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Mission Statement

The mission of the Western Area Career & Technology Center is 1o provade the succesiful acquisation and
expansion of technical skills for a posative, quality education in a safe and secure environment leading to post-
secondary education and‘or sustainable employment for owr stedents.

Accreditation

The Western Area Career & Technology Center (WACTC) is aceredited by Middle States Association of Colleges
and Schools, The cemficate of aceraditation i on ke in the office of the Adult Educanon ﬁupcn'lu:-r.

All programs are approved by the Pennsylvania Department of Education. Documents to verify the approval
status are on file in the Adult Education Supervisor's office and may be reviewed upon request.

The Practical Mursing program is also approved by the Pennsylvania State Board of Mursing, P.O. Box 2649,
Harrisburg, PA 1 7105-2649 {wyw dos siate pausy. The Practical Nursing Program is a member of the MNational
|.ng¢ of Hul’e{illg

Program Length

Addult Educateon Programs are formal faculty guided programs. The individual programs may vary in length and
be full or part time.

NON-DISCRIMINATION POLICY

It is the policy of the Western Area Career & Techmelogy Center not to discriminate on the basis of mce, color,
religion, sex, national origin, age, physical handicap, disability, or limited English proficiency in i educational
JCRIanG, w.:l!i'. il'u.'x. ar mnph}-:.ﬂu.':ul |:n,'-|||.::i:-_'._ :hl.d. [u'vl.'il.!us uqu:l] BEOESS 1 the I!-d'ry Rl.'mqlls and o’llu,.-: i].l.',‘.\ii:l.‘lilll,"(l.
youth programs, as required by Title IX of the 1972 Educational Amendments, Title V1 of the Civil Rights Act
of 1964, Section 504 Regulations of the Rehabilitation Act of 1973, the Boy Scouts Act, and the Americans with
Disabalities Act,

For information regarding services, activities, programs, and facilities that are sccessible 1o and usable by
handicapped persons, or for inquiries regarding compliance with the above non-discriminatory policies, contact
[, Denmas 1 ?du.-{'mﬂu_.-_ Executtve Darector and Title IX, Tile VI, Sectnon 504, ADA, and ﬁil.ﬁ.:tp.' & Sm:mh:.'
Coordinator, Coordinator, Western Area CTC, 688 Western Avenue, Canonsburg, PA 15317 or telephone (724}
746-2890 or to the Director of the Office of Civil Rights, Depantment of Health, Education and Welfare,
Washingron, D.C,



FINANCIAL AID STUDENT HANDBOOK

The administration and faculty of the Western Area Career & Technology Center believe that education i a
farmily mvestment. Therefore, the primary responsibality for financing a student”s eduecation rests with the student
and the student’s family, Fnancial oid from federal snd state institutions and other sources is imtended 10
supplement, not replace, family resources. The Financial Aid Officer strives 1o assist qualified students needing
financial asistance in obiaining aid to meet the econpmic responsibilities o atend school, The application
process outlining the steps needed to apply for aid 15 located ot the end of this handbook.

Financial Aid Resources for Qualified Students

Western Anea Career & Technology Center participates in vanous federal, state, and local financial aid programs.
The purpose of financial aid 15 o provide assistance to studemts of financial oeed who, without financial aid,
would be unable to pursee an education. Listed below are the Financial Asd resources available 1o stodents who
qualify.

* Federal Pell Grant
#  Federal Direct Stafford Loan Program
Subsidized Stafford Loan
Unsubsidized Safford Loan
Federal Direct PLUS Loan
# Sallie Mae - Carcer Training Sman Option Student Loan
hupsz/woww splliemae, com. stsdent-loans carcer-araining-sman-option-sudent-foan!
1-877-279.7172
# PA Forward Smdem Loans
nkfps.. w
1-844-723-6793
# Weteran™s Education Assistlance
AW i I W
(1-888-442-4551)
MyCAA
Slmveasamili i
Wshmgton CareerLink
Fayette CareerLink
Locate vour Local County CareerLink Office an: www cwds. state pa us
Office of Vocational Rebabilitation

YYYY

(1-800-T62-6306)



Federal Student Aid Eligibility

Each applicant for Federal Financial Assistance must complete and submit the Free Applicaiion for Federal
Student And (FAFSA)D for processing.  The FAFSA 15 avalable on-line at www fafsaed.gov, A paper copy can
be downloaded from the www fafsnod gov  website by selecting the FAFSA Filing Options tab located on the
homepage or obiained by contacting the U5, Department of Education ar 1-800-433-1243, Smdents attending a
program thal croases over into the new award vear which beging July | of each vear will most likely need 10
complete a renewal application annually.

Each applicant must meet the following minimum eligibility requirements in addition 1o demonsirating need. He
or she mus:

1. Have a high school diploma or a recognized equivalent (e.g., General Educational Developmen (GED)
cenificate), have completed a high school education in a home school sening that s approved under or
otherwiss meets applicable state law; of be enrolled i an eligibility career pathway program that meets one
of the approved “ability-1o-benefil™ altematives.

[

Be enrolled or accepied for enrollment as & regular student in an eligible degree or certificate program.
Be a U5, Citizen or Eligible Mon-Citizen.

Have a valid Social Secunty Mumber, subject to certain exceptions.

Maintain Sanisfaciory Acadenac Progress,

Maimtain Satisfactory Attendance

Be registered with Sclective Service, if reguined.

