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Section 1: Manual Introduction 
 
1.1 Introduction 
 
The Kiamichi Technology Centers District Administration Office is located in 
Wilburton with campuses in Atoka, Durant, Hugo/Antlers, Idabel, McAlester, 
Poteau/Spiro, Stigler and Talihina.  Office hours are Monday through Friday from 
8:00 a.m. to 5:00 p.m., except on school holidays.   
 
Federal regulations mandate that institutions have written policies and 
procedures.  The purpose of this document, the Federal Student Financial Aid 
Policy Manual, is to record policies surrounding the delivery of financial aid at 
Kiamichi Technology Centers (KTC).  If no policy addresses a given issue, the 
Financial Aid Coordinator is expected to use professional judgment based upon 
the intent of all financial aid programs and practices.  For development of 
policies, the Financial Aid Office uses the guidance from the FSA Handbook and 
Dear Colleague letters issued by the Department of Education in conjunction with 
institutional policies, procedures, and philosophies. 
 
This manual: 
 

 Sets forth the institution’s policies in regard to student aid which must be 
adhered to in order to distribute financial aid. 

 Provides quick reference to various policies. 
 
1.2 Purpose & Philosophy of the Financial Aid Office 
 
KTC believes that everyone who desires training should have the opportunity of 
attending school regardless of their financial situation. KTC continues to promote 
financial assistance opportunities to eligible students who might otherwise be 
depriving themselves of the benefit of career training. 
 
The primary purpose of the financial aid program at KTC is to provide assistance 
for financially disadvantage students who, without such aid, would be unable to 
further their education.  Assistance consists of grants and scholarships.  The 
student (and the family of a student, when applicable) is expected to make a 
maximum effort to assist with educational expenses. 
 
 
1.3  Policies & Procedures Development Responsibilities 
 
The Financial Aid Coordinator is responsible for initiating the development of 
financial aid policies at KTC.  Others, including the Board of Education, 
Superintendent, Deputy Superintendent and campus Financial Aid Staff, are 
involved in developing these policies.  
 



The guidance from the Federal Department of Education is utilized in creating the 
financial aid policies and procedures.  This information can be found at 
www.ifap.ed.gov and the FSA Handbook.  Guidance from NASFAA also helps to 
create the policies and procedures. 

 
1.4 Financial Aid Reference Documents 
 
In addition to the Federal Student Financial Aid Policy Manual, other regulations 
that affect student aid will be adhered to.  These regulations and guides are 
located in the Financial Aid Office, either in hard copy or electronic format, and 
are as follows: 
 

 Student Handbook information (this information is located at www.ktc.edu) 

 Federal Student Aid Handbook 

 U.S. Department of Education Dear Colleague Letters 

 Federal Registers (Financial Aid Legislation) 

 U.S. Department of Education Audit Guide 

 EDConnect User’s Guide and Technical Reference 

 Higher Education Act as amended 

 NASFAA correspondence 

 NSLDS Reference Materials 

 NSLDS Enrollment Reporting Guide 

 A Guide to SARs and ISIRs 

 Gainful Employment Quick Start Guide 
 
1.5 Mission of Financial Aid at KTC 
 
The mission of KTC is to prepare people for success. We provide learning 
opportunities and innovative solutions for our customers. 
 
The purpose of the Financial Aid Office is: (1) to provide professional financial aid 
counseling to students and parents concerning meeting the cost of education; (2) 
to administer federal, state, and scholarship programs competently according to 
the institution’s philosophy and policies as stated above and in the federal 
regulations; and (3) to maintain institutional records of assistance programs and 
the students assisted. 
 
1.6 Responsibilities of Financial Aid at KTC 
 
The primary responsibilities of the Financial Aid Office are to assemble and 
maintain student aid records, assess eligibility of applicants for aid, authorize aid, 
complete federally mandated reports, and design and implement systems to 
accomplish these tasks.  This requires knowledge of federal regulations, 
institutional policies and procedures, ability to deal with clients about sensitive 
issues, and ability to deal with continually changing program regulations. 
 

http://www.ifap.ed.gov/


Specific responsibilities may include, but are not limited to: 
 

 Maintaining student financial aid records/files 

 Authorizing and processing Pell awards and payments 

 Verifying application data on selected applicants 

 Calculating student grants, scholarships, federal work-study, and other 
financial aid or resources 

 Distributing and collecting satisfactory academic progress reports 

 Calculating return of funds or overpayments when students withdraw 

 Informing other offices and agencies when a student withdraws 

 Maintaining up-to-date knowledge of relevant federal regulations 

 Coordinating fiscal matters with the business manager, including cash 
requests, cash accountability, and cash disbursements 

 Revising Student Consumer Information and the Policies and Procedures 
Manual 

 Preparing Federal Title IV reports 
 
 
1.7 History of Financial Aid at KTC 
 
KTC opened for classes in the fall of 1969. In the spring of 1970, negotiations to 
obtain institutional participation rights for Federal Title IV programs of student 
financial assistance began. KTC began awarding Federal Title IV funds in the fall 
of 1970. Stacia McCune currently holds the title of Financial Aid Coordinator. 
 
1.8 Non-Discrimination Disclosure 
 
KTC does not discriminate on the basis of race, color, sex, pregnancy, gender, 
gender expression or identity, national origin, religion, disability, veteran status, 
sexual orientation, age, or genetic information with respect to its programs or any 
aspect of its operations. This includes, but is not limited to admissions, 
educational service, financial aid, employment, and educational services. The 
following person has been designated to handle inquiries concerning application 
of KTC’s non-discrimination policies: Jay R. Warren, Compliance Coordinator, 
PO Box 548, Wilburton, OK 74578; (918) 465-2323. 
 
Section 2: Administrative Organization and Office Management 
 
2.1 Institutional & Divisional Structure 

 
The KTC District Overview organizational chart for the workflow is available from 
the District Administration Office in Wilburton. 

 
The Financial Aid Administration are responsible for working with the instructors 
to determine if a student will qualify for advanced standing or transfer credit; 



however, the instructor is the ultimate authority on whether students have 
advanced standing and/or transfer credit.  

