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Introduction

Federal regulations mandate that institutions have written policies and procedures. Beyond the
federal requirement, there are many benefits to having a written document outlining financial aid
office policies and procedures:

1) for distribution to appropriate others outside the Financial Aid Office for the purpose of
informing and fostering an understanding of the complexity and operation of the Financial Aid
Office,

2) for Financial Aid Office staff as a referral guide to assist in maintaining consistency in the
problem-solving process, and

3) as an important component of a comprehensive training program.

Statement of Purpose

The purpose of this document is to record policies and procedures surrounding the delivery of
financial aid at Red Lake Nation College (RLNC).

This Manual

e Provides the financial aid staff with current policies and procedures surrounding federal, state
and institutional programs.

e Provides each staff member with the general responsibilities of the office’s relationship to other
departments/divisions of the school.

e Provides each staff member with general office procedures ensuring that similar situations
would be handled consistently.

e Provides quick reference to various programs, problems, forms, rules, and regulations.

e Provides a clear understanding of policy, authority and responsibility in matters relating to
operational practices.

e Provides orientation and training materials for new personnel.



Financial Aid Reference Documents

There are many resource guides which assist the Financial Aid Office. These citations are
available in electronic format on the World Wide Web and/or the Advisor’s office.

The documents which are used to determine students’ eligibility for financial aid include current
regulations published in the Federal Register, Department of Education guides (such as the Federal
Student Financial Aid Handbook, etc.), Dear Colleague Letters, financial aid legislation and other
laws or regulations that impact student aid.

This Policies and Procedures Manual does not include all details of the administration of financial
aid programs. For in-depth clarity references located on the Federal Student Aid website,
https://ifap.ed.gov/ifap/ should be used.

Financial Aid Philosophy and Objectives

Through Institutional Research for assessment and planning effectiveness, RLNC evaluates its
mission, purpose and objectives. The objectives of the Financial Aid Office revolve around the
major functions of the office. Those functions include:

1) awarding of funds;

2) reporting at the institutional, state and federal levels;

3) providing a satisfying, open-door policy to assist students.

Purpose

The Financial Aid Office offers grants, Federal work study, tribal funds, and manages student
scholarships. This is for eligible students enrolled in an eligible program who can benefit from
further education, but who lack financial resources to continue their education. Aid is granted
according to individual eligibility as determined by the congressional methodology on The Free
Application for Federal Student Aid (FAFSA).

Philosophy

We believe that a consistent and equitable approach to the awarding of financial aid will enable
students to attend RLNC who would not otherwise have the financial resources to enroll. It,
therefore, encourages a student population which is culturally, economically, socially and
geographically diversified.

Goals

The primary goal of the Financial Aid Office at RLNC is to provide financial resources by which
a student can continue his/her education. The financial aid programs at RLNC are administered
according to the following principles:

The primary responsibility for financing education lies with the student and in the case of a
dependent student with his/her family. When the total resources they can provide do not meet their
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educational expenses, RLNC will guide students and assist them with seeking alternate funds for
their post-secondary education.

Interested individuals will be made aware throughout the year of financial aid opportunities. A
student must submit a FAFSA application each year in which he or she expects to be considered
for financial aid. A confidential financial aid package will be developed and offered to the student
based on individual need and circumstances, but without regard to age, sex, race, color, religion,
national origin or handicap.

Planning/counseling sessions are important and help students plan for the most efficient use of
financial aid and the student’s resources for education. They are held on an as-needed basis with
any student.

The Financial Aid Office at RLNC operates within federal and state guidelines and other standards
of individual aid programs.

RLNC reserves the right to contract with a third-party servicer to perform some of the
requirements/duties of the Department of Education listed in this handbook.

General Financial Aid Office Administration

Hours

The Financial Aid Office is located at the Red Lake Nation College Campus. It is open and
available to serve students from 9:00 a.m. to 3:30 p.m. Monday through Friday and by special
appointment. Hours on holidays, summer, and during student breaks may vary.

General Correspondence

General correspondence is routed to the Financial Aid Advisor and should be responded to within
three business days. The mailing address is:

Red Lake Nation College
Attn: Financial Aid Office
PO Box 576
Red Lake, MN 56671

Telephone

Telephone calls are answered in a friendly and professional manner. If the caller requires specific
information, the staff member should screen the call thoroughly and transfer the information and
caller to the appropriate individual. The college phone number is 218-679-2860. The Financial
Aid Office extension number is 1035.



Distribution of Forms

General financial aid forms and information are distributed upon request from the Office of
Financial Aid and via the RLNC Website at www.rInc.education.

Appointments with Office Staff

Students and parents who require general information may see the Financial Aid Advisor without
an appointment. If a student requests an appointment with the Financial Aid Advisor, an
appointment is arranged.

Records Management

Confidentiality of Records & Authorization to Release Information

All records and conversations between an aid applicant, his/her family and the staff of the Financial
Aid Office are confidential and entitled to the protection ordinarily given a counseling relationship.
A student who wishes to obtain access to his/her financial aid record must schedule an appointment
with the Financial Aid Advisor.

Red Lake Nation College maintains the confidentiality of every student’s educational record.
Under the Family Educational Rights and Privacy Act (FERPA) the student has certain rights with
respect to those records. These rights are:

1. The right to inspect and review your education records.

a. Access is permitted during normal office hours of the Student Record’s office and
copies of the information is located on the RLNC website.

2. The right to request that RLNC correct records which you believe to be inaccurate or
misleading.

a. You may request that RLNC amend a record you believe is inaccurate or
misleading. You should write the college official responsible for the record, clearly
identify the part of the record you want changed, and specify why it is inaccurate
or misleading. If the college decides not to amend the record as you requested, the
college will notify you of the decision and advise you of your right to a hearing
regarding the request for amendment. Additional information regarding the hearing
procedures will be provided when you are notified of the right to a hearing.