8. Have a financeal aid ranscript on file, if required.

HOE M e s

9. Sign the cenification staternent on the FAFSA swating that he or she is not in default on a ficderal soedem
loan and does not ewe money on a federal student grant and that e of she will wse federal student aud only
for educational purposes.

# If a student is in default on a previeus stedent loan or owe an everpayment to the US, Depariment of
Education, he or she must resalve the default o overpavment prios to being eligible 1o receive aid.

Students that are ineligible for federnl aid, are encournged to complete the FAFSA because they may be eligible
for nonfederal aid from private institutions, IF a student regains eligibility during the award year, he or she should
notify the financial aid administrator immediately, [f a student is convicred of a drug-related offense after
submitting the FAFSA, the stedent might lose eligibility for federal student aid and might be lable for returming
any financial aid received during a pertod of ineligibility.

Drrug-Helnted Offenses

The Higher Education Act of 1965 {(HEA), as amended, suspends aid eligibility for students who have been
convicted under federal or state law of the sale or possession of dnugs, if the offense occumred during a period of
enrollment for wlich the studen was receving federal student aid (grams, loans, andior work-study), When
completing the FAFSA form, students will be asked whether they had a drug conviction for an offense that
occurred while they were receiving federal student aid. 17 the answer is ves, studems will be provided a worksheet
1o help determine whether the conviction affects thear eligibility for federal studem aid.

Pell recipients, as a condition of their Pell Grant, will not engage in the unlawful manufactere, distobetion,
possession, or use of a controlled substance during the period covered by their Pell Grant. Under these provisions,



How Financial Need is Determined

Exeluding the Direct PLUS Loan, the FAFSA is used 1o determine what sources and amount of aid siudents are
eligible to recerve through the Studem Financial Aid Programs:

Financial need is determined using the student’s and parenis’ (if applicable) financial information specified on
the Free Application fior Federal Student Awd (FAFSA), FAFSA on the Web, or the renewal FAFSA, il the student
applied for aid last vear, The application was created 1o determine the student’s need for the Federal finoncial aid
programs. The WACTC also uses this information in awarding need-based financial aid from institational and
private funding sources.

The informateon provided on the FAFSA is processed wsing a formula established by the U5, Congress, which
calculates the Expected Family Contribution (EFC), which is the amount a student and his or her family are
expected to contribute wward the education, Please note: The outstanding balance of the bill and the EFC may
differ. Stiedents are responsible for the outstanding balance. The federal processor will send this information 1o
the student on his or ker Student Aid Repont (SAR) which also serves as an acknowledgment that the application
was processed.  Students may receive this acknowledgement electronically (known as an e-3AR) via email. The
federal processor also elecrronkeally transmits the analysis of the data submitted 1o each of the instingions
specified on the FAFSA

Each school determines how much it will cost to attend school, including wition and fees, books and supplics,
ropm and board, personal expenses, and eansportation expenses,  This is called Cost of Anendance or cost of
education and is unique 1o each school. This is one reason students may be eligible for more financial aid at one
school than anodher-it may cost more to attend ancther school. The Cost of Anendance at the WACTC is based
upon research done by school staff members who review the cosis annually to ensure that they are realistic,

To determine financial nead, EFC is subtracted from the Cost of Attendance as shown in the example provided
below. Cost of Attendance (COA) - Expected Family Contribution (EFC) = Financial Need

Example: Mark is a student who is emiering his first vear at WACTC for 2009-2000. Mark filed his FAFSA
using his and his parents” information, since be is o dependent studenl. When he received his SAR, the EFC
was listed ai 54,800, We determing his financial need by ihe following figures,

Cost of Attendance (C0A) L1300

= Expeeicd Family Contribation (EFC) =450

=Financial Meed 5 8300
Conflicting Information

Conflicting information must be comected before any Pell Grant or Subsidized Stafford boans (SSL) can be
processed for payment. This is done by resubmitting a corrected SAR online or by electronically correcting the

1SIR through the financial aid office. Pell Grant or 551 applications will n his school until
all the requered information is received by the Financial Aid Officer,

Special Circumstances

Although the process of determining fnancial aid eligibilivy i basieally the same for all applicans, there is some
flexibaliny in specific circumstances. 11 a stwudent’s family experiences a change in income due to an unusual
circumstance (loss of job or reduction in howrs, separation or divorce, death in the immediate family), the snedent
should contact the Office of Financial Aid regarding the situation. 1t may be possible 1o reevaluate financial aid

eligibality,



Satisfactory Academic Progress

A student must maintain satisfactory academie progress (SAP) and have satnsfactory attendance in order 10 remain
eligible to receive fideral financial ad, Satsfactory progress amd attendance regulations are defined within the
handbook provided for each specific program and coniain qualitative (time-based) and quantitative {grade-based)
criteria. There will be an academic progress evaluation at the end of each payment period for studems in programs
Insting one vear of less. For all other programs, there will be annual reviews that correspond with the end of a
payment penod.

It is the responsibility of the sdent 1o stay informed of WACTC's SAP standards and 1o monitor their oon
progress. Financial mid assistance will be impacted for students who finl to meet one or mose of the SAP standards.
Students may be given a waming, placed on probation or will have their cither delayed or cancelied. Some may
be required to repay all or part of the funds received. Contact the Financial Aid for the complete SAP policy and
procedures.