 
KTC is accredited by the Oklahoma Board of Career and Technology Education.  
They perform an accreditation review approximately every five years.  The last 
review was conducted in 2017, and the next review is scheduled for 2022. 

 
2.2  Financial Aid Office Structure & Position Responsibilities 
 
The Financial Aid Office is comprised of one District Coordinator, and eight 
campus Financial Aid Staff members, one at each campus.  
 
The Campus Financial Aid Staff serve as the main point of contact for the 
students at that campus. The contact information is as follows: 

 
Atoka    580-889-7321 
Durant   580-924-7081 
Hugo/Antlers  580-326-6491 
Idabel   580-286-7555 
McAlester   918-426-0940 
Poteau/Spiro  918-467-4525 

 Stigler   918-967-2801 
Talihina    918-567-2264  
Wilburton  918-465-2323 

  
2.3 Accommodations for Disabilities 
 
KTC is committed to providing reasonable accommodations and support services 
to students who have disabilities covered by the Rehabilitation Act of 1973 or the 
Americans with Disabilities Act of 1990.  The Campus Counselor is responsible 
for coordinating school services for students with disabilities. Please submit 
accommodation requests with supporting documentation to the Campus 
Counselor.  

 
2.4 Treatment of Correspondence/Forms 
 
All student correspondence/forms should be given to the appropriate Financial 
Aid Staff member.  The staff member is responsible for checking this paperwork 
for accuracy and completion. 
 
As a best practice, the Financial Aid Coordinator will re-check the verification 
paperwork after the staff member has done her initial verification.  If she 
uncovers any errors, she will give the paperwork back to the staff member until 
all issues are resolved. 
 



The Financial Aid Staff are responsible for ensuring that all students’ 
correspondence and forms are maintained in the student’s file. 
 
2.5 Confidentiality of Student Records 
 
The student will be given information on FERPA at the time of enrollment. 
FERPA is explained in greater detail in Section 4 of this manual. 
 
The Financial Aid staff will not discuss matters with anyone other than the 
student unless the student has given written permission to do so.  The staff may 
discuss parental information with the parent if the student is a dependent. 
 
Information (written or oral) that a student and/or family reveal in the process of 
seeking assistance is confidential.  Access to this information is restricted to the 
Financial Aid staff.  Application materials become the property of KTC upon 
submission and are maintained in the student’s paper file and/or in electronic 
format. 
 
2.6  Records Management & Retention 
 
The Financial Aid Office keeps all records for a minimum of three years after the 
end of the award year in which the student last attended. 

 
Section 3: Financial Aid Programs 
 
3.1   Program Eligibility 
 
To qualify as an eligible institution, the school must offer at least one eligible 
program. It is the school’s responsibility to ensure a student is enrolled in an 
eligible program before disbursing Title IV aid. All career training programs that 
are on-site and have a minimum of 600 hours are typically eligible for financial 
aid.  

 
Programs, also referred to as “career majors”, are measured in clock hours.  
The academic year is defined as 900 clock hours, 26 weeks, of instructional time. 
Programs are accredited for a minimum number of clock hours and weeks. 
Because KTC offers clock hour programs, the programs are structured as non-
term for Title IV purposes. The school enrolls students for fall and spring terms.  

 
All career training programs lead to a certificate of completion.  

 
The career training programs that are eligible for federal student aid are 
accredited by the Oklahoma Board of Career and Technology Education. 

 
 
 



3.1.1 Ineligible Programs 
 

Career training programs (career majors) that are less than 600 hours are 
not eligible for financial aid. Furthermore, all online programs offered 
through Ed2Go are ineligible for Title IV funding. In order to be considered 
eligible for Title IV funding, the program must lead to a specific career 
goal. KTC currently does not offer any financial aid for short term 
programs. 

 
3.1.2 Checking Validity of High School Completion 

 
KTC requires students to submit a copy of a high school equivalency 
(HSE) or home school certificate if the student did not receive a High 
School Diploma. The Financial Aid Office relies on the self-certification on 
the FAFSA to determine whether a student has a high school diploma. 
This is cross-referenced with the student’s enrollment application. 

 
If the school has reason to doubt the validity of the student’s high school 
diploma, the school (i.e., the Financial Aid Office) will request the student 
to submit a copy of the high school diploma or a transcript that shows the 
student’s successful completion of a high school program. The transcript 
must have the student’s date of graduation. The Financial Aid Office may 
contact the school to check its validity if the Financial Aid Office deems the 
transcript’s or diploma’s authenticity is in question.  

 
3.1.3 Information Discrepancies 

 
KTC will resolve any conflicting information in the student’s financial aid 
file. The Financial Aid Office will refer for investigation to U.S. Department 
of Education’s Office of Inspector General any credible information 
indicating a Title IV aid applicant, school employee, or third-party servicer 
may have engaged in fraud or other criminal misconduct in connection 
with the Title IV programs. 

 
3.1.4 Reporting Overpayments to the National Student Loan Data 
System (NSLDS) 

 
KTC must accurately report student overpayment information to the 
NSLDS. Overpayments may occur with programs such as the Federal Pell 
Grant and FSEOG overpayments. 

 
3.2  General Title IV Student Eligibility Requirements 

 
To be eligible for Title IV aid, the student must: 
 



 Be enrolled as a regular student in an eligible program. 

Regular students are post-secondary students who are 

enrolled for the purpose of obtaining a certificate. 