3. The right to consent to disclosures of personally identifiable information contained in your
education records, except to the extent that FERPA authorizes disclosure without consent.

a. FERPA allows schools to disclose those records, without consent, to school
officials with legitimate educational interest, other schools to which a student is
transferring, specified officials for audit or evaluation purposes, appropriate parties
in connection with financial aid to a student, U.S Department of Education,
financial auditors, organizations conducting certain studies for or on behalf of the
school, accrediting organizations, to comply with a judicial order or lawfully issued
subpoena, appropriate officials in cases of health and safety emergencies, and state
and local authorities within a juvenile justice system pursuant to specific State law.
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4. The right to file a complaint with the U.S. Department of Education concerning alleged
failures by the college to comply with the requirements of FERPA. Contact them by calling
1-800-872-5327 or by mail at:

Family Policy Compliance Office
U.S. Department of Education
Maryland Avenue, SW
Washington, D.C. 20202-8520

5. RLNC may disclose, without consent, the following “directory” information, including
certain types of personal data (name, address, telephone number, date and place of birth)
and academic data (major, study load, honors and awards, and dates of attendance). You
may request in writing that this information be withheld (Form is available on the RLNC
website). Please understand that doing so will keep us from assisting you by automatically
issuing information such as enrollment verifications for insurance purposes. If you place
a hold on your directory information, you will have to sign a consent form each time you
want such information released.

6. If you have any questions about FERPA, you may write to them at the address given above.

A student must submit a written release for additional information to be given to any person or
agency. Students are notified annually of their rights under FERPA.
https://www?2.ed.gov/policy/gen/quid/fpco/ferpa/index.html?src=rn

Student Consumer Information

The Student-Right-To-Know and Campus Security Act of 1990 requires all colleges and
universities participating in the Federal Student Aid Program to disclose key information. There
are a number of ways to distribute different types of consumer information to various consumer
groups. Federal regulations treat diverse consumer groups differently in the requirements on how
to provide that information. The most common are by the web and by printed material.

RLNC will provide the required information in the prescribed manner. The following chart is a

list of required disclosures and where to access them.

School Disclosure Requirements
See Consumer Information Guide on RLNC website at: http://www.rInc.education/federal-disclosures

General School Information

Information regarding RLNC Financial Aid Office programs and policies is distributed through
the following published documents:

1. The RLNC Catalog (includes eligibility requirements, application process, academic
progress requirements and aid programs available, FERPA policy statement, etc.). The
most recent edition of the RLNC College Catalog may be accessed via
http://www.rInc.education/forms-documents or, a printed copy may be obtained, upon
request, from the Academic Office.

2. The RLNC Website (www.rInc.education)
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3. Additional resources are published outside of, but are distributed through the Financial Aid
Office. These resources include:

4. Funding Education Beyond High School, published by the U.S. Department of
Education (https://studentaid.ed.gov/sa/sites/default/files/funding-your-education.pdf

5. Publications, fact sheets, online tools, and other resources to help you prepare and pay for

college or career school http://studentaid.ed.gov/resources

Completing the FAFSA http://studentaid.ed.gov/sites/default/files/2017-18

7. Entrance and Exit Counseling Guides for Borrowers, published by the U.S. Department
of Education: https://studentloans.gov/myDirectlL oan/index.action.
http://www?2.ed.gov/offices/f OSFAP/DirectLoan/index.html

a. RLNC does not participate in the student loan program, please use this link if you
have previous loans before attending RLNC.

8. Other disclosure and reporting requirements are met as follows:

a. An annual campus security report is distributed from the Campus Security Office.
These statistics must be published in a report for the previous three calendar years
by October 1% of each year and distributed by RLNC email to current and potential
students and employees annually, and will be given to new employees as they are
hired. The Director of Student Records submits a web based statistical report to
the USDE on an annual basis as required. Since RLNC has not been approved for
Title 1V funding in the past they have not been required to submit annual crime
reports to the federal government. Beginning in 2015 these statistics are available
on our website at http://www.rInc.education/campus-safety . Our campus security
report will also be found online at http://ope.ed.gov/security.

9. Completion/Placement rates are available in the Student Record’s Office and on the school
website http://www.rInc.education/institutional-research . These rates are published on the
RLNC website. These statistics must be published in the USDE’S IPEDs report each year
for the period September 1 through August 31 and are disclosed to all enrolled and
prospective students.

10. Information on RLNC’s Drug-Free and Alcohol-Free Campus and Workplace Policy is
given to all staff at an annual Human Resources Training and students on an annual basis
at orientation and it is published in the Student Handbook for new students and in the
Personnel Policies and Procedures Manual for new employees.

11. Information of RLNC’s Drug and Alcohol Abuse Prevention Program (DAAP) is given
to all staff and students annually and it is publish on the website:
http://docs.wixstatic.com/ugd/36daed 884d6a0492e84e41a19d34d9df105d59.pdf

12. Constitution Day, a federal student aid (FSA) regulation, is held once a year on September
17+ or the day before or after depending on what day it falls on if a weekend. A file is kept
in the Office of Student Success, which highlights activities/events that coincide with this
event. It is important to have supporting documentation of Constitution Day activities each
year.

o

In addition to having the above mentioned information available in electronic form, unless
otherwise noted above, a student may receive a paper copy upon request.
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Policies and Practices Governing Student Financial Assistance

The awarding of Title IV Student Aid Funds occurs after completing specific requirements of the
United States Department of Education. The student is required to provide accurate information
on their FAFSA application and also to provide additional follow-up information as requested by
the USDE or the RLNC Financial Aid Office if selected for verification. Once the complete
information has been received, the RLNC Financial Aid Advisor will review and determine the
amount of student aid the student is eligible to receive. The student is notified of the award amount
through an Award Letter sent by the RLNC Financial Aid Advisor. The award letter may be
distributed by mail or by email. (See Appendix A)

The award letter will include a notice that the student agrees to comply with the policies required
by the Department of Education and the Red Lake Nation College in order to receive the award
and that failure to meet the requirements may result in the student having to repay funds and being
denied future financial aid.

In case a student refuses an award must be signed by the students and received by the Financial
Aid office within 10 days of the award notification.

1. The Financial Aid Office reserves the right on behalf of RLNC to review and cancel an award
at any time because of changes in financial or academic status, or change of academic program.
If an overpayment occurs, the student is responsible for reimbursing the school, and all amounts
over $250 remaining open at the end of the semester will be turned over to the Department of
Education for further collection for return to title V.

2. Recipients of any financial assistance received for educational purposes MUST notify the
RLNC Financial Aid Office; which may included; any grants, scholarships, loans, etc.,
extended to them from sources outside the school, as these may reduce and or adjust the
financial aid award. Also, any change in name, address or student status must be reported.