Cumulative GFA

The GFA required by a stisdent 1o maintain satisfsctory academic progress s determined by the student’s program
of enzollment, i.c. a student must maintain 75% or better course grade average or a student must maintain a 2.0
GPA. Please consult the specific program”s handbook for the program”s required GPA,

Attendance Requirements

Students lose financial aid eligibility if absences acerue to 10%% of the Academic Year. Atendance is monitored
for finamcial aid eligibility.

Maximum Timelrame

Studems may continue 1o receive their financial aid as long as they maimain the abality to complete their traiming
within imeframe not o exceed 150% of the scheduled program time. For example, a full-time student envolled
in a carcer and technical program which is designated as 26 weeks in bength must complete this program within
39 weeks,

Academic Year Definition

The Western Arca Carcer & Technelogy Center®s definition of an academic year is 26 wocks 900 clock hours,

Advanced Placement

Sudents receiving advanced placement are eligible 1o apply for financial aid, but will have their financial aid
processed based on the remaining coursework requared 1o complete the program, Stsdents receving mdvanced
placement of Tess than one academic year will enter as a grade level 1 student with the ability 10 advance 10 grade

level 2. Swudents receiving advance placement equal to one academic vear will enter the program at grade level
5

Grade Level Advancement

All students enrolled in programs that are more than one acadernic vear in length are eligible for more than one
academic year of financial aid. Upon successful completion of the first academic year, students are eligible o
bomow additional pro-rated Stafford Loan funds at Grade Level 2 and receive additional grant assistance if
crossing into a new Federal Fiscal vear of have remaining grant eligibility in the current Federal Fiscal year. All



Verification Policy

Verification is a process where the financial aid officer must venify that information reported on the financial aid
application is true and correct. Applicams are selected for venfication at random by school officials or through
computer edits by the Deparmient of Education. Applications selected for verification by the Department of
Education are ﬂ:ggod with an **" next to the EFC mumber on the Student Aid Report (SAR) and the student 15
notified of selection in Pan 1 of the SAR as well as by a letter from the school. Applications selected by school
officials will not have an “** pext to the EFC 2o these snudenis will be notified of selection by a lenter from the

schaa] only,
Specific ibems to be verilied include, but are nof necessarily limited to:

1. Adjusted gross incomss (AGI)

E LS, Incoms: Tax pad

1, Income Eamed from work

4. Untaxed Pomions of IRA Distributions

5. Untaxed Portions of Pensions

&, IRA Deductions amd Payments

T. Tax Exempi Interest Income

5. Education Crodils

9. Oiber Untaxed Encomse

10, Bumbsr of Houschold Members

11, Mumber in Callege

12, High School Completion Staius - MWarst sndurif fo school veriffoble decammenimiion af kigh shosl
camipletion or s equivalens,

12 Identity Stanement of Educational purpose — Kequired to be provided in person by the siudent fo an
auetharized efficial at the schood, The student must present o valid gevernment-ivmed phote [0, swch es
bk irol Nimeited e a deiver's Heense, orher state-issued T, o passpart, de.

The Financial Aid Officer will notify all students selected for Verification detailing what specific FAFSA ems
from above must be venfied and all supporing documentation that must be completed, signed and retumed 10 the
schaal, In the event the student 15 selected for Venficatson of stem 13 above, the student 15 respuared to repon o
the school in person with appropriate 1D, to sign all necessary documentation. Students who are unable to appear
in person must notily the Financial Aid Officer to obtain appropriate forms that must be completed in the presence
of a Motary, The original notarized Statement of Educational Purpose form must them be provided to the school,

Students are required to provide all Venfication documentation as specified in letter within 30 days of receipt of
notice. Late applicants may be provided a shorter time period in which they misst retum required documentation
in order for venification to be completed and aid processed prior to the ensd of their award year or program,
whichever i= earlier. Failure 1o meet this deadline will result in non-payment of awards for Pell, and loans will
not be originated. Stwdents will be responsible wo pay all mwition coss.

IF comections need 1o be made to the SAR, the schoal will mike the required changes and the student will be
notified in writing of the changes made on an updated SAR sent to the student from the US Department of
Education. No payments for federal student aid will be made until the updated ISIR/SAR is received by the aid
office. Srudens will be notified by the school in writing of award changes within 30 days of receipt of all required
verification documentation.

The venification process is complete when all sizned documents are reviewed by the aid officer and a valid
ISIRSAR is submitted so the aid office,

Students requesting a review of their application due 1o special circumstances whose FAFSA application was
selected for verification must complete the venfication process before the school can make any changes or
adjustments to the students’ cost of attendance or 1o the vitlues of the data items required 1o calculate the EFC.



Federal Pell Grant (FAFSA application)

Federal Pell Grants provide the “foundation” of financial asd w which other assistance may be added. Pell Grants
provide money For tuition that docs not have to be repaid unless a student withdraws from school and 15 determined
10 owe a refund. The U.S. Depanment of Education determines studen’s eligibility for this source. A studens
canmol recerve a Pell grant if he'she already holds a bachelor's degree.

Students that qualify for a Pell Grant for 2019-2020 can currently receive between 5657 1o 56,195 annually
depending on their family income and cost of education. Although Pell Grant awards are paid through the
schaad, eligabaliny and the actual amount of the award is determined by the U5, Depanment of Educanon
through the completion of the FAFSA application and the student’s program of enrol lment.