 Meet one of the following academic criteria: 

o Have a high school diploma, or 

o Have the recognized equivalent of a high school 

diploma, including: 

 A High School Equivalency Certificate (HSE) 

 A State certificate issued after passing a State-

authorized test, recognized by the State as the 

equivalent of a high school diploma 

 An academic transcript indicating the 

successful completion of a two-year program in 

which all credits apply towards fulfilling 

bachelor’s degree requirements 

 Be home schooled, and  

o Obtain a secondary school completion credential for 

home schooling provided by the student’s home state, 

if one is offered, or 

o Have completed a secondary school education in a 

home school setting that qualifies as an exemption 

from compulsory attendance requirements under 

state law 

 Have a valid Social Security number, if required 

 Be a U.S. citizen or eligible noncitizen 

 Be registered with Selective Service, if required 

 Sign a Statement of Educational Purpose, which certifies he 

or she will use federal student financial aid only to pay 

educational costs 

 Not be in default on a Title IV loan or, if in default, have 

made satisfactory repayment arrangements with the loan 

holder 

 Not be liable for an overpayment of a Title IV grant or 

Federal Perkins Loan or, if liable, have made satisfactory 

repayment arrangements with the holder of the debt 

 Be making satisfactory academic progress (SAP) 

 Not have property which is subject to a judgment lien for a 

debt owed to the U.S. or, if subject to a judgment lien, have 

made satisfactory repayment arrangements with the debt 

holder 



 Not have been convicted of an offense involving the 

possession or sale of illegal drugs that occurred while the 

student was enrolled and receiving Title IV aid 

 Have completed repayment of funds to either ED or the 

holder of a loan, as applicable, if the student has been 

convicted of, or pled no contest or guilty to, a crime involving 

fraud in obtaining Title IV aid. 

3.3 Application Process for Federal Student Aid 
 
To apply for federal student aid, students must complete the Free Application for 
Federal Student Aid (FAFSA) for the appropriate award year. Once the Financial 
Aid Office receives the Institutional Student Information Report (ISIR), they will 
review the results to determine if the student needs to provide additional 
documentation. Once all documentation has been received and all conflicting 
information has been resolved, the Financial Aid Office will update the ISIR with 
any changes necessary. After a valid ISIR is on file, the Financial Aid Office will 
determine the student’s eligibility for federal aid. 

 
3.4  Federal Aid Programs in Which Institution Participates 
 
KTC participates in the Federal Pell Grant, Federal Supplemental Education 
Opportunity Grant, and Federal Work-Study programs. The institution does not 
participate in any loan programs 

 
3.4.1 Federal Pell Grant 
 
KTC awards Pell Grants in accordance with federal regulations and 
guidelines. The purpose of the Pell Grant is to provide a foundation of aid 
to needy students. Eligibility is based upon meeting the general criteria as 
described in the FSA Handbook. Furthermore, students may not receive a 
Pell Grant from more than one institution concurrently. 

 
To determine the student’s eligibility for a Pell Grant, the Financial Aid 
Coordinator will review the ISIR to make sure the student meets the 
criteria as outlined in the FSA Handbook. The student must have a valid 
Estimated Family Contribution (EFC) that falls within the Pell Schedule 
(this document can be retrieved on www.IFAP.eg.gov).  

 
Students may not receive more than 600% in Pell Grants over the 
student’s lifetime. The percentage of Pell Grant used is referred to as the 
Lifetime Eligibility Used (LEU). The Financial Aid Staff will make a note of 
the student’s LEU to ensure that the student is not over-awarded. 

 
 
 



3.4.2 Federal Supplemental Education Opportunity Grant (FSEOG) 
 
The Federal Supplemental Education Opportunity Grant (FSEOG) is a 
need-based grant that is available to those who have significant financial 
need, as proven by appropriate completion of the Free Application for 
Federal Student Aid (FAFSA). To receive an FSEOG, one must be 
enrolled or accepted for enrollment as an undergraduate student and must 
not have previously earned a bachelor’s or first professional degree.   

 
Selection of recipients is based on the lowest EFC’s and then, if funding is 
still available, it can be spread to the next lowest group. The award 
amount will be based on the number of hours in which the student is 
enrolled. 
 
3.4.3 Federal Work-Study Program (FWS) 
 
Federal Work-Study is designed to provide job opportunities while 
attending school and to provide a source of income to meet educational 
costs. FWS also provides an opportunity for working in a community 
service job and to provide family literacy in certain jobs. Students may 
apply for FWS by completing the FAFSA and submitting it to the federal 
processor. 

 
To qualify for FWS, students must demonstrate unmet need after the Pell 
Grant and other gift aid (scholarships and grants) have been awarded. 
Students may receive Work-Study up to the amount of unmet need; 
however, the Financial Aid Coordinator may limit the amount of funds s/he 
will award students in order to ensure that enough FWS funds are left to 
award other students. Students may still qualify for work-study even if they 
do not qualify for Pell.  

 
3.5 State Aid Programs in Which Institution Participates 

 
KTC participates in the Oklahoma Tuition Aid Grant and Oklahoma’s Promise 
state grant programs. They are also eligible for the Otha Grimes Scholarship 
through the Oklahoma State Department of CareerTech. 

 
3.5.1 Oklahoma Tuition Aid Grant (OTAG) 

 
To be eligible for OTAG, students must: 
 

o Be a citizen of Oklahoma for one year prior to 

beginning a post-secondary education. To check this, 

confirm the student’s state citizenship on the ISIR and 

check the student’s academic records. 

o Be enrolled in a Title IV-eligible program. 



o Be Pell-eligible for the payment period. 

o Be enrolled either half-time or full-time (this must be 

indicated on the Awards Claim Form). 

o Be in good standing on Satisfactory Academic 

Progress. 

o Have a complete financial aid file with a valid EFC. 

o Students must submit their FAFSA and have a valid 

EFC before the priority deadline. The priority deadline 

is usually December 1 in the calendar year that 

precedes the school year. (Example: For 2019-2020, 

the priority deadline is December 1, 2018.) 

The Oklahoma State Regents of Higher Education (OSRHE) will 
determine which students meet the EFC requirement and filed the FAFSA 
before the priority deadline. Any student who appears to be eligible based 
on the FAFSA results will appear on OTAG’s Awards Claim Roster for 
KTC if the student included the proper school code on the FAFSA. The 
Award Claim Form is provided on request by the Oklahoma State Regents 
of Higher Education, who can be reached at reports@otag.org.  

 
3.5.2 Oklahoma’s Promise (formerly known as OHLAP or Oklahoma 
Higher Learning Access Program) 

 
The OSRHE will award a state grant to students who are eligible for 
Oklahoma’s Promise. To be eligible, the student must have enrolled in the 
program during the eighth, ninth, or tenth grade of high school. Their 
parents must have an adjusted gross income of $55,000 or less. Students 
must complete the required courses for the program. For more information 
about eligibility, refer to the Oklahoma State Regents of Higher Education 
website at http://www.okhighered.org/okpromise/.  