3. Most financial aid awards are based on a student’s financial need. Information that is reported
on the FAFSA is used to calculate an Expected Family Contribution (EFC). Financial aid
awards are calculated based on the following equation: Cost of Attendance (COA) — EFC —
EFA (Estimated financial assistance) = Financial Need. Costs of attendance (COA) figures are
available in the financial aid office. EFA will include scholarships or other resources which are
also subtracted from the COA to determine need. For full expected family formula guide see
the following https://ifap.ed.gov/efcformulaguide/071017EFCFormulaGuide1819.html

4. Financial aid is awarded contingent upon student being accepted as a regular student and
enrollment in an eligible program and maintaining satisfactory academic progress. The school
catalog provides information about these policies. The Financial Aid Advisor will award all
Title 1V aid to students deemed eligible for funds. Students must present a current RLNC
student ID and award letter for payment to be released at the business office. Refund checks
that are not picked up within 14 business days will be mailed certified delivery to the student’s
permanent address. If check is returned funds must be returned to the Department of Education.
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10.

The Financial Aid Office is institutionally responsible for submitting federal and state required
reports and documents for Pell, FSEOG, FWS, VA, Scholarships, etc., and any other programs
that RLNC participates in. RLNC initiates origination, disbursement, and special disbursements
on students who are deemed eligible to receive Pell Grants. Annual FISAP reports are submitted
to U.S. Department of Education detailing expenditures during an award year. Program
Participation Agreements must be in place to insure continued institutional eligibility for future
Title IV funds. FAO reconciles accounting data with the RLNC Business Office, as well as the
Office of Indian Education, Washington, DC and G-5 on a monthly basis.

It is RLNC’s policy to disburse financial aid each term. In no instance will a portion of the
award be disbursed to the student prior to registration. Refer to the school catalog for
registration information.

Any commitment of federal/state/institutional funds is tentative and contingent upon
subsequent Congressional appropriation and actual receipt of the funds by RLNC.

New applications for financial aid are required and should be submitted as soon after October
1st as possible for the following school year. Students are responsible for securing and
completing the necessary applications online.

Concurrent Enrollment: Students enrolled in courses at other colleges while also enrolled at
RLNC, must inform the Financial Aid Office. Students may receive financial aid at only one
school in a given term at the school they are earning the degree from.

High School students are not eligible, for title IV funds.

Record Retention

Time Periods

Student-aid records must be kept for varying lengths of time depending upon the document. Not
all students, of course, will have all documents. The noticeable difference is that the retention
period has a different starting point for student-loan recipients.

Document Retention period

FAFSA 3 years after award year ends
ISIR or SAR* 3 years after award year ends
PJ (Professional Judgement) 3 years after award year ends
COA (Cost of Attendance) 3 years after award year ends
Verification documentation 3 years after award year ends
R2T4 3 years after award year ends
Institutional Fiscal Records 3 years after award year ends

*Institutional Student Information Record or Student Aid Report
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Record Review

The Advisor reviews records in the summer, as much as possible. Records may also be reviewed
during the spring semester and set aside for destruction after the award year ends.

Record Destruction
All financial-aid documents are to be destroyed by shredding.

Audits

Audits are conducted annually by an independent auditor. Auditors will submit a list of items
required for the audit. The requested information will be provided by the Vice President of
Operations and Academics Affairs and Financial Aid Advisor. Additionally, the auditors will
select aid recipients whose files will be provided by the Financial Aid Advisor. Documentation of
date and information released will be added to student files released to auditors.

Verification

It is imperative that information submitted by the student to be used to determine student awards
is accurate. At times it will be required by the U.S. Department of Education that the school verify
the accuracy of the information submitted for students selected for verification.

Both at the time of submission and in case of required or random verification RLNC will review
the information submitted and identify for the applicant the information needed to be verified.

The school will notify the student within five business days by either electronic or printed medium
at the most recent address provided by the student as to the verification process and the deadlines
for the student to review and respond to the request for verification within 30 days of notification.

RLNC collects verification documentation and information and works with a 3" party servicer to
verify student data on their application.

The failure of the applicant to provide the requested documentation within the specified time
period will result in no Title IV award.

RLNC reserves the right to verify student documentation not selected by the US department of
education for verification.

Verification by RLNC and /or the federal government will operate under the following
guidelines:

Notification Method

All students applying for admission to any program at RLNC can be provided an email address
within the campus management system. Otherwise their personal email will be used. This official
email address will be the primary communication tool used by the school to communicate with
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the students. Other optional electronic notifications may be available to the student including
student information system (SIS).

A paper version of the notification will also be sent to the most recent address provided by the
student.

Identification of documentation needed

The notification sent to the student will clearly identify the documentation that needs to be supplied
to verify the application information. The needed documentation will vary based on which of the
five verification tracking groups the student is in. The five verification groups are:

Standard Verification Group (Tracking flag V1)

Child Support Paid Verification Group (Tracking flag V3)

Custom Verification Group (Tracking flag VV4) (Child support & benefits paid)

Aggregate Verification Group (Tracking flag V5)

Household Resources Group (Tracking Flag V6)
It is the responsibility of the student to supply the requested documentation. The notification will
also clearly identify the time frame, including the due date, in which the student should respond to
the request. FSA Handbook 2016-17 AVG pgs 78

Consequences of the student response

All notifications in regard to a request for verification information shall clearly identify the
consequences should the student not meet the deadlines for supplying the information requested:
i.e. If the requested information is not received by the date specified, your eligibility to received
Title IV funds cannot be determined, therefore, an award cannot be made until this information is
received.

Any delay in your response to this request will cause a delay in the receipt of Title IV aid to be
applied to your school bill. A delay in your response or your failure to respond to this request
can cause your file to be inactivated.

Correction of identified incorrect information following verification

Should an error in the student information be identified as a result of the verification process the
Financial Aid Advisor will, within 30 days of receiving the correct information, review and
correct the information in all appropriate RLNC and ED electronic systems. The Advisor will
also determine from the corrected information any changes in the amount of Title IV eligibility
due to the student and will notify the student via the same notification methods above of the
changes resulting from the new information.

Fraud Identification

In the event that through the verification process or through any other means information is
identified that leads to suspicion of any type of fraud or deception in an attempt to gain access to
Title IV funds on behalf of a student Red Lake Nation College will immediately refer that
information to the Office of Inspector General of the Department of Education for
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investigation. This would include any type of information relevant to the eligibility and funding
of the institution and its students though the Title IV or HEA programs and would include any
false claims of identity or US citizenship, independent student status, false statements of income
or forgery of signatures or certifications.