The FAFSA application award vear begins July | and ends June 30, Smdems anending the pan-time LPN program
{or any other any program that begins before June 30 and crosses over into the next award vear beginning July 1)
will complete two FAFSA applications, one for the current award year and one for the upcoming award vear,

Federal Direet Stafford Loan Program

The Federal Direct Stafford Loam is a guaranieed stedent boan (only in the student's namie). In order 1o obsain the
Federal Direct Stafford Loan, all first-time borrowers mast indicate on their FAFSA application that they want teo
take & sudent loan AND complete the Federal Direet S1afford Loan Master Promissory MNete (MPN). This note
is valid for a period of 10 years,

Drirect Stafford loans are monies that students ane eligible to bormow while attending school that must be repaid.
#  The student is the bormower,
#  Smdent has up 1o 10 years 1o repay the loan depending on the size of the student’s debe.
»  Amount borrowed is based on the student's academic level at the time the loan is processed. If the
snsdent receives other financial aid, the loan amount may be less.
The loan MUST BE REPAID 10 the US Department of Education.
Payments are deferred while students are anending schaol,
Studems begin the repayvment period s1x months following graduation or date of withdraw,
During the repayment period, under cemain eircumstances, the U5 Depanment of Education may
grant deferments, forbearances, or cancellations. A list of deferments and cancellations is provided
at the time the student signs their Master Promissory Note.
®  The school can refise to certify a student's loan application OR certify the loan for an amount less
than the student would otherwise be eligible. The school must document the reason for its action and
explain the reason 1o the student in witing. The decision of the schaol is final and cannot be appealad
to the U5, Depantment of Educatzon,
& A student can receive a subsidized and unsobsidized loan for the same period.
Fees of up 10 4% may be deducted from the total loan amount at the time of disbursement,
= Loan funds are disbursed in at beast 2 installments

" 8 8 8



Federal Direct Stafford Loan Entrance Counseling

The Federal Government requires that all first time Federal Siafford Loan bormowers complete an entrance
counseling session before they receive any loan proceeds. This session is designed 1o provide the borrower with
impsortant information about the Federal Seafford Loan pragram, including a stadent’s righes and responsibilities
as A bormower,

It 15 miportant that cach student complete this sesseon as soon as possible. Students may not wse their loan as
credit against student®s bill until this requirement 15 satisfied. Disbursement of loan funds will not eccur before
this session is completed. Upon successful completion of the required Loan Entrance Counseling, students will
have the epporunity te prant a Confirmation page that they can keep with thear reconds,

The counseling session is provided through a link on the U8, Depariment of Education's Direct Loan website--
hreps Vstdentboans gov, However, there are some specific issues of which every student should be aware, Federal
Stafford Loan borrowing levels are broadly defined on the Department™s web sile by the student's year in schoal,
Atthe WACTC, a student’s year in school is specifically defined by the number of hours the student is scheduled
to attend at the time of loan processing, Borrowing levels are described in the Loan Limits section of this
handbook

Federal Direct Stafford Loan Exit Counseling

The Federal Govermment requires that all Federal Stafford Loan borrowers who withdraw or graduate complete
an ex it counseliig sesstan, This session is designed 1o provide borrowers with important infommataon regarding
rights and respensibilities as well as repayment informatson, Exit Counseling 15 also a graduation sequirement for
all programs and MUST be completed before stuodents complete their program of enrollment.

Exit counscling s required when stedents graduare, leave school, or drop below half-ume enrollment. Exat
counseling provides impartant informatzon stedents need to prepare to repay their federal student boan(s). At the
end, students will need to provide their name, address, e-mail address, and telephone number for their closest
living relative, two references who live in the U5, and cwrrent or expected emplover (if known). Useful
information o have in order to complete this session is any detagls on their financial ad, cument or expected
incoime, and living expenses.

This session is provided through a link on the Federal Smdent Aid website 2t www studentloans o,

Students should receive repayment information from their loan servicer approximately 3 months afier they leave
school, IF you do net receive this information, it s your responsibility to contact yvour servicer beflore the
end of your G-month grace perisd to arrange for the repayment of your loan, It o iniportant that students
plan for the repayment of their loans. Students will have the opporunity to estimate their monthly payment as
they proceed through the online exit counseling session. IT you don't know your outstanding Stafford Loan
balance but know who vowr lean is serviced through, you can contact them directly o receive your
outstanding balance, IT you do not know the name of your loan servicer and'or guarantor, you may search
using the National Student Loan Data Services website at: www.nsldsed.gov.

At the end of the session, studemts will be asked to complete a Stadent Information Form. Stdents mst provide
all required information. When required information has been entered and it has been accepted, students will
receive a congratulations page stating that they have successfully completed their exit counseling. Students will
also receive an e=mail confirmntion upon completion tha they should maintain for their records. At this poing,
students have successfully completed the session and their information s avialable to the Office of Fiancaal Aad.