 
 Students must contact the Financial Aid Office to let them 

know they are eligible for Oklahoma’s Promise.  
 
 To be eligible for Oklahoma’s Promise at KTC, the student 

must be enrolled in a program that is eligible for Federal 
Student Aid. The student must be enrolled half- or full-time in 
the program and meet the Satisfactory Academic Progress 
requirements. Students must complete the FAFSA to qualify 
for Oklahoma’s Promise, as the Regents use the data on the 
ISIR to determine whether the student’s family is within the 
income threshold to qualify for OK’s Promise. 

 
 
 

mailto:reports@otag.org
http://www.okhighered.org/okpromise/


3.5.3 Otha Grimes Scholarship 
 
 Otha Grimes is a scholarship from the Oklahoma State 

Department of CareerTech Foundation. They will give up to 
10 awards per semester to each technology center in the 
state. 

  
Students may apply for the scholarship by completing the 
application at 
http://www.okcareertech.org/about/foundation/scholarships/o
tha-grimes-scholarship.pdf.  
 

 Applications are due on the 19th of August and the 8th of 
January to the campus Financial Aid Office. If these dates 
happen to fall on a weekend, the applications will be due the 
following Monday. 

  
 3.6 Institutional Scholarships 
 

KTC does offer an institutional scholarship/tuition waiver program. 
Information about this program is listed below: 
 

  3.6.1 Steps to Success Scholarship (Tuition Waiver) 
 

The Steps to Success Scholarship (Tuition Waiver) offers 
qualifying students in KTC school district free tuition for one 
(1) field of study up to 1050 hours, or one (1) short-term 
program which leads to an industry certification.  
 
Scholarship recipients will be required to pay for books, 
clothing, and any other materials or fees required by their 
career major. 
 
Students are eligible for the scholarship within two (2) years 
of completion of one of the following: have a diploma from 
one of KTC partner schools, completion of a secondary 
education in a home school setting, Completion of a high 
school equivalency (HSE) credential. Students must also 
reside in the KTC district. 
 
Recipients are required to follow all KTC Policies and 
Procedures. Campus administrators have the right to 
terminate any student who violates these policies. 
 

http://www.okcareertech.org/about/foundation/scholarships/otha-grimes-scholarship.pdf
http://www.okcareertech.org/about/foundation/scholarships/otha-grimes-scholarship.pdf


If a tuition waiver recipient is dropped due to policy and/or 
attendance violations, the tuition scholarship cannot be 
reinstated. 
 
Students receiving federal student aid are also eligible to 
receive the Steps to Success Scholarship.  
 

3.7 Veteran’s Benefits 
 

3.7.1 Chapters 30, 33, 1606, and 1607 VA Benefits 
 

   Eligible students who have never used VA Benefits: 
 

1. The student must complete Form 22-1990, which is 
available at www.va.gov/vaforms, and submit it to the 
Department of Veterans Affairs. 

2. When completing Form 22-1990, students must 
determine which chapter of benefits they are eligible to 
receive. Students who do not know the chapter may call 
the Department of Veterans Affairs at 1-888-442-4551. 

3. When the Department of Veterans Affairs approves Form 
22-1990, they will send the student a Certificate of 
Eligibility. The student must bring a copy of this letter to 
the Financial Aid Office in order for them to certify the 
student’s enrollment. 

4. The student must also bring a copy of his or her military 
transcript and DD-214 (Member Copy 4 or Service Copy 
2) to the Financial Aid Office. Links for military transcripts 
can be found at www.ct4vets.com in the Certification 
Resources tab. 

5. Every student must complete a Prior Education and 
Training Form with the instructor to determine if s/he has 
any advanced standing or transfer credit. Once this form 
is completed, the student should bring it to the Financial 
Aid Office. 

Eligible students who have previously used VA Benefits: 
 

1. The student must complete Form 22-1995, which is 
available at www.va.gov/vaforms. The student should 
submit this form to the Department of Veterans Affairs 
and bring a copy to the Financial Aid Office. 

2. Students who do not know which chapter they are eligible 
to receive can call the Department of Veterans Affairs at 
1-888-442-4551. 

3. When the Department of Veterans Affairs approves Form 
22-1995, they will send the student an approval letter. 

http://www.va.gov/vaforms
http://www.ct4vets.com/
http://www.va.gov/vaforms


The student must bring a copy of this letter to the 
Financial Aid Office. 

4. The student must bring a copy of his or her military 
transcript and transcripts from all prior post-secondary 
institutions to the Financial Aid Office. Links for military 
transcripts can be found at www.ct4vets.com in the 
Certification Resources tab. 

5. The student’s instructor must complete the Prior 
Education and Training Form.  

6. The student must bring a copy of his or her DD-214 
(Member Copy 4 or Service Copy 2) to the Financial Aid 
Office. 

7. Once the student has brought the approval letter, copies 
of all transcripts, a copy of the DD-214, and the Prior 
Education and Training Form to the Financial Aid Office, 
the Financial Aid Office will certify the student’s 
enrollment. 

3.7.2 Chapter 35 (Dependent) VA Benefits 
 

Eligible students who are dependents of veterans and have never 
used VA Benefits: 

 
1. The student must complete Form 22-5490, which is 

available at www.va.gov/forms, and submit it to the 
Department of Veterans Affairs. 

2. When the Department of Veterans Affairs approves 
Form 22-5490, they will send the student an approval 
letter. The student must bring a copy of this letter to 
the Financial Aid Office in order for them to certify the 
student’s enrollment. 

3. Every student must complete a Prior Education and 
Training Form with the instructor to determine if s/he 
has any advanced standing or transfer credit. Once 
this form is completed, the student should bring it to 
the Financial Aid Office. 

Eligible students who are dependents of veterans and have 
previously used VA Benefits: 

 
1. The student must complete Form 22-5495, which is 

available at www.va.gov/forms. The student should 
submit this form to the Department of Veterans Affairs 
and bring a copy to the Financial Aid Office. 

2. When the Department of Veterans Affairs approves 
Form 22-5495, they will send the student an approval 

http://www.ct4vets.com/
http://www.va.gov/forms
http://www.va.gov/forms


letter. The student must bring a copy of this letter to 
the Financial Aid Office. 