Office of Inspector General, US Dept of Education , 400 Maryland Avenue SW, Washington, D.C.
20202-1500 Tel 1-800-MIS-USED

Satisfactory Academic Progress Policies

Policy

In accordance with the U.S. Department of Education (CFR 668.16 (e) & 668.34), Red Lake
Nation College (RLNC) has established minimum academic standards that students must adhere
to in determining Satisfactory Academic Progress (SAP) for Title IV, HEA financial aid
eligibility purposes. These standards which are published in the RLNC Catalog and Student
Handbook apply to federal and state waivers that will be administered through the RLNC
Financial Aid Office. The SAP standards for students receiving Title IV, HEA funding are the
same for those students that do not receive federal aid enrolled in the same program.

This policy provides a consistent application of standards to all students within categories of
students, e.g., full-time, part-time, undergraduate students and educational programs established
by RLNC. The policy provides that a student’s academic progress be evaluated at the end of
each semester. RLNC will notify students of this policy and monitor the progress of all students
receiving financial aid to insure their continued compliance. Students are expected to read,
understand, and adhere to this policy.

In order to receive financial aid, the student must be enrolled in an eligible program of study that
leads to a Certificate or an Associate’s Degree. In addition, students must adhere to two different
standards; qualitative standard which is the maximum length of time for which they may receive
financial aid, maintaining the minimum grade point average (GPA); and quantitative standard
which is to complete the number of credits required to meet the minimum pace of progression
each semester. For further clarification of this policy, contact the Financial Aid Office.

Quantitative Student Standard

Maintain Pace of Progression

Successfully complete at least 67% of all credit hours attempted at RLNC in each term. The
formula is as follows:

Total number of credit hours successfully completed divided by total number of credit hours
attempted (includes withdrawn courses) = pace of progression

Example:
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Semester 1 Term Pace Cumulative Pace
9 hours completed/12 hours =75% 9/12 = 75%
attempted

Semester 2

6 hours completed/12 hours =50% 15/24 = 62.5%
attempted e Not meeting standard

Semester 3

12 hours completed/12 hours | =100% 27/36 = 75%
attempted

Completing a class means finishing the semester with a letter grade of D or higher, although,
depending on the class, a final grade of D may require a student to retake the class. A student
may repeat a class for grade forgiveness, but until the new grade is posted after a subsequent
semester, for the purpose of Satisfactory Academic Progress, the financial aid office will use the
existing grade. An F may be repeated as many times as necessary to receive a passing grade. A
grade of D or higher may be retaken only one time.

For the purpose of determining satisfactory progress, grades “F” and “I” (incomplete) or “W”
(withdrawal) and “D’s” for the semester will count toward determining the number of credits
attempted. Accepted credits from previous colleges that apply to the student’s program of study
will count toward pace of progression.

A student may receive financial aid for repeating a course, only after they have failed the course
with an “F” and/or “D”, up to a maximum of three (3) times. College courses may be repeated
only once such as to replace a “W” or “F” or to improve a grade of a “D.” Repeated courses
must be identical and will be counted when calculating pace of progression.

Maximum Timeframe
For an undergraduate program measured in credit hours, the maximum timeframe cannot be

longer than 150% of the published length of the educational program, as measured in credit
hours. Periods of enroliment in which a student does not receive federal aid still count toward
the maximum timeframe. Students who have not completed their degree after two years of
enrollment will be reviewed according to the standards outlined here. They must maintain a 2.0
GPA and be on course to graduate.

Example:

Maximum Credits

Degree Program

Required Credits

A.A. Liberal Education

62-64

96

A.A.S. Social and
Behavioral Sciences

65-67

101
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All accepted transfer credit hours that apply to the student’s program of study will be counted to
determine financial aid eligibility. Transfer students will need to submit all previous academic
transcripts to the Director of Student Records and have them evaluated for transferability.

Incomplete Classes

Incomplete classes will result in a grade of “I,” and will be considered the same as an “F when
evaluating SAP. A student MUST do the work to complete the class in order for the “I” to be
changed to an actual letter grade (A, B, C, D, or F) by the last day to enroll in the following term.

Qualitative Student Standard

Satisfactory academic progress is also monitored through students’ grades. This monitoring of
grades is equivalent to RLNC’s policy on Academic Standing as mentioned in the RLNC Course
Catalog, but also takes into account grades earned at previous institutions for new transfer
students when determining SAP.

Grade Point Average (GPA)

Students must maintain a grade point average (GPA) of 2.0 or better each semester he/she
receives financial aid and must also maintain a cumulative GPA of at least 2.0 or better. Grade
point averages will be reviewed at the end of each semester.

Students who do not meet SAP requirements will:
e First, be placed on financial aid warning
e Second, if SAP is not met, student will be placed on Title IV, HEA suspension

At the end of each semester, the Financial Aid office will determine if you’ve met the SAP
requirements by viewing the transcript of final grades in RLNC academic software which will
show attempted hours, completed hours, and cumulative GPA. This will be used to determine
SAP. Academic progress will be reviewed at the end of each semester to determine future Title
IV, HEA eligibility. RLNC may disburse Title 1V, HEA to eligible students only after it is
determined that the student has met SP for the payment period.

If SAP is not met, then the following procedures come into effect.

Financial Aid Warning
Students who fail to meet minimum SAP requirements (2.0 cumulative GPA or 67% pace of

progression) for academic progress at the end of a payment period will be placed on a Financial
Aid Warning. A student on Financial Aid Warning may continue to receive assistance under the
Title IV HEA programs for one payment period despite a determination that the student is not
making Satisfactory Academic Progress. Students placed on Financial Aid Warning must meet
with the Financial Aid Advisor to complete an Academic Plan.
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1. If the student is not meeting Satisfactory Academic Progress at the end of

the Warning period, he/she will be placed on Financial Aid Suspension
and will not be eligible for Title IV, HEA funds. However, the student
may appeal the loss of their Title IV eligibility.

2. If astudent is making SAP at the end of the Warning period, the student

shall be returned to Good Standing SAP status with no loss of Title IV,
HEA eligibility.

3. Financial Aid status will be assigned by the RLNC Financial Aid Advisor.
4. Reestablishing eligibility: if a student appeal is denied the student can

reestablish eligibility by completing 6 credit hours with a 2.0 GPA at their
own expense.

