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READING HOSPITAL SCHOOL OF HEALTH SCIENCES
POLICY NO. 611

SUBJECT: Adequate Staffing (Financial Aid Department)

Responsibility of: Director of Financial Aid and Budget
Originated: July, 2014 Revised: N/A  Reviewed: July, 2014

SCOPE: Institutional Administrative Capability and Fiscal Management Compliance

PURPOSE: To participate in any Title IV, HEA program, an institution must demonstrate that it
is capable of adequately administering that program.

POLICY:: Reading Hospital School of Health Sciences (RHSHS) must employ an adequate
number of qualified persons to administer the Title IV, HEA programs in which it participates.

DEFINITIONS: N/A

PROCEDURE: RHSHS currently provides two educational programs which are Title IV
eligible — Nursing and Medical Imaging. Total enrollment averages around 400 students, with
approx. 75% receiving Title IV aid of some type. In the 2012/13 AY, $2,339,541 in Direct
Stafford loans and $582,002 in Pell grants were disbursed. RHSHS does not participate in
Federal SEOG, CWS or Perkins loans programs. Although there is no “in- house” (FAM)
financial aid management system used to determine and process awards for the 900 clock hour
defined academic years, those processes are completed using a school developed Excel
spreadsheet and are tracked manually. Student records are created manually in GradPro and
EDExpress for processing with COD and G5.

There are three fulltime staff positions that comprise the Financial Aid/Student Accounts
Offices:

1. Director of Financial Aid and Budget
Job responsibilities include: (1) The Director of Financial Aid and Budget is responsible
for the full implementation of financial aid services at RHSHS. Accountable for
maintaining compliance with Federal and State regulations, as well as internal policies.
Works closely with the Reading Hospital administration, School Program Directors, and
Fiscal Administration to fulfill the goals and objectives of the School of Health Sciences
and the Reading Hospital. (2) Supervises and trains Financial Aid and Student
Accounting staff members. (3) Accountable for the completion of all required and
requested financial reports for Federal, State, Reading Hospital and School of Health
Sciences including IPEDS and EZ Audits. Works closely with Fiscal Administration
regarding the managing, accounting, and reconciliation processes for all funds used by
the School of Health Sciences programs. (4) Performs all certification and re certification
processes required for the Federal Department of Education. (5) Manages individualized
financial aid packages for all students. Compiles each student's eligible aid from various
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sources and establishes disbursement dates. (6) Identifies tracks, and corrects, if possible,
any accounting or budget variances or errors. (7) Maintains records in accordance with
Federal and State compliance regulations.

Financial Aid officer

Job responsibilities include: (1) Assists parents and students in correctly completing
financial aid applications. (2) Verifies compliance of all financial aid activities with
school policies and State and Federal regulations (3) Verifies the accuracy of students'
applications and related documents. (4) Administers federal, state and institution loan,
grant, and scholarship programs. (5) Packages financial aid. (Compiles each student's aid
from the various sources, ensures awards are accurate and within regulations and
establishes disbursement dates) (6) Collaborates with Student Accounts Office to assure
the proper application of funds to student accounts. (7) Verifies the receipt and
application of funds to student accounts.

. Student Accounts Officer

Job responsibilities include: (1) Serves as a liaison between students and Director of
Financial Aid and Budget for billing and payment arrangements. (2) Informs students of
their tuition obligations for each semester and on a monthly basis for extended payment
plan agreements. (3) Communicates effectively with the Director of Financial Aid and
Budget for accurate processing of all Federal, State, Local and independent financial
aid funds. (4) Counsels student and or parents concerning billing and payment matters.
Communicates complete and accurate information regarding payment obligations to
students and parents for the School of Health Sciences. (5) Contacts 3rd party billing
agencies such as college vendor, Pennsylvania TAP funding program, Department of
Military affairs, and others as needed for payments, information or resolution of any
discrepancies. Documents all conversations accurately within departmental time frames.
(6) Prepares monthly and yearly reconciliation reports on Student Accounts for review
with Director of Financial Aid and Budget

EDUCATION AND TRAINING: N/A

REFERENCES: CFR 668.16(b)(4)

COMMITTEE AND COUNCIL APPROVALS: SHS Director’s Meeting, 9/22/14

CANCELLATION: Reading Health System policies directly related to this topic shall
supersede this RHSHS policy. This policy supersedes all previous policies, memoranda, and/or
other communications pertaining to this policy.