Federal Subsidized Stafford Loan

Eligibility for & Subsidized Stafford Loan is based on family income and financial nesd established by standards
set foath by the federal government. The federal govermment subsidizes the interest on behalf of the student by
paying the interest for the student during the deferment period (or period of enrollment) if the family meets the
federal income and fimancial needs standards. The maximum subsidized loan eligibility for the first academic year
15 33,500, These loans must be repaid and payments are deferred (or payments are put off) while students are in
school and during a six-month grace period students are given afier completing or discontimuing study. The
Consolidated Appropriations Act of 2012 has eliminated the subsidy payment (the payment of interest) duning
the grace period for leans with a first disbursement on or after July 1, 2002 and before July 1, 2004,

= Effective July 1, 2009 to June 30, 2020, interest on Federal Subsidized Stalford Loans is a fixed rate of
4.51%

Federal Unsubsidized Stafford Loan

The Unsubsidized Stafford Loan provides an opportunity for stedents to benefit from the low interest cost of the
loan program. These loans are monies that sudents are eligible to bommow while attending school that must be
repaid, Benefits of an Unsubsidized Loan are extended 1o other eligible applicants who fail 1o meet the federal
income amd financial need standards. The Unsubsidized Loan can be ssued for the full amoant of eligibshity or in
combinatien with a subsidized loan. On any portion of the Unsubsidized Loan the interest must be paid by the
stdent on a quanerly basis while the studen is enrolled in school, or the student can ebect 1o capitalize the interest
during the deferment period. These Joans are deferred (of payments are put off) while sudents are i school and
during & six-menth grace period students are given after completing or discontinuing study

=  Effective July 1, 2009 ta June 30, 2020, interest on Federal Unsubsidized Stafford Loans is a fxed
rate of 4,537

Federal Direct PLUS Loan

Parent PLUS lpans are available wo paremts of dependent students 1o assist in meeting the costs of education,
Paremts are urged 1o apply for the PLUS Loan sowrce of funding before submitting additional lean applications,
I mamy sitaations, the combination of maximum Stafford Loans and PLUS boans will meet most of the financial
need of the student. Repayment of the FLUS loan principal and interest begins within 60 days after receipt of the
loan proceeds. Parents can elect 1o have the PLUS loan placed into forbearance until the student completes their
fraining,

= Effective July 1, 2009 ta June 30, 2020, interest on Federal Direct Parent PLUS Loans is a fixed rate

of T08%
Differences between the Federal Subsidized and Unsubsidized Stafford Loans

Federal SUBSIDIZED Stafford Loan Federal UNSUBSIDIZED StalTord Loan

Eligibility is based on financial moed. Eligibalaty is NOT based on financaal need.

The Federal Government pavs the interesi on the loan as | The Federal Govermment DOES NOT pay the interesi
long as the siademt emrolled. The Conselidsied | on the boan. Inlerest is charged from the time the loan
Appropnations Act of 2012 has elimsinated the subsidy | is disbursed unil it is paid in full. The student has two
| paymenl {the payment of interest) during the grace period | options i the repayment of the interest. [t can be paid



Financial Aid Package

Omee the Financial Aid Officer has received a student’s FAFSA resulis and other required forms, a financial aid
package is developed based on the student’s financial need. At this tme the Office of Financial Ad will package
the student™s aid and issuwe an estimated financial aid leter outlining the financial aid incleded in the package.
Sudents who receive additional assistance from any additional sources are required to notify the Office of
Finanscial Asd immediately,

Financial aid awards may be modified at any time during the award year due 1o the sitoations listed below:

*  Failure to maintain Satisfactory Academic Progress.

= Any change in status (including grade level, program study or credit hours atempted).

+ Receipt of addinonal funding not listed on the award letter such as PHEAA State Grant, private
scholarships, vocational rehabilitation assistance, veteran benefis, Pennsylvania EAF, PA Tip, wition
wavers, employee Wition assistance, et

*  Previously submitted inaccurate, incomplete or conflicting mfermation

Students will be notified of changes to awards.

Dishursement Policy

Federal Pell Grants and Stfford Stedent Loan procesds must be disbursed to students in multiple mstalbments.
Dhsbursements of these funds are made in penods of enrollment termed Pavment Penods. The first payment
peried begins at the star of training and ends when the siudent successfully completes one half of the scheduled
academic vear al which time the second pavment period begins.

The first disbursement of PELL Grant fumds are transferred electronically to the school and credited directly 1o
the siudent’s wition account. FELL Grant paymenis generally arrive within the first 30 days of iraining.

The first disbursement of student loan funds occurs after a student has been enralled for 30 days. To be eligible
for the second disbursemnent of grant and loan procesds stodents MUST maintain satisfactory academic progress
as defined in the program’s handbook and MUST have successfully completed one half of the program's scademic
wear, Failure to meet these standards will result in financial aid funds being either delayed or cancelled,

Student Loan disbursements are transferred electronically to the school and credited directly to the student’s
tuition account. When the school miniates the disbursemen, the elecironic wansfer of funds 1akes one 1o three
busimess davs 1o complete. Students are nodified in wrting when loan disbursements have been posted 1o their
aocount. Students then have 30 days in which they can cancel all or a part of the loan.

Scholarships and payments from other sources, such as a students employer, a student's parent, or other, are
posted 1o the sudems’ accounts as they arrive a1 the school,

If a1 any time a student’s acoount is overpaid creating o credit balance afier all twition and fees are paid, the credit
balance will be refunded to the student in the fiorm of a check from the school. This process will occur within 14
days after the funds have been received by the school, in sccordance, with federal regulations. Swdents can elect
1o have their credit balances returmed 1o the bender to reduce loan debt or held on account for a future witkon bull,

In the case where a student’s financial aid disbursements does not cover the total cost of the program, the student
is responsible for paying the batance owed 10 the scheol, Acadernic Year 1 must be paid in full before a studem

miy move mio Academic Year 2,



Overpayment of Federal Student Aid

An overpayment 15 created whenever the student receives FSA funds that exceed hisTer eligibility. Over awards
are one cause of overpayments: overpayments can also be caused by misreported FAFSA information,
miscalculated costs or EFC, payments to an ineligible student, or payments in excess of grant or loan maximums.