3. The student must bring a copy of complete transcripts 
from all prior post-secondary institutions to the 
Financial Aid Office. 

4. The student’s instructor must complete the Prior 
Education and Training Form. 

5. Once the student has brought the approval letter, 
copies of all transcripts, and the Prior Education and 
Training Form to the Financial Aid Office, the 
Financial Aid Office will certify the student’s 
enrollment. 
 

3.7.3 Veteran Affairs Vocational Rehabilitation (VAVR) 
 
Students must contact the VA Office and visit with a counselor to 
determine the procedure required to receive VA Vocational Rehab 
funding. The VA Office will provide the student with an enrollment 
certification form that the student must take to the Financial Aid 
Office. 

 
3.8 Additional Funding Sources 
 

 Choctaw Nation Career Development 

 Chickasaw Nation 

 Cherokee Nation 

 Osage Nation 

 Oklahoma Department of Rehabilitation Services 

 Horatio Alger Scholarship 

 Oklahoma State Physicians Manpower 

 Workforce Investment and Opportunity Act (WIOA via 

Dynamic Workforce) 

 KTC Foundation Scholarships  

 Texas Workforce 

3.9 Verification and Updating of Information 
 
All students are required to update key application data upon submission 
of their aid application. Selected students will be required to submit 
documentation to verify the accuracy of family financial information and 
other data. If a student is selected to verify application data by the U.S. 
Department of Education, he/she will be informed in writing of the 
documentation requirements. The student will be given until the end of 
their first payment period to provide, or document attempts to 



provide, required information. Students who fail to complete 
verification, will not receive assistance. Students whose EFC number, 
award, etc., has chanHSE as a result of verification, will be notified in 
person by the campus Financial Aid Staff member before their file is sent 
to the Financial Aid Coordinator. If a student, employee, or other individual 
is suspected of misreporting information and/or altering documentation for 
the purpose of increasing his or her student aid eligibility or fraudulently 
obtaining federal funds, we will report our suspicions and provide any 
evidence to the Office of Inspector General or to local law enforcement 
officials.  

 
Section 4: Student Consumer Information Requirements 
 

4.1 Federal Student Consumer Information Requirements 
 

In addition to requiring institutions to provide student consumer 
information under a number of categories, federal regulations require 
institutions to annually notify enrolled students of the types of consumer 
information it must make available.  Policies related to the annual 
notification of enrolled students are in subsection 4.1.1, and those related 
to the categories of information that must be annually disclosed are in 
subsections 4.1.2 through 4.1.5. 
 
The regulations distinguish information that must be given to enrolled 
versus prospective students, to current versus prospective employees, to 
parents, and to the general public. 
 
 

  4.1.1 Notice to Enrolled Students 
 

KTC will annually distribute to all enrolled students a notice that 
lists and briefly describes the following types of consumer 
information which the institution must make available: 
 

 Financial assistance available to students enrolled at the 

institution 

 Institutional information 

 The institution’s graduation/completion rate and transfer-out rate 

 The institution’s annual campus security report 

 The student’s rights under the Family Educational Rights and 

Privacy Act (FERPA) 

 The institution’s retention rate as reported to the Integrated 

Postsecondary Education Data System (IPEDS) 

 The institution’s placement of, and types of employment 

obtained by, graduations of the institution’s certificate programs 



The notice must be provided to each student individually and must 
explain how students may obtain the information. 
 

4.1.2 Financial Aid Information 
 
The institution must publish and make readily available to enrolled and 
prospective students: 

 

 A description of all available financial aid programs and 

for each of those programs 

 Procedures and forms required to apply 

 Student eligibility requirements 

 Criteria for selecting recipients and for determining 

award amounts 

 

 Certain information about awarded financial aid, 

specifically: 

 General conditions and terms applicable to any 

employment provided to a student as part of his or 

her financial aid package 

 Method and frequency of financial assistance 

available to students 

 Method used by the school for Federal Pell Grant-

eligible students to obtain or purchase required 

books and supplies by the seventh day of a 

payment period, as well as how the student may 

opt out 

 

 Rights and responsibilities of student aid recipients, 

including: 

 Criteria for continued eligibility under each 

program 

 Standards of satisfactory academic progress 

 Criteria by which the student who has failed to 

maintain satisfactory academic progress may re-

establish eligibility for financial assistance 

4.1.3 Institutional Information 
 

The institution must make certain information about itself readily available 
upon request to enrolled and prospective students.   



Below is a list of items that must be made available upon request to 
students and the office responsible: 

 

 Financial aid information – The Financial Aid 

Office (see section 4.1.2). 

 Academic programs – Instructors/Student 

Services 

 School costs and refunds – The Campus Business 

Office 

 Withdrawal Procedures – Student 

Services/Financial Aid Office  

 Return of financial aid – The Financial Aid Office 

 Accreditation and licensure – Instructors 

 Services and facilities provided to students with 

disabilities – The Career Connections Center 

 Transfer of Credit Policies –Student 

Services/Instructors 

 Contact Information – Marketing 

 Penalties and institutional policies on copyright 

infringement – School Administration  

 

4.1.4 Completion or Graduation Rate 
 

On an annual basis, the Enterprise Application Systems (EAS) will report 
the completion rate and transfer-out rate information to IPEDS.  The 
summary of this data for all of the KTC locations is listed below. 