Title 1V, HEA Financial Aid Suspension
This is the status assigned to students who were previously on Financial Aid Warning and have

failed to meet the academic progress requirements at the end of the Warning semester. Students
are not eligible to receive Title IV, HEA funding, but may continue to enroll in classes if they are
in good academic standing.

Financial Aid Appeal Process
A student who loses their Title IV, HEA eligibility due to his/her inability to make SAP after a

Warning period and thus placed on Financial Aid Suspension, with a loss of Title IV, HEA
eligibility will have the right to appeal.
1. A student who wishes to appeal Financial Aid Suspension and loss of Title IV,

2.

HEA eligibility, must submit an Academic/Financial Aid Appeal Form to the
Financial Aid Office within 14 business days after being notified that they are
in a non-satisfactory progress status.

The student must describe and indicate what extenuating circumstances have
kept them from meeting Satisfactory Academic Progress. Examples include
hospitalization or extended illness, divorce, death of an immediate family
member, returning to school after an extended period or other special
circumstance. The student should attach documentation to support any claims
made of extenuating circumstance. The student must also explain what
changes have occurred or plan to implement that will enable them to meet
Satisfactory Academic Progress requirements.

Once the appeal is received, the PASS committee will evaluate the appeal and
provide a decision within ten (10) business days after the committee has met
and evaluated the student’s appeal. The Financial Aid Office will notify the
student in writing and through their school portal of the decision. All
decisions are final. If the appeal is approved, the student will be immediately
placed in probation status and must complete an Academic Plan. If the appeal

17



is denied, the student must sit out for one academic term before submitting
another appeal.

Lifetime eligibility used (LEU)

Please note that as of 7/1/2012, the Department of Education has imposed a 12 semester limit,
measured by a percentage of Scheduled Awards disbursed (600%), for receiving PELL funds.
This is un-appealable and is a federal directive applicable to all past and present PELL recipients.

Withdrawals

To officially withdraw from RLNC, student initiates the withdrawal process by:
1. Obtaining a Withdrawal Form from the Director of Student Records or the RLNC
website.
Student completes the form with identifying information.
Student obtains the required signatures.
Student returns the form to the Director of Student Records.
Student is officially withdrawn as determined by student signature and effective date.

okrwmn

If students do not complete the Withdrawal Form and vacates/abandons the school, this is
considered an unofficial withdrawal. The last day of attendance is determined by the last
academically related activity and will be used as the withdrawal date.

Enrolled students who choose to withdraw from enrollment in the college should follow proper
withdrawal procedure. This procedure will expedite the processing of any qualified refunds.
Withdrawal will also affect the student’s ability to receive future student aid.

Students who desire to withdraw from the college must complete a form available in the Student
Record’s office. If this form is not completed at the time of withdrawal, the student will not be
eligible for refunds or transcripts and will receive an “F” in each class instead of the “W” they
might otherwise have received.

Students wishing to withdraw will complete a “Withdrawal Petition” form. This form is available
from the Director of Student Records who will receive the completed and signed form. This serves
as the official notice to the school that the student has withdrawn from their program and identifies
the date of official withdrawal for refund purposes. The student record’s office will notify the
following offices by email that the student has withdrawn: the Financial Aid Office, the Academic
Affairs office, the BURSAR’s office, and the faculty. The form directs the withdrawing student to
also consult with the Financial Aid Advisor for exit counseling.

Because students sometimes leave college without notifying anyone, the following additional
guidelines are provided. The withdrawal date is considered to be the earliest of (1) the last day of
class attendance, (2) the last day of documented academically related activity, or (3) the date the
student submits the “Withdrawal Petition” form.

Enrollment status will be determined on the add/drop date and no Pell recalculation will be made
after that date. Disbursement will be made for enrollment prior to drop.
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Refunds

A refund fee schedule is included in the RLNC Catalog, Student Handbook, and posted on line at
www.rInc.education

Refund Policy
If you withdraw from the college, refunds will be granted as follows:

Week of Withdrawal Tuition, Room & Board Credited
First Week Full refund

Add/Drop Date 100% refund

After Add/Drop Date 0% refund

After the add/drop date: No credit
Fees: All fees are non-refundable

Involuntary Withdrawal (Dismissal)
In the event that a student is expelled, RLNC will process a R2T4.

Unofficial Withdrawal

Students who leave school without completing a withdrawal form, including obtaining the required
clearance signatures listed on the form, will be considered to have “improperly withdrawn.” In
those cases, no refund is granted to the student. If the semester balance is not paid in full, the
student will be billed for the remaining balance.

Information on RLNC’s refund policy may be found in the most recent edition of the Red Lake
Nation College Catalog at https://rInc.education/academics/catalog.

Title IV R2T4

This policy applies to students who withdraw (official or unofficially) or are dismissed from
enrollment at the Red Lake Nation College, RLNC. The Return of Title IV Funds (R2T4)
process is separate and distinct from the RLNC’s Refund Policy, as indicated below. The
calculated amount of the "Return of Title IV Funds" that is required for students affected by this
policy are determined according to the following definitions and procedures, as prescribed by
regulation.

Upon the student’s withdrawal, the amount of financial aid that has been “earned” by the student
is based on the number of days of attendance. Students who withdraw unofficially will also be
subject to the Federal Return of Title IV Funds Policy (R2T4). According to federal guidelines of
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R2T4, students who receive financial aid and then withdraw from all course work before 60%
completion of the trimester may have to pay back a portion of the grants received. The amount is
determined by using a federal formula. The R2T4 is completed within 45 days of notification.
All funds will be returned in the order of PELL, and FSEOG. The student withdraw date is
determined by the withdrawal process.

Return of Funds:
In accordance with federal regulations, when Title IV financial aid is involved, the calculated
amount of the R2T4 Funds is allocated in the following order:

e Federal Pell Grants

e Irag Afghanistan Service Grant for which a return is required

e Federal Supplemental Educational Opportunity Grants (FSEOG) for which a return of

funds is required

e Other non-Title IV assistance

e Private and Institutional aid

e The Student

RLNC has 45 days from the date the institution determines that the student withdrew to return all
unearned funds for which it is responsible and is required to notify the student if they owe a
repayment via written notice. The school must advise the student or parent if they have 14
calendar days from the date the school sent the notification to accept a post-withdrawal
disbursement. If a response is not received from the student or parent within the permitted time
frame or the student declines the funds, the school will return any earned funds that the school is
holding to the appropriate Title IV, HEA programs. Post-withdrawal disbursement must occur
within 180 days of the date the student withdrew.