In the case where the schoal is liable for the over pwand, the school will immediately restore an amount equal 1o
the overpayment to the appropriate Federal Stwdent Aid (FSA) sceount, IF the restoration of the overpayvment
leaves a balance due to school from the student, the student will be responsible o pay the balance due.

In the case where the stesdent is responsable for the overpaymend, the studemt will be notified in writing requesting
full reimbursement of the overpayment. If, afier notification, the student has pot repasd or made satisfactony
arrangemendts 1o repay the overpayment, the school will refer the overpayments to the United Siates Department
of Education Student FSA's Management Collections (ED Collections) and notify NSLDS of the overpayment,
At this point, the student becomes ineligible to receive Title 1V funds until the overpayment is resolved.

Credit Balance Hefunds

Crexhit balances: occur when payments 10 o student’s sccount exceed the tuitson and fees charged o the student,
Credit balances can be returmed to the USDE to reduce loan debt, held on account for a future mition bill or
refunded to the stedent 10 be used for livingtransponiation expenses. 1 at any time a student's account is overpaid
creaiing a credit balance, the credit balance is refunded o the student in the form of a check from the school
unless the school has been directed im writing to either return the money to the studem’s lender or hold the balance
on account. Refunds to stedents will be processed through the school's Business Office.

Tuition Favment & Refunds

Tuition Refunds for Class Cancellation

If a class is cancelled by WACTC, all students will be refunded 100% of all pre-paid tuition and fees. Students
are pot required to sequest that prepaid wition and fees be refunded. Refunds of pre-paid tuitien and fees oceur
awtomatically and shall be made within 30 days of the planned start dace of the class.

Tax Benefits for Higher Education

*  Tax benefits are reponied to the IRS via Xerox Education Services Inc.
= Tuition i3 the only applicable tax benefis,
&  Tuition credits are reponted in the following manner:
1. Scholarships
2. Pell Gram
3. Thied Pany Payrment
4. Cash Payments (cast payment includes student loan payment)
s Smdents will receive the [098-T form by mail from Xerox
o Souderts nesd 10 keep program secretary informed of any address and phone aumber changes.

Withdrawal and Tuition Refund
A student who withdraws from the Western Ares Career & Technology Center’s Practical Nursing Program prior

1o the first day of class, may request in writing a refund of wition paid in excess of the non-refundable $200
Administrative Fee, The request in writing MUST be submined 1o the school one week prior 1o the beginning of



Part-Time Adult Programs Pavment and Return of Tuition

For pan-time adult cerificated and non-cenificaisd programs under 600 bours, wition must be paid in full prios 1o the
first class session unless other arrangements have been made and approved in writing by the Western Arca Career &
Technology Center. Under ne circumstances will requests for refunds be honored after the second class session has
mt.

Part Time Frograms

Parn-time students are responsible for increases in tuition and costs that eecur berween Academic Year #1 and #2.

Tuition and Fees

All financial arrangements must be made priog o the first day off class. FAFSA should be completed in sufficient time
t havve arrangements misde prior to the frst day of class. Pavment plans will be considered on an individusl basis and
must be armanged prior to the first day of class.

Graduation

A student will not be elygble for graduaton untl all academic, clinical and financial obligations have been met,
National Cemification Exans wall not be cermified by WACTC until these same conditons are met by the student,



FERPA and Financial Aid

The Family Educarional Riglts and Privacy Act of 1974 (FERPA) protects the privacy of student records by
requiring prior written consent before disclosing personally identifiable imformation to a third party. Records
created and maintained by the financial aid office are considered 1o be education records and may not be disclosed
withowt the student’s consent, This includes at least all of the following records: Records relating 1o eligibality and
disbursement of Federal student aid funds; Student account; Federal work-study povroll records; Financial aid
applications; Documentation relating to a refusal to cemtify Federal education leans; Financial aid history
information {for transfer students), Cost of atendance information, including documentation relating 1o any
adjustments; Sansfactory Academic Progress (SAP) documentation; Documents used for verification; Entrance
and exit counseling records; and Financial records.

Drisclogure of eduecation records without consent is permitted 1n centain circumstaices. When studems apply for
finangial aid or receive financial aid, disclosure §s permitted if needed to determing financial aid eligibility or the
amount of aid, or o enforce the terms and conditions of the aid. For example, the WACTC must provide directory
informanion o the US Deparmient of Education for recipients of Federal studem aid funds who atend or anended
the school, Likewdse, the school must provide directory information for FFEL borrowers 1o the relevant lender
andor guaranies agency.



Financial Aid Application Process

Students are required 1o complete their financial aid applications on-line, The school cannot dedermine studients”
financial aad eligibility wntil their financial mid applications have been processed and venified, if required.
Accordingly, it is important to complete the applications as early as possible. Some FAFSA applications are
MNagged for a process called verification. IT an application is Magged, additional information will be required by
our office, Stedents will be notified n witing of what decumentation is needed and o financial aid will be
processed until the information 15 received and venified. Onee students have completed and submitied their
financial aid applications AND the Office of Financial Aid has received all required paperwork, our office will
have everything required 1o determine their financial aid eligibility,

Gather required Information for FAFSA application.