Technology Center Follow-up Summary Data 
Report Generation Date: 1/24/2019 8:09:31 AM 

  

Follow-up Calendar Year 1718 

School/District Name KTC 

  

Total Number of Students to be 
Updated 

2377 

Total Number of Students Follow-up 
Completed 

2377 

Total Number of Students Left to 
Update 

0 

Placement Statistics 

Placement Status Number of Students % Total 

Military 15 1.11% 



Employed Related to Program 455 33.60% 

Employed Related to Cluster 34 2.51% 

Employed Not Related 107 7.90% 

Continuing Education 640 47.27% 

Unemployed but Seeking 71 5.24% 

Not in Labor Force 32 2.36% 

Total Known Placement 1354 99.78% 

Status Unknown 3 0.22% 

  

Positive Placement 1251 92.39% 

Related Placement 1144 84.49% 

Certification Statistics 

Number of Students Receiving 
Certification 

1438   

Total Number of Certificates Received 3343   

Completion Summary Number of Students %Total 

Program Completer 1135 48.09% 

Course Concentrator 223 9.45% 

Continuing 591 25.04% 

Changed Program 57 2.42% 

Transferred to Another School 228 9.66% 

Dropped No Longer In School 126 5.34% 

Total 2360 100.00% 

Other Number of Students 

Deceased 4 

Skill Enhancement Enrollee 4 

Student Enrolled Course not State 
Program 

9 

Wage Details - Employed Related 

Employed Related to Program/Cluster 489 

# Wages Reported 486 

% Wages Reported 99.39% 

Average Wage/Hr $15.93 

High Wage/Hr $76.00 

Low Wage/Hr $5.00 

 
4.1.5 Annual Security Report 
 
KTC’s annual security report can be found online at: 
https://ope.ed.gov/campussafety/#/institution/list 

 
The statics portion of the report must also be submitted to the  
U.S. Department of Education, as required. 

https://ope.ed.gov/campussafety/#/institution/list


 
The Human Resources Director (Jay Warren) will submit the crime 
statistics to U.S. Department of Education. 

 
The District Safety Coordinator and Human Resources will 
construct and report the institution’s policies regarding campus 
security. 

 
4.1.5.1 Timely Warnings and Emergency Notifications 
 
KTC will make timely warnings to the campus community 
about certain crimes reported to campus security authorities 
or local police agencies and considered threats to students 
and employees.  KTC will also follow emergency notification 
as well as emergency response and evacuation procedures 
if there is an immediate threat to the health or safety of 
students or employees occurring on campus. 

 
   4.1.5.2 Campus Crime Log 
 

The District Human Resources Department is responsible for 
making the campus crime log available. 

 
 
  4.1.6 Gainful Employment Program Disclosures 
 

KTC will provide to prospective students certain disclosures about 
each of its gainful employment programs.  They will provide the 
required information in its promotional materials and make it 
available on its website.  In the case that the full disclosure cannot 
be placed on the promotional materials, Marketing will provide a 
link to a webpage (http://www.ktc.edu/financial-aid/gainful-
employment) that has a list of all GE programs eligible for financial 
aid.  KTC will also: 

 

 Provide the required information in a simple and 

meaningful manner on the home page of the school’s 

program website and provide a prominent and direct link 

to any other web page containing general, academic or 

admissions information about the program(s).  Each 

career training programs will have the GE information on 

its webpage.  

 Display the required information in an open format that 

can be retrieved, downloaded, indexed, and searched by 

commonly used web search applications. 



 Use the U.S. Department of Education developed model 

disclosure (when it becomes available) to create a 

webpage containing the required disclosure information 

for gainful employment programs. 

  4.1.7 Voter Registration Information 
 

Under the National Voter Registration Act of 1993, KTC must make 
a good faith effort to distribute voter registration forms to its career 
training students.   
 

  4.1.8 Family Educational Rights and Privacy Act (FERPA) 
 

The Family Educational Rights and Privacy Act (FERPA) Affords 
eligible students certain rights with respect to their education 
records. (An “eligible student” under FERPA is a student who is 18 
years of age or older who attends a postsecondary institution at any 
age.) These rights include: 
 

1. The right to inspect and review the student’s education 

records within 45 days after the day KTC receives a request 

for access. A student should submit to the Campus Director 

a written request that identifies the record(s) the student 

wishes to inspect. The school official will make 

arrangements for access and notify the student of the time 

and place where the records may be inspected. If the 

records are not maintained by the school official to whom the 

request was submitted, that official shall advise the student 

of the correct official to whom the request should be 

addressed. 

 

2. The right to request the amendment of the student’s 

education records that the student believes is inaccurate, 

misleading, or otherwise in violation of the student’s privacy 

rights under FERPA. 

A Student who wishes to have KTC amend a record should 
write the Campus Director, clearly identify the part of the 
record the student wants changed, and specify why it should 
be changed. 
If KTC decides not to amend the record as requested, the 
student will be notified in writing of the decision and the 
student’s right to a hearing regarding the request for 
amendment. Additional information regarding the hearing 



procedures will be provided to the student when notified of 
the right to a hearing. 
 

3. The right to provide written consent before KTC discloses 

personally identifiable information from the student’s 

education records, except to the extent that FERPA 

authorizes disclosure without consent. 

KTC discloses education records without a student’s prior 
written consent under the FERPA exception for disclosure to 
school officials with legitimate educational interests. A school 
official is typically a person employed by KTC in an 
administrative, supervisory, academic, research, or support 
staff position (including law enforcement); or a student 
serving on an official committee, such as a disciplinary or 
grievance committee. A school official also may include a 
volunteer or contractor outside of KTC who performs an 
institutional service or function for which the school would 
otherwise use its own employees and who is under the direct 
control of the school with respect to the use and 
maintenance of personally identifiable information from 
education records, such as an attorney, auditor, or collection 
agent or a student volunteering to assist another school 
official in performing his or her tasks. A school official 
typically has a legitimate educational interest if the official 
needs to review an education record in order to fulfill his or 
her professional responsibilities. 
 

4. The right to file a complaint with the U.S. Department of 

Education concerning alleged failures by KTC to comply with 

the requirements of FERPA. The name and address of the 

office that administers FERPA is: 

Family Policy Compliance Office 
U.S. Department of Education 
400 Maryland Avenue, SW 
Washington, DC 20202 
 

FERPA permits the disclosure of personally identifiable information from 
students’ education records, without consent of the student, if the 
disclosure meets certain conditions found in § 99.31 of the FERPA 
regulations. Except for disclosures to school officials, disclosures related 
to some judicial orders or lawfully issued subpoenas, disclosures of 
directory information, and disclosures to the student, § 99.32 of FERPA 
regulations requires the institution to record the disclosure. Eligible 
students have a right to inspect and review the record of disclosures. A 



postsecondary institution may disclose personally identifiable information 
from the education records without obtaining prior written consent of the 
student: 
 

 To other school officials, including teachers, within whom the school 

has determined to have legitimate educational interests. This includes 

contractors, consultants, volunteers, or other parties to whom the 

school has outsourced institutional services or functions, provided that 

the conditions listed in § 99.31 are met. 