The Return of Title IV Funds (R2T4) regulation does not dictate the institutional refund policy.
The calculation of Title IV HEA funds earned by the student has no relationship to the student’s
incurred institutional charges.

A school is required to determine the earned and unearned Title IV aid a student has earned as of
the date the student ceased attendance based on the amount of time the student spent in
attendance.

Student Loans
Federal Direct-Loans are NOT available at RLNC.

Cost of Attendance (COA)

Cost-of-attendance budgets are created by the Advisor, in consultation with the Director of Student
Records. While budgets are revisited each year, changes typically coincide with Catalog revisions.

Cost of Attendance Red Lake Nation College
Published tuition and required fees $ 4,276.00
Books and supplies $ 600.00
Off-campus (not with family) room and board | $ 6,885.00
Off-campus (not with family) other expenses | $ 4,606.20
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Off-campus (with family) other expenses $ 4,295.00
Total Cost

Off-campus (not with family) $ 17,959.20
Off-campus (with family) $ 10,763.00

Budget Populations

Different budgets are created for the following categories of students: dependent off-campus;
independent off-campus.

Also, students enrolled less than half time must have their COA budgets calculated separately.
“For students who are enrolled less than half time only the costs for tuition and fees and allowances
for books and supplies, transportation, room and board for a limited duration, and dependent care
expenses may be included as part of the cost of attendance. (Miscellaneous expenses and personal
expenses may not be included.)” (FSA Handbook 2016-2017, 3-36) Schools have the option in the
COA for a less-than-half-time student an allowance for room and board up to three semesters (or
equivalent), with no more than two of the semesters being consecutive at any one school.” (FSA
Handbook 2016-2017 3-35) This COA calculation, with documentation, should be included in the
student’s file.

Categorization and Determination of Amounts

Cost of attendance Calculations information is available online @
http://www.rlnc.education/tuition--costs

Award Disbursements

Disbursement is addressed separately for federal, state and institutional aid. Student notification,
required for federal aid, is addressed separately as well.

For all aid categories, aid listed on the award letter will be disbursed. However, a student may
decline any award or any portion of an award with written notification to the Financial Aid
Advisor.

Before the disbursement of any student aid, the Financial Aid Advisor must verify in the college
management software that the student’s enrollment is completed and current and the student is
within acceptable standards of academic progress as previous defined in the handbook.

Refunds will begin made 21 days after students first day of attendance, and every other week
following the initial disbursement. All tuition, fees, and school costs for the current semester will
be paid first and the remaining amounts will be disbursed to students.

If Financial Aid or payment arrangements are not made by the last day to add/drop, then students
will be administratively withdrawn.

21


http://www.rlnc.education/tuition--costs

Disbursement of Books and Supplies

Pell Grant Eligible students and all other aid recipients are eligible to “charge” their books against
their anticipated financial aid as long as they have a valid (non-rejected) ISIR on file, are not in
loan default, are not on financial aid suspension, or ineligible due to a drug offense while receiving
Title IV aid. Any charges not covered by financial aid are the responsibility of the student.

Book charging is allowed one week before each semester starts and ends on the 7" business day
of the semester. A report is given to the Bookstore manager prior to the start of the book charging
period by the Financial Aid Advisor. Itis this report that determines which students can and cannot
charge books. Financial Aid Office staff reserve the right to authorize book charging due to
extenuating circumstances or college error, if warranted. If students choose to OPT OUT of the
way RLNC allows for book charging, then students must wait for a refund check to be released to
them before they can purchase books on their own or may pay out of pocket for their books at any
time.

Federal Aid

In order to ensure checks and balances when awarding federal aid, the functions of authorizing
and disbursing aid are performed by separate offices (FSA Handbook 2016-2017, 2-36. 2-37).

The Financial Aid Office will perform all functions related to authorization. The Business Office
will draw down title IV funds within the G5 system to the RLNC Federal Account. Upon validation
by the Financial Aid Advisor, the funds will be transferred and credited to the student account.
G5 Tutorial https://www.g5.gov/int/exthelp2/toc0.html

Pell

Federal Pell Grants are not disbursed until 21 days after the published add/drop (last day to
register for credit) date for each semester and funds are disbursed only after Pell is approved.

After all eligibility requirements are met by the applicant and validated by the Financial Aid
Advisor, the Chief Financial Officer is notified that money can be drawn down in the G5 system
to the RLNC Federal Account and credited to the student’s account. A portion of the approved
Pell Grant may be released for books and supplies prior to the last day to register date, at which
time the remainder of the Pell Grant may be released to the student. FSA Handbook 2016-17, 3-
25 34 CFR 668.164 (i) If books and supplies are needed prior to the release of the Pell Grant
funds, arrangements will be made to provide the student with the necessary books and supplies.
The 3" party servicer will update COD.

In figuring Pell round up for first half and down for second period. FSA Handbook 2016-17, 3-44

Direct Loans
www.StudentLoans.gov
RLNC does not participate in direct loans.
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Institutional Financial Aid Disbursement
All institutional scholarships originate through student application to the RLNC BURSAR Office.

The Scholarship Committee will meet and forward their decisions to the BURSAR Office and the
Financial Aid Office.

Institutional aid (as listed in the current RLNC catalog) is disbursed after the add/drop date. If no
funds are changing hands, the disbursement is completed by the Financial Aid Office transmitting
to the BURSAR office a notice of the award to credit the student account.

All institutional aid award information will be forwarded from the BURSAR Office to the
Financial Aid Advisor who will use these awards in computing aid packages.

Student Notification

Federal guidelines (2016-2017 FSA Handbook, 4-21) require that students be notified “of the
amount of funds the student and his or her parent can expect to receive from each FSA
program...and how and when those funds will be disbursed. This communication is normally done
by providing the student, via email, an official Award Notice which outlines the amount of awards
and projected payment dates.”

The simplest way to fulfill this requirement is to have all students ready to receive Pell Grants at
the same time (i.e., all verification completed and all award letters are current). Then, when the
drawdown is scheduled in G5, a memo should be sent to all recipients stating that the Pell amount
indicated on the student’s award letter will be disbursed to RLNC on the established date and
credited to the student’s account within 3 business days. The 3" party servicer will populate COD.

If not all students are ready to receive funds, the approved population can still receive funds, with
the same procedure being followed. As other students become eligible, they may be notified
individually.