1, Before completing the FAFSA application, stwdents will want 1o gather the infarmation required 1o apply,
Below are some of the data items students will need in order to complete this application:

o Student's Social Security Number and his or her parents” Social Secunity number if providing parem
infosmation.

o Stdent's driver's license number.
o Stdent's Alien Registration NMumber if student is not a LS, Citizen

» Information on savings, investments, and business and form assets for student, student’s spouse (if
married), and student’s parents (if providing parent infermation). When caleulating investments, do
not include IRA accounts o the home i which student lives,

« Child Support (received or paid).

2, Complete financial mid apphication requirernents on-live ot oo Fafsagov and woow studentloans.goy

Complete the 2009-20 Free Application for Federal Student Aid (FAFSAL

I WACTC School Code -- 016699

Students must complete a FAFSA application in order 10 receive any federal assistance, including a Pell grant or
a Federal Srudent boan that muest be repaid. This FAFSA application step cannot be omited, Sodents who have
never completed n FAFSA application in the past, or who previowsly had a PIN number that was used 1o sign
their federal aid application, will need to create a FSA 1D prior to being able to complete their application.

The IRS DRT is available 10 use with the 201920 FAFSA form. RS DRT remains the fasiesi, most accurate
way o Input tax retum information into the FAFSA form. Sccunty and privacy protections are in place to prevent
potential sdentity thieves from accessing applicant and parent information.

Complete Loan Entrance Counseling, Log-in 1o the www studentboans gov website using the green “Log In”
button located m the top nght comer of the screen. Once signed in, select the Loan Entrance Counseling option
and follow the on-screen prompts.

Complete a Mastor Promissory Note. School Code — GIRSNF Log-in to the wevsy studentloans gory webssto using the grem “Log In”
baatton loscalod at the top right comer afl the screon. Onee sigeod im, seboct the Master Promissory Molc opon and fllow the on-wcroen
prompds.



Western Area Career & Technology Center
Student Lending Code of Conduct

WACTC 15 committed 1o providing students sl therr families with the best information amd  processimg
alternatives available regarding student borrowing. In support of this and in an ¢ffort 10 rube out any perceived or
actual conflict of interest betoreen WACTC officers, employees or agents and education loan lenders, WACTC
has adopred the following:

] WALCTC docs not participate in any revenue-shanng amngements with any lender,
. WACTC does nol permit any officer, employes or agent of the schoal whao 15 employad in the financial

aid office or is alherwise invelved in the adminisimiion of educaiion loars to accepl any gifis of greater
than a nomdnal valee from any leader, guaranbor o sorvicer.

. WACTC does not permit any officer, employes or agent of the school who 1s empboyad m the financial
md office or 15 stherwise mvolved in the administration of education loans 1o accepl any fioe, payment
or other financial benefit {including o stock purchase oplion) froem o lender or affiliote of o lender as
compensation for any type of consulting arrangement or comract to provide services 1o a lender or on
behalf of a lender relating to edwcation loans,

. WACTC docs nol permit any officer, employee or agent of the schoal who 13 employed m the financial
aid office or is otherwise involved in the sdminkstraison of edacation boans 1o accept anyihing of value
from a lender, guaranior, or growp of lenders and/or guaraniors in exchange for service on an advisory
board, commission of other group cuablished by such a lender, guarantor group of lenders and'ar
guaraniors.

. WACTC does allow for the reasanable reimbursement of expenses asociated wath pancipation in such
boards. commissions or groups by lenders, guaramors, or growps of lenders and/or puaraniors.

" WACTC does nod assign a lender 1o any first-time bosmower through financial nid packnging or any
ather means.

. WACTC recognizes that a bommower has the right 1o choose any lender from which to borrow 1o finance
hisher education. WACTC will not refuse to cortfy or stborwise demy or delay cenification of a loan
hazed on the bormower's selection of a lender andfor guaranior,

. WACTC will not request ar accepd any offer af funds to be used for private education loans o students
from any lender in exchange for providing the lender with a specified number or volume of Title 1V
loans, o a prefermed lender arrangement for Tutle IV loans.

. WACTC will not request or accepd amy assistance with call center or financial aid office sinffing.

Dirugs and Alcohol Policy

The Western Area Career & Technology Center Joant Operating Committes recognizes that the misuse of drugs
is & serious problem with legal, physical and soctal imphcations for the whole school community.

The Joint Operating Committee prohibits the use, possession, or distribution of any drug during school hours,
immediately before or after school hours, or on school propeny.

This palicy, including s rules, regulations, and gurdelines is a coordinated effort by Western Area Career &
Technology Center to openly and effectively respond to the potential and current use and abuse of drags, alcohol
aiud mood allening substances by members of its entire student population. A copy of the Drug and Aleohol policy
15 attached 10 the Appendix and postesd on the school website {aow wigts net)



Campus Security [ Clery Act Compliance Policy

The WACTC campus includes the main building, the Practical Nursing building, the Adult Education Center, and
surrounding parking lots.

WACTC sirives 1o provide a safe environment for all sudents, employees, and visitors. The buildings remain
locked at all tmes and the hallways and outside pasameters of the buildings are wnder constant camera
surveillance. The parking lots are also well i,

All suspicious of criminal activities and emergencies are 1o be reported immediately 1o any member of the school
faculty, stafT or administration. Emergencies can also be reported by dialing 911.

