial Aid Application FM-5467

Gradebook Student Attendance Detail-Data In Your Hands Printout

2



M-DCPS Satisfactory Academic Progress Reports FM 5431

Notarized Statement of Income

Program Training Plan- (if applicable)

Signed and approved DFAP/FEE Waiver Application- Form FM 6498

Signed Income Tax Returns

Supplemental Nutrition Assistance Program (SNAP) feod stamp authorization
Student Schedule Display/VACS Printout

Vocational Tracking System Printout- if applicable

Vocational Student Attendance Summary-Data In Your Hands Printout

W-2 Forms



SAMPLE APPENDIX 21

STUDENT FINANCIAL AID FILE CECKLIST

ACADEMIC YEAR START DATE

[0 SELECTED FOR VERIFICATION O NOT SELECTED FOR VERIFICATION

STUDENT NAME STUDENT ID

[0 FINANCIAL AID APPLICATION

[0 VALID ISIR CR SAR

O DOCUMENTATION LOG

] FEDERAL PELL GRANT PAYMENT WORKSHEET

O AWARD LETTER COPY

0 REVIEWED NSLDS HISTORY ONLINE AND ADDED STUDENT TO TRANSFER MONITORING
] RECORDS OF UNTAXED INCOME, SUCH AS WELFARE/AFDC/ADC, SS BENEFITS, ETC.
[0 PROFESSIONAL JUDGEMENT DOCUMENTATION (if applicable)

[0 VERIFICATION WORKSHEET it applicable)

O IMMIGRATION STATUS/RESIDENCY DOCUMENTATION

[0 FEDERAL TAX FORM FOR BASE YEAR (1040-1040A-1040EZ, IRS TRANSCRIPT)

[0 SNAP DOCUMENTATION ¢ applicable)

[ STUDENT RECEIPT FOR FEDERAL AID DISBURSED

[0 SATISFACTORY ACADEMIC PROGRESS REPORT (SAP)

O WITHDRAWAL / TERMINATION / WORKSHEET (Return of Titte Iv if applicable)

[0 RETURN OF TITLE IV CALCULATION FROM FAS (# applicable)

0 ACADEMIC CALENDAR

FOLDER CREATED BY




APPENDIX 22

Verification Checklist (sample)

The items checked below must be submitted to complete the verification of information
entered in your FAFSA application (Pell Grant students only). All information may be
subject for verification depending upon the comments on your Institutional Student
Information Record (ISIR) or your Student Aid Record (SAR),

2013 Original IRS Transcript and your 2013 Tax Return with your W2

2013 Original Parent’s [RS Tax Transcript and 2013 Tax Return/With W2

Completed Verification Worksheet — Yellow Form (signed by parent)
Copy of High School Diploma/GED and high school transcript*
Verification of High School Diploma, if obtained out of the U.S.
Child/Children’s Birth Certificate/s

Original Certificate of Citizenship or Naturalization

Proof of SNAP benefits (food stamps)

U.S. Passport

1-94 Card

Resident Card

Florida Driver’s License

Proof of Child Support

Proof of Legal Guardianship

Proof of dependent or ward of court since turning age 13

Proof of Homeless status (letter from shelter)

Status Letter from Selective Service

Correct FAFSA (“Make Corrections” for the 2014-2015 FAFSA)
Notarized Letter from an adult that provides the majority of your support for 2013 to the

present. This is necessary for independent status students only that are unemployed and
receiving support from a friend or family member.

Student’s Signature Date:




APPENDIX 23

TITLE IV COURSE | StateCIP | CLOCK | Federal CIP
ELIGIBLE PROGRAMS NUMBER CODES HOURS CODES
Accounting Operations B070110 | 0552030202 900 | 52.0302
Administrative Office Specialist B070330 | 0552040103 1050 { 52.04011
Advanced Automotive Technology 1470604 | 0647060406 2400 | 47.0604
Air-Conditioning, Refrigeration and Heating
Technology 1470203 | 0647020106 1350 | 47.0201
Air-Conditioning, Refrigeration, and Heating
Technology 1 C 400100 | 0647020107 750 | 47.0201
Air-Conditioning, Refrigeration, and Heating
Technology 2 C400200 | 0647020108 600 | 47.0201
Aircraft Power Plant Mechanics 1470622 | 0647060800 1440 | 47.0608
Aircraft Airframe Mechanics 1470612 | 0647060700 1440 | 47.0607
Applied Information Technology Y300400 | 0511010302 600 [ 11.0103
Applied Welding Technologies 1480500 0648050802 1170 | 48.0508
Architectural Drafting 1480112 [ 0615130302 1900 | 15.1303
Automotive Collision Repair and Refinishing 1470603 | 0647060300 1400 | 47.0603
Automotive Collision Repair and Refinishing 1 T400100 | 0647060303 750 | 47.0603
Automotive Collision Repair and Refinishing 2 1400200 | 0647060304 650 | 47.0603
Automotive Service Technology 1470608 | 0647060405 1800 | 47.0604
Automotive Service Technology 1 T400700 | 0647060411 1050 | 47.0604
Automotive Service Technology 2 T400800 | 0647060412 750 | 47.0604
Aviohics 470189 | 0647060803 2120 | 47.06809
Avionics 1 T640100 | 0647060900 1400 | 47.0609
Avionics 2 T640200 | 0647060901 720 | 47.0609
Building Construction Technologies 1460401 0646040102 1050 | 46.0401
Commercial Art Technology 1480203 [ 0650040208 1500 | 50.0402
Commercial Foods & Culinary Arts N100500 | 0412050312 1200 | 12.0503
Commercial Vehicle Operations** 1490205 | 0649020500 320 | 49.0205
Computer Systems & Information Technology
(CSIT) Y100200 | 0511090107 800 | 11.0801
Cosmetology DS00100 | 0812040102 1200 | 12.0401
Dental Assisting H170106 | 0351060112 1230 | 51.0601
| Digital Media/Multimedia Design K100200 | 0609070208 1050 | 09.0702

Rev 12/14