All documents relating to financial aid shall be kept in the student file.

Refunds

A refund occurs when a student account reflects funds received greater than the amount of tuition,
books and fees due for the semester. When a refund occurs the institution will refund that amount
to the student within 14 days of the refund occurring by check.

Program-Participation Agreement (PPA)

Administration of Title IV funds is handled by the Financial Aid Advisor. The Advisor also
maintains the PPA, accessible at www.eligcert.ed.gov/eapp/.

Within 10 days of certain personnel changes, the Vice President of Operations and Academic
Affairs must update the PPA. These positions are as follows:

e President

e Financial Aid Director

e Chief Financial Officer
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e Board of Regents

Should accreditation change, this must also trigger an updating of the PPA, as should any addition
of a separate campus or a new program. Any change in the institution’s staff, education programs,
method of delivery, etc. will be reported to the U.S. Department of Education via the Electronic
Application.

Application to Participate

The Application to Participate (E-App, since it is located online at http://www.eligcert.ed.gov)
allows institutions to apply to participate in federal student-aid programs. (see the 2016-17 FSA
Handbook, 2-39, B-7)

After approval, an institution completes a Program Participation Agreement (PPA) unless RLNC
has a provisional certification, which must be kept current. When an institution’s PPA is coming
to an end, ED notifies the institution six months before the PPA expires. The institution must
submit a “materially complete” Application to Participate at least 90 days before the current PPA
expires in order to continue aid-program participation uninterrupted.

“Substantive changes” to the PPA must be reported to ED. Some changes require written approval
from ED, others do not (see the 2016-17 FSA Handbook, 2-90 & following) Some common
changes are listed below. PPA will be reviewed annual on July 1.

Changes requiring written approval include:
e Changes in accreditation;
e Increase in the level of degree programs; and
e An institutional name change;

Note that all changes, regardless of whether or not written approval is required, must be reported;
reporting is done via the URL given above.

Student Eligibility

While some aspects of student eligibility are determined either by Congressional act or by the
Department of Education, other aspects involve institutional determinations.

Academic Issues

To receive aid, a student must have (1) received a high school diploma (this can be from a foreign
school if it is equivalent to a U.S. high school diploma), (2) received the recognized equivalent of
a high school diploma, such as a general educational development or GED certificate; or (3)
completed home school at the secondary level as defined by state law and in an eligible program.
Because a student self-certifies on the FAFSA that they have or have not met conditions (1), (2)
or (3), the Office would not have to receive a copy. More information on these subjects may be
found in the most recent FSA Handbook, Volume 1; School-Determined Requirements.

Students must maintain satisfactory academic progress (SAP) in order to continue to receive aid.
RLNC’s SAP policy is discussed above.
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Students also have enrollment requirements. For financial-aid purposes at RLNC, full-time
enrollment is defined as 12 or more credit hours per semester, 11-9 credits as % time, 8-6 credits
as ¥ time and 5 and fewer as less than % time.

Citizenship

If CPS does not verify a student’s citizenship, the student must supply the Financial Aid Office
with documentation of their eligibility before receiving funds.

A citizen must supply the Financial Aid Office with documentation of citizenship. The
Department does not stipulate what documentation is required, but a list of possible items may be
found in the 2016-17 FSA Handbook, 1-22, 1-23. Remember, a Social Security card or driver’s
license is not acceptable documentation of citizenship. Citizens not confirmed by CPS should
contact the Social Security Administration to correct the problem.

Eligible noncitizens must provide an Alien Registration Number (A-Number), which CPS checks
with the Department of Homeland Security (DHS). A successful match enables the student to
receive aid. If the Office has information that conflicts with the student’s eligibility, then this
conflict must be resolved. See 2016-17 FSA Handbook, 1-24, 1-25. If there is “not enough
information,” the student will be directed (via SAR/ISIR) to provide the Financial Aid Office with
documentation of status. Such documentation should be checked against the SAR/ISIR. Eligible
noncitizens should then submit a FAFSA correction providing the correct A-Number. If a
student’s status is not confirmed, secondary confirmation with DHS occurs. If this process is not
completed automatically, the Financial Aid Office must complete the process using the paper
method; for more information, see most recent FSA Handbook, VVolume 1; Citizenship. For some
types of students, documentation must be completed anew each year a match fails; see most recent
FSA Handbook, Volume 1; Citizenship.

Citizens of the Freely Associated States (Palau, the Marshall Islands, the Federated States of
Micronesia) are eligible for Pell but not for loans. They do not use an A-Number, and they may
not have a SSN. In this case, as long as all information relating to the student’s citizenship is
consistent, there is no documentation-collection requirement.

Defaults

CPS checks students to see if they are in default on a student loan, reporting the result in the
ISIR. If a student is found to be in default, the student cannot receive aid until the default has
been resolved. See 668.35(b) to identify steps to resolve loan defaults and restore eligibility.
Students reportedly in default should be notified by letter (copy to file). Students are responsible
to contact their loan servicers in order to resolve the default status. If a student has resolved the
default status, the student must provide documentation proving this, which should be copied to
the student’s file. Also, the student should be advised to ask the loan servicer to update their
status with NSLDS. (NSLDS will generate a new ISIR when a student’s status changes
substantively. But this may lag, so a student who has become eligible by making proper
arrangements and/or payments with the lender may prove eligibility with documentation.)
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Selective Service Match

A male student whose FAFSA does not result in a “match” with the Selective Service System will
be ineligible to receive funds until the situation is resolved; this will be visible on the ISIR as a
‘CC” ﬂag.

While the student will receive this information on his SAR, it would be worthwhile to notify the
student by letter that this mismatch will block his aid until it is resolved.

A male student reported as “registration not confirmed” must either register or provide
documentation of registration. For information on resolving this issue: (2016-17 FSA Handbook,
1-71)

Social Security Number Match

If a student’s reported Social Security number (SSN) does not match with the Social Security
Administration, the FAFSA will be rejected. Generally the student will have provided an incorrect
SSN and simply needs to create a FAFSA correction with the valid SSN. This should then clear
the problem. (see the 2016-17 FSA Handbook, 1-1-69)

If a student’s name or date of birth does not match with SSA, the FAFSA will not be rejected, but
a message will be printed on the ISIR/SAR. While the student may receive aid if they supply
sufficient documentation to explain the mismatch ( See FSA Handbook 2016-17, 1-69), it is
recommended that the student either contact SSA to update their database or submit FAFSA
corrections, as fixing the problem can prevent future difficulties.