WACTC complies with the federal Jeanne Clery Pisclosiore of Camtprs Xecurity Policy and Compus Crime
Seatisttics Aer ¢ OClery Aot ™) Campuas erime information in the form of an Annual Security Report is provided 1o
all current stusdents and emplovees of WACTC each year. Applicants and prospective students muy obtain a copy
of the Annual Security Report upen request 1o the Principal or the Supervisor of Adult Education. The Principal
is responsible for compiling the Annual Security Reporn and Campus Crime siatistics.

Reportable crimes
The Clery Act requires, among other things, eligible instinnions o report on certain basic categories of ¢rime:

o Crminal Offenses — CUniminal Homicide, including Murder and Non-negligemt Manstaughter, and
Manslaughter by Negligence; Sexual Assault, including Rape, Fondling. Incest and Statutory Rape;
Robbery; Agoravated Assault; Burglary; Motor Vehicle Theft; and Arson.

=  Hate Crimes — Any of the above-mentioned criminal offenses, and any incidents of Larceny-Theil,
Sample Azzaul, Intimidation, or Destruction Damage! Vandalism of Property that were modivated by bias;

* VAWA (Menses — Any incidems of Domestic Violence, Dating Violence and Saalking, (Note that
Sexual Assault 1s also a VAWA Offense but 15 included in the Criminal Offenses category for Clery Act
Teponting purposes); and

& Arrests and Referrats for Disciplinary Action for Weapons—Carrying, Possessing, Etc. Law Violations,
Dirug Abuse Vielations and Liquor Law Yicolations,

Statistics mchude crimies reported during the most recent calendar vear and the two prior vears, Statistics will
include crimes reported on er within WACTC's Clery goography as that term is defined by the Clery Act
(generally, WACTC's campus, non-camipus buildings and property and public propeny near the campus),

Security of and Access to the Facility

Access o the school s a privilege extended 1o students, faculty, and s1aff and authorized visitors. All visitors are
granled acceds to the baabding by use of a doorbell and intercom. The visior must provede identification and
purpse to be granted access 1o the building through the clectronically locked door, Al visiters must report to
the office to register.

Emergency Response and Evacuation

Emergency respense and evacuation procedures can be found in the WACTC Crisis Response Handbook.
WACTC will, without delay, and taking into sccount the safery of the commmuenity, determine the contemt of the
notification and initiate the natification system, unless issumg a notification will, in the professional judgment of
the responsible authorities, compromize efforts to assist a victim of contain, respond 1o or otherwise mitigate the
emergency.



Sexual Harassment Paolicy

Federal and state kaws prohibit sex related harassment and sex discrimination in the workplace. The Western Area
Carcer & Technology Center Joint Operating Committee fully endorses and enforces this prohubation. The Jomt
Omperating Committee advises all students and employecs that sexual harassment in any form is prohibited toward
students and emplovees. Such conduct shall result in disciplinary action, which may include suspension and'or
expalsion as appropriate, and administered as outhingd i the Stxdent Rights and Responsibalities Board Policy,

It is the inent of the Westemn Area Career & Technology Center to maintain a school and work environment that
is free from sexual harassment. All students and employees are required o avoid any conduct, verbal and'or
physical, which may be viewed by the person to whom it is directed or communicated, as sexual harnssment, and
any conduct that may reasonably interfere with an imsividual®s academic performance or individual’s work, or
create an intimidating, hostile or offensive leaming or woek environment, There shall be no interference, either
explicitly or implicitly, that refusal 1o submit to sexual advances will adversely affect a student’s grading,
evaluation, und career or acudemic development, or o staff member’s position.

Sexual karassment shall consist of but not be limited vo unweleome sexual advances, requests For sexual favors,
expogation of sexually related materials, and other mappropriate verbal or physical conduct of a sexual nature
when made by any member of the school staff 1o a student, student 1o staff member, or when made by any student
o another student.

Anyone having a complaint relating to this type of behavior 15 encouraged 10 contnet the gusdance counselor, a
teacher, building-level administratos, the Executive Direclor's office, or other responsible adult employee of the
school. Complainants will be encouraged 1o reduce their concems o specific allegations and encouraged o put
them in wnting. All complaints will be immediately reported o the Exccutive Director’s office. Complaints wall
be investigated fully, prompily and confidentially, and approprate action will be wken afier which the
complainant will be advised that the matter has been addressed. A written repont of the investigation will be
prepared and retained in the district central office and supplied to local law enforcement when appropriate.

Mo retaliation resulting from the filing of a complaint or cooperation with the investigation of 3 complaimt will be
tolersted within the Western Area Career & Technology Center. However, false or fabricated complainis that are
proven o be of & malicious amdor capricious nature may result in a counter investigation which may lead 10

BPPIOpriale BCHon.
The Executive Director’s office is directed to establish appropriate procedures and forms for the processing of
any such complaims, to advise 1aff, students, and their parents or legal guardians, annually of the coment of
this policy, and to address any concerns relating to this policy.

Sexual Offense Policy and Procedure

WACTC s commatted to providing and maintaiming o healthy leaming and working envirenment for all studems,
staff and faculty members.

Prohibited sex offenses covered by this policy include the fellowing:
=  Forcible Sex Offenses:  Any sexual act directed against another person, forcibly and'or against that
persom’s will, or mot forcibly or against that person®s will where the victim is incapable of giving consent.
Includes forcible rape, forcible sedomy, sexual assault with an object, forcible fondling.

= Non-forcible Sex Offmses: Any unlawful, non-forcible sexual intercourse, including meest and statutory
Tape.
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