 To officials of another school where the student seeks or intends to 

enroll, or where the student is already enrolled if the disclosure is for 

purposes related to the student’s enrollment or transfer, subject to the 

requirements of § 99.34.  

 To authorized representatives of the U.S. Comptroller General, the 

U.S. Attorney General, the U.S. Secretary of Education, or State and 

local educational authorities, such as a State postsecondary authority 

that is responsible for supervising education programs. Disclosures 

under this provision may be made, subject to the requirements of § 

99.35, in connection with an audit or evaluation of Federal or State 

supported education programs, or for the enforcement of or 

compliance with Federal legal requirements that relate to those 

programs. These entities may make further disclosures of personally 

identifiable information to outside entities that are designated by them 

as their authorized representatives to conduct any audit, evaluation, or 

enforcement or compliance activity on their behalf. 

 In connection with financial aid for which the student has applied or 

which the student has received, if the information is necessary to 

determine eligibility for the aid, determine the amount of aid, determine 

the conditions of the aid, or enforce the terms and conditions of the aid. 

(§ 99.31) 

 To organizations conducting studies for, or on behalf of, the school in 

order to: (a) develop, validate, or administer predictive tests; (b) 

administer student aid programs; or (c) improve instruction. (§ 99.31) 

 To accrediting organizations to carry out their accrediting functions. (§ 

99.31) 

 To parents of an eligible student if the student is a dependent for IRS 

tax purposes. (§ 99.31) 

 To comply with a judicial order or lawfully issued subpoena. (§ 99.31) 

 To appropriate officials in connection with a health or safety 

emergency, subject to § 99.36 and 99.31. 



 Information the school has designated as “directory information” under 

§ 99.37. 

 To a victim of an alleged perpetrator of a crime of violence or a non-

forcible sex offense, subject to the requirements of § 99.39. The 

disclosure may only include the final results of the disciplinary 

proceeding with respect to that alleged crime or offense, regardless of 

the finding. 

 To the general public, the final results of a disciplinary proceeding, 

subject to the requirements of § 99.39, if the school determines the 

student is an alleged perpetrator of a crime of violence or non-forcible 

sex offense and the student has committed a violation of the school’s 

rules or policies with respect to the allegation made against him or her. 

(§ 99.31) 

 

Section 5: Professional Judgment  
 

5.1 Professional Judgment Authority and Individuals Who May Exercise It 
 

The Higher Education Act of 1965, as amended (HEA) provides the authority for 
the Financial Aid Coordinator to exercise discretion in a number of areas when a 
student has special or unusual circumstances. This authority is known as 
Professional Judgment. It allows the Financial Aid Coordinator to treat a student 
individually when conditions exist that differentiate that student from a class of 
students. Professional Judgement decisions must be made on a case-by-case 
basis as the result of examining an individual student’s unique circumstances. 

 
The Financial Aid Coordinator will have the final authority in making all 
Professional Judgement decisions at KTC.   

 
If a student is selected for verification, the verification process must be complete 
before the Financial Aid Coordinator will exercise Professional Judgment. 
Professional Judgment will only be implemented when the student has some 
extraordinary circumstance that warrants overriding normal procedures. Such 
adjustment must be fully documented in the students file. 
 
Section 6: Disbursements 
 
6.1 Definition of Disbursements and Disbursement Methods 
 
Pell disbursements, or payments, are awarded to the student upon receipt of 
completed file or, if already in a payment period, upon completion of that 
payment period. The amount of the disbursement is based on the number of 
hours in which the student is enrolled and the total program hours. The estimated 



family contribution from the ISIR is also considered in the calculation. Once the 
file has been processed and the amount of disbursement has been determined, 
an award letter will be given to the student.  

 
6.2 Disbursement Dates and Schedules 
 
Federal Pell disbursements are made at the first check run after completion of 
the student’s file. Pell credit balance checks are only done once a month by the 
business office for eligible students who meet satisfactory academic progress by 
the cutoff date.  
 
Federal Work-Study disbursements are made on a monthly basis through direct 
deposit. The amounts are based on the hours worked as reported on the 
student’s timesheet. 
 
 
Section 7: Satisfactory Academic Progress 
 
7.1 Requirements for Satisfactory Academic Progress 
 
Satisfactory Academic Progress (SAP) means the student is proceeding in a 
positive manner toward fulfilling certificate requirements in the expected length of 
time.  Students who do not make the required SAP standards may become 
ineligible for financial aid. 
 
In order to make Satisfactory Academic Progress, the student must demonstrate 
the following qualitative and quantitative standards: 

 
7.1.1  Quantitative Measure 
 
The applicant must be enrolled as either a full-time or half-time student. 
Students enrolled in contract hours do not qualify for financial aid. 
Payments are based on clock hours assigned to the curriculum completed 
in a payment period. At the time of review (at the end of each scheduled 
payment period), if it is determined that the student has not completed at 
least 87% of the course work assigned to the hours, then the student is 
not making SAP and will be placed on Financial Aid Warning. This would 
mean that the student would not be able to complete their program (career 
major) within the 115% of the career major’s published timeframe. 
 
7.1.2 Qualitative Measure 
 
Upon completion of the payment period, the recipient must earn at least a 
‘C’ average throughout the program. An acceptable grade must be 
determined before the next payment can be issued. The student must 
finish the course in order to receive a grade.  



7.1.3 Disbursement Rule 
 
The student must complete 100% of all course work and at least 90% of 
the seat time within the payment period to be eligible for the next 
disbursement. 
 

7.2  Financial Aid Warning Status 
 
A student not meeting the standards outlined above may be placed on Warning 
Status for the following payment period.  The student is eligible to receive 
financial aid for this warning period; however, if the student does not meet the 
SAP requirements for two payment periods in a row, the student will lose 
eligibility for financial aid.  See Financial Aid Suspension Status below. 

 
To be placed on Warning Status, it must be possible to meet the minimum SAP 
standards by the end of the Warning period.  For example, if a student cannot 
mathematically increase his/her progress rate to the required 87% by the end of 
the next payment period, then the student will automatically be considered 
ineligible for financial aid, and all future disbursements will be canceled until the 
student can demonstrate that s/he is meeting the standards. 