Financial aid office must resolve any C codes and conflicting information.

Aid Programs

RLNC participates in the following aid programs.
e Federal: Pell Grants, FWS, FSEOG.
e State: State of Minnesota.
e Institutional: Tuition-discount (unfunded) aid programs exist; these are detailed in the
RLNC College Catalog.
e Other: Outside scholarships and grants are accepted; the Financial Aid Advisor completes
any necessary institutional paperwork to enable students to receive such aid.

Student Scholarship Fund

Undesignated contributions from the student scholarship fund, redirected to students as
scholarships, are aid that must be reported on the students’ award letters. This aid, combined with
all other financial awards, should not exceed a student’s total need. President’s Office, Office of
Financial Aid, and the Bursar Office work together to determine SSF award recipient(s).

Professional Judgment

Students who desire a professional review of their submitted FAFSA information must present a
Professional Judgment Request Form, Verification Worksheet, and all corresponding
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documentation to the Financial Aid Office. The Financial Aid Advisor will review this
information, using Federal Student Aid Handbook guidelines, and document any decisions and/or
adjustments to the student’s file.

The Financial Aid Advisor will endeavor to review and respond to all professional judgment
requests within three weeks of receiving the forms and all supporting documentation. Incomplete
requests will not be considered.

Outside Scholarships

Scholarships from “outside organizations” are awarded directly to students, not to RLNC, although
the award may in some cases be sent directly to the institution. RLNC considers it the recipient’s
responsibility to accept/refuse award according to their own conscience. Thus, RLNC will not
refuse to process scholarships awarded directly to a student, whether or not the awarding
organization aligns with RLNC’s vision and standards. The Financial Aid Office and Business
Office must be informed of all internal and external scholarships awarded to students.

FSEOG & FWS
Selection of students for FSEOG awards

In selecting among eligible students for FSEOG awards in each award year, RLNC shall select
those students with the lowest expected family contributions who will also receive Federal Pell
Grants in that year.

If RLNC has FSEOG funds remaining after giving FSEOG awards to all the Federal Pell Grant
recipients at RLNC, the Red Lake Nation College shall award the remaining FSEOG funds to
those eligible students with the lowest expected family contributions who will not receive
Federal Pell Grants.

Part-time and independent students. If RLNC's allocation of FSEOG funds is directly or
indirectly based in part on the financial need demonstrated by students attending RLNC as less-
than-full-time or independent students, a reasonable portion of the allocation must be offered to
those students.

FWS

In administering its FWS program, RLNC shall establish and maintain an internal control system
of checks and balances that insures that no office can both authorize payments and disburse
funds to students.

Federal Work-Study is a Campus-Based Aid Programs. This program provides college and
community service jobs to Red Lake Nation College students who qualify. Work-Study awards
are based on the results of your Free Application for Federal Student Aid (FAFSA). Only
students who have been awarded Federal Work-Study may select a Work-Study position.
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Red Lake Nation College will select FWS based on an application and interview process. Work
Study positions will be posted in student services when they become available. Students
interested in posted positions will need to complete an application by the posted deadline. All
students who complete an application before the deadline will receive an interview for their
selected position.

RLNC will maintain program and fiscal records that include verification by the student's
supervisor, or an official of RLNC, that each student has worked and earned the amount being
paid. The verification must include or be supported by, for students paid on an hourly basis, a
time record showing the hours each student worked in clock time sequence, or the total hours
worked per day. Also included a payroll report containing sufficient information to support all
payroll disbursements, and any noncash contribution record to document any payment of
RLNC’s share of the student's earnings in the form of services and equipment.

All records will be reconciled at least monthly.

Each year RLNC shall submit a Fiscal Operations Report plus other information required. RLNC
shall insure that the information reported is accurate and shall submit it on the form and at the
time required.

Financial Aid Grievance Procedure

It is the policy of RLNC that all financial aid applicants have at their disposal during the period
when they are students, specific and equitable procedures which afford due process for resolving
grievances.

A grievance is an alleged unfair, inequitable, or discriminatory application or implementation of
college policy or procedure. A grievance can result from issues that require institutional attention
for which there is no policy or procedure.

The purpose of the informal procedure is to require the parties involved in a grievance to attempt
to resolve the problem themselves through the following steps:

1. The student should attempt to discuss the complaint with the person(s) who appears to be the
source of the grievance.

2. If the problem is not resolved at the first step, the student may take the complaint to the
respondent's supervisor.

3. If the problem is not resolved to the satisfaction of the student through the informal process, the
student may enter the formal grievance procedure.

a. The grievant shall submit to the RLNC Financial Aid Ad Hoc Committee a written
grievance containing a concise description of the grievance and the requested remedy to the
grievance.

b. A hearing shall be held within ten working days after the grievance has been submitted
to the Financial Aid Office.
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c. A recommendation shall be made to the College President within ten working days of
the hearing. The President may:
1. Institute the recommended action of the Financial Aid Ad Hoc Committee;
2. Refer the matter back to the Financial Aid Ad Hoc Committee for additional
consideration and review; or
3. Reject the recommendation of the Financial Aid Ad Hoc Committee and resolve
the grievance.

The grievant shall be informed in writing of any and all actions taken.

Contact Information

Red Lake Nation College
PO Box 576
Red Lake, MN 56671

OPE ID #: 04271800

Name Title Email Phone

Dan King President Dan.king@rlInc.education (218) 679-1001
Mandy Schram Vice President of | Mandy.schram@rlInc.education | (218) 679-1004
Operations and
Academic Affairs
Tami Niswander | Chief Financial Tami.niswander@rinc.education | (218) 679-1006
Officer
Jamie King Financial Aid Jamie.king@rinc.education (218) 679-1035
Advisor
Nokomis Paiz Vice President of | Nokomis.paiz@rlInc.education (218) 679-1005
Student Success
Laurie Neadeau Director of Laurie.neadeau@rinc.education | (218) 679-1003
Student Records
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Other Contact Information

WEBER

Harry Weber Owner CEO Harry.weber@weberassociatesinc.c | (888) 857-8690
om

Amanda Ellis- SAIG Amanda.ellis- (888) 857-8697

Johnson Manager/help johnson@weberassociatesinc.com

*See Attached servicer information sheet
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