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Ofice
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Gener al

Each WU Parkersburg faculty nmenber wll maintain sufficient
student attendance records to insure that he/she can docunent
the | ast date of attendance for any student who w t hdraws,
drops out or is expelled. Also, the |ast date of attendance
must be reported to the Records O fice by the appropriate
faculty nenbers within thirty days of the event.

Faculty and staff should instruct students who wish to
withdraw totally to fill out and sign the "Schedul e Change
Form" and the "Conplete Wthdrawal Form™

When faculty, advisors, counselors, staff or other WU at

Par ker sburg representatives sign any formal w thdrawal form

t hose individuals nmust indicate on the formthe student's | ast
date of attendance, if known. |If, at the time of signing the
wi t hdrawal form the canpus representative does not have

know edge of the student's |ast date of attendance then the
canpus representative nust solicit that information fromthe
student and so note the |ast date of attendance for each cl ass
on the form

Sonme students fail to wthdraw formally or officially drop out
but discontinue attending classes, with the intent to w thdraw
or drop out. To insure that these students are identified in
atinmely manner (within 30 days) each faculty nmenber wll,
consistent with the institution's class attendance policy,
report the |last day of attendance for all students having
excessi ve absences on the "Report of Student's Excessive C ass
Absences" form The Dean of Academ c Affairs wll send a copy
of that formto the Records Ofice so that necessary action
can be taken.
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Aut hority

It is essential that the institution docunent the |ast day of
attendance and tinely report any changes in a student's
enrol Il ment so that W/U at Parkersburg can conply with
pertinent federal |aw and regulations as foll ows:

[Authority: 20 U S.C. 1094]

Sec. 668.21 Treatnment of Pell Gant, SEOG |CL, and Perkins
Loan program funds if the recipient wthdraws, drops out, or
is expelled before his or her first day of class.

(a) (1) |If a student officially wthdraws, drops out, or is
expel l ed before his or her first day of class of a
paynment period, all funds paid to the student for that
paynment period for institutional or non-institutional
costs under the Pell Gant, SEOG |CL, and Perkins Loan
prograns are an over paynent.

(2) The institution shall return that overpaynent
to the respective Title IV, HEA prograns in the anount
that the student received from each program

(b) For purposes of this section, the Secretary considers
that a student drops out before his or her first day of
class of a paynent period if the institution is unable to
docunent the student's attendance at any class during the
paynment peri od.

[Authority: 20 U . S.C. 1094]

Sec. 668.22 Distribution formula for institutional refund and
for repaynments of disbursenents nade to the student for non-
institutional costs.

[(a) through (c) omtted. . . ]

(d) Drop out date. For purposes of this section, a student is
consi dered to have dropped out on the |ast recorded date
of class attendance by the student as docunmented by the
institution.

[(e)(1) through (e)(4) omtted. . . ]
(e) (5) The amount of the Title IV, HEA program portion of

the refund allocated to the Title IV, HEA prograns other
than the OA5, GSL, PLUS, and SLS progranms nust be
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returned to the appropriate program account(s) by the
institution within 30 days of the date that the student
officially wwthdraws or is expelled or the institution
determ nes that a student has unofficially w thdrawn.

(6) The amount of Title IV, HEA program portion of the
over paynment allocated to the Title IV, HEA prograns other
than the OA5, PLUS, and SLS progranms mnmust be returned to
the appropriate program account(s) within 30 days of the
date that the student nmakes the repaynent.

[ Aut hori ty]

DEPARTMENT OF VETERANS AFFAI RS
SECTION 7
CHANGES | N ENROLLMENT STATUS

7.01 Tinely Reporting of Changes in Enroll nent

After a student's enroll nent has been properly certified to
the DVA regional office of jurisdiction, the certifying
official has the responsibility for tinmely subm ssion of

addi tional reports when the student nodifies his or her
enrol I ment by changing the credit (or clock) hours of
enrol | rent, changes to anot her program objective, term nates
training prior to the end of the certified period, etc. These
changes nmade by the student, or actions by the institution to
termnate the student's enrollnment (e.g., academ c suspension
or dismssal), should be reported pronptly by the certifying
official to the DVA regional office on Form 22-1999b.

DVA considers a notice of change in student status tinely
filed if it is received by the regional office no |ater than
30 days after the change occurs.

Certifying officials should keep in mnd that they may

t el ephone notices of reductions and termnations to the DVA
regional office. The time saved, particularly during the |ast
half of the nonth, inproves the l|ikelihood that award actions
can be taken in time to prevent or mnimze overpaynents.....
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