 
7.3 Financial Aid Ineligibility (Suspension Status) 
 
A student who fails to meet the SAP requirements for two consecutive payment 
periods will lose eligibility for federal student aid and state grants.  The student 
will no longer be eligible for any future disbursements until the student can show 
s/he meets the SAP standards. 

 
If the student feels there was an error in the calculation of his/her SAP, it is the 
student’s responsibility to have his or her instructor notify the financial aid office 
when progress standards have been met.   
 
7.4 Transfer Students 
 
A transfer student is a student who was previously enrolled at another school or 
in another program/career major at KTC.  Any hours that transfer to a new 
program will count as hours attempted. 

 
Many of the programs at KTC have related curriculum.  If a student transfers to a 
program that is related to the student’s previous program, then the SAP status 
from the previous program will carry forward to the new program.  For example, if 
a student in the Multimedia Specialists program is on Warning and then transfers 
to the Web Designer program with 200 hours of transfer credit, then the student 
will begin the new program on Warning status. 

 



If a student transfers to a new program and it is determined that the student had 
not previously attempted or completed hours from a previous program, then the 
student will begin the new program in Good Standing. 

 
7.5  Students with a Cumulative Failing Grade 
 
If a student has a cumulative grade of “F” at the end of the payment period, then 
the student will automatically bypass the Warning period and go directly on 
Suspension.  The student will not be able to go on to a new payment period until 
s/he has a passing grade.  It is the student’s responsibility to have the instructor 
inform the Financial Aid Office when s/he has a passing grade.  Once the student 
has established that s/he has a passing grade, s/he will be placed on Warning for 
the next payment period.  Students with a failing grade are not eligible for 
retroactive disbursements until they show they have successfully completed the 
prior payment period. 

 
7.6 SAP Appeal Procedure 
 
If a student considered ineligible for financial aid feels that mitigating 
circumstances are involved, the student may appeal to the Financial Aid Advisory 
Committee consisting of the Financial Aid Coordinator, Campus Director and 
campus Financial Aid Staff member.  This appeal must be in writing and should 
be submitted within 10 days of the notice of suspension.  The appeal letter must 
explain why the student did not meet the SAP standards and what the student 
will do in order to regain satisfactory academic progress.  Documentation of the 
mitigating circumstances must be included with the appeal.  (Mitigating 
circumstances include, but are not limited to: illness or injury of the student or a 
member of the student’s immediate family; death in the student’s immediate 
family; or other trauma.)  The Financial Aid Advisory Committee will meet to 
decide on the appeal.  If the appeal is granted, the student will be placed on 
Financial Aid Probation. 

 
7.8 Financial Aid Probation 
 
If the Financial Aid Advisory Committee grants an appeal for a student in 
Suspension Status, the student will be placed on Financial Aid Probation for the 
next payment period.  This status is similar to the Warning Status, in that the 
student will continue to receive financial aid for the probationary payment period.  
If the student does not meet the SAP standards at the end of the probationary 
payment period, s/he will go on Suspension Status for the next payment period.  
Students will only be allowed one probationary period per school year.   

 
7.9 Re-establishing Eligibility 
 
A student who is denied aid due to unsatisfactory progress will be informed in 
writing on the basis of the denial.  The student must successfully complete a 



payment period without any federal student aid and meet the criteria as defined 
above in order to re-establish eligibility for federal student aid.  It is the student’s 
responsibility to notify the Financial Aid Office when s/he feels s/he is once again 
making satisfactory academic progress.  The Financial Aid Office will contact the 
student’s instructor to confirm the student is meeting the SAP standards. 
 
7.10 Program Withdrawals 
 
All students must file a change of status form in order to properly be withdrawn 
from school. VA students withdrawing or being terminated will have their VA 
benefits suspended. In order to return, eligibility must reestablished.  
 
Section 8: Tuition and Institutional Refunds 
 
8.1 Tuition  
 
For the 2019-2020 school year, in-district tuition is $2.00 per clock hour (out-of- 
district is $4.00, out-of-state is $6.00) times the number of hours in the student’s 
career major.  
 
8.2 Payment Options 
 
It is the student’s responsibility to pay their tuition or make financial 
arrangements prior to the start of their program.  Students have several options: 
 

 Pay Tuition in Full for entire program. 

 Pay Tuition by Semester, the first day of class. 

 Approved federal student aid or scholarship letter in place. 

If tuition is being paid by a third party, tuition will be held out of Pell 
disbursements until the payment is received from the outside source. Once 
tuition is received from the outside source, a general fund claim form will be 
completed and turned in to the Business Office for reimbursement. This will go 
before the Board of Education for approval at the next regularly scheduled 
meeting.   
 
8.3  Transfer Hours/Advanced Standing Credit 
 
Students may receive advanced standing credit for any hours that transfer to his 
or her program.  The instructor will determine whether the student qualifies for 
advanced standing, and he or she will submit the advanced standing hours on a 
Prior Credit form.  Students will not be charged tuition for the advanced standing 
hours. 
 
If a student transfers from another educational institution with coursework in his 
or her program area, the student must submit a transcript to the program 



instructor.  The program instructor will determine what credits will transfer to the 
current program requirements. 
 
8.4 Out-of-State/Out-of-District Tuition Policy 
 
Please note that once students are on out-of-state tuition or out-of-district tuition, 
they will remain on out-of-state/out-of-district tuition for the remainder of that 
semester.  If the student moves before the start of the second semester, the 
student may request a change with the Registrar to the in-district/in-state tuition 
rate with proof that they currently live in-district/in-state, whichever applies. The 
Registrar will then contact the business office to adjust the tuition rate.   
   
8.5 Refund Policy 
 
Tuition refunds will be made to students receiving VA tuition benefits and all 
other students, not including Title IV students, on a withdrawal schedule by 
semester: 
 

 80% during the first week 

 50% during the second week 

 25% during the third week 

 0% after three weeks of class 

Any student receiving financial assistance, including VA beneficiaries that receive 
a refund may be in debt to the funding source. 
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