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Since 1968, when 4 Design for a Model Collegeé Financial Aid
Office was first published by the College Entrance Examination
Board. the administration and administrators of financial aid
programs have changed considerably. Student aid programs
that were then “idealizations™ are now realities. The degree to
which both the financial aid administrator and his professional
associations have developed is remarkable indeed. Problems
such as assisting targe numbers of Jow-income students and
coordinating multiple financial aid programs that seemed al-
most impossible in 1968 are now dealt with routinely. But other
issues, more complex and more important. have arisen. W is for
this reason that the Coltege Entrance Examination Board has
revised this publication — originally made possible by research
erants from the University of California and the Coordinating
Board, Texas College and University System.

The changes that have occurred and that continue to oceur
are largely the result of vigorous efforts of financial aid admin-
istrators. their professional associations. and concerned and
interested tegistators, s to these groups that this publication
is dedicated.
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Introduction

Programs of financial assistance to students attending post-
secondary institutions of education in the United States have
changed drastically since 16043 when Lady Anne Mowlson gave
100 English pounds to ““constitute an endowment for the sup-
port at Harvard of *some poore schooler™ ... and thereby es-
tablished the first recorded scholarship program in the United
States.! In 1959 Seymour Harris estimated that the $96 million
reportedly spent on student aid in the 1965-66 academic year

would increase to more than $600 million by the 1969=70 aca- .

demic year.® It now appears that even Harris™ estimate was
pessimistic. occurring, as it did. before the major federal pro-
arams were developed. Using information from hearings hefore
a Subcommittee of the United States House of Representatives.
D. Bruce Johnstone provided estimates of assistance that was
actually availahle in 1969-703 (sce Tahle 1).

Legislative changes and new funding requests made since
Johnstone indicate that the amount available for the 1973-74

academic year will he in excess of $4 billion. Clearly, the man--

agement of this substantial amount of money deserves close
and careful scrutiny.

As Robert E. Stoltz has commented. the future direction of
the financial aid-profession is at present uncertain. The job of
financial aid administrator “may hecome more clerk-like in
character, or the financial aid administrator can emerge as a
student-ariented  counselor, assisting the prospective aud
present student in coping with his full array of financial con-
cerns . . . the future will require . . . being aware of and
concerned with the hasic problem of what education in this so-
ciety is all about™ (Financial Aid Report, March 1973). The
purpose of this publication is not to provide a “how-to-do-it”
guide for the day-to-day administration of the financial aid
office on individual campuses, but is rather to suggest some
general philosophical considerations that should be part of this
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Table 1. Estimated Financial Assistance Available 1969-70

' Millions
Grants: of dollurs
Educational Opportunity Grams. .« . . . . . . o . . . . . . . SI65
Gl Bill Veterans Educational Benefus .~ 0 0 0 0 0 0 0 0 o . L. 605

Social Security Educational Benefis, . . . . 0 o o . L 111
Otherfederalgrants. © o . 0 o 0 o o o L0000 o 163
State scholarshipsandgrants . . o0 . . . . o oL oL L. 240
Grants fromeolleges. © 0 0 0 0 o oo oo o000 o000 W00
Other private sources . . . . . e 50

Totalgrants . . . . . . . L oo oo oo o 8LTYT

Employment:

Federal College Work-Study . . . 0 0 . . . o .o .o . ... 8SMT
5

]
Collegejobaid .« . . o . o o o o o oo 26!

Totalemployment. . . . . . . . . ..o 0L oL 82
Loans: -
Federally sponsored. o 0 0 0 0 0 0 0 0 o o oL ... 51168

College. nonfederally insured. . . . . 0 o 0 0 oo Lo 30
Stateandother. .. . . o . o . o s e s s e 40

Totalloams. . .« o« . o . . . . o o ... ... ... .81.238
All student assistance ... ..o BT

concern for a more than clerkly function, This publication is
intended to provide forthe aid officer an overview of an im-
portant area in the administration of colleges and universitics
but it is also for other administrators on and off the campus
concerned with the development of Anancial aid programs. for
students interested in pursuing careers in higher cducational
administration, and for concerned private individuals inter-
ested in knowing how this enterprise is managed. For as Stoltz
continues, “Put bluntly, higher education in the 1970s and
1980s will probably be judged far more by the goodness of its
managers than by the sophistication of its machines and the

N . v 2
majesty of its masonry.’

In the preparation of the first edition of this publication,
much of the supportive information was obtained from an un-
published report of a survey of the financial aid policies, or-
ganization. and practices in accredited four-year institutions of
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Introduction

higher learning conducted in the 1965-66 academic vear by the
Burcau of Applied Social Rescarch of Columbia University for
the College Entrance Examination Board.* As part of that sur-
vey. questionnaires were mailed to the directors of financial aid
at 1094 regionally acceredited four-year, degree-granting insti-
tutions of higher education in the United States, Usable re-
sponses were obtained {rom 849 institutions. Although the sur-
vey was conducted cight years ago it still provides the most
comprehensive information available nationally about trends
and, activities in the administration of student financial assis-
tance. Some parts of the study lhave been replicated. and will
be cited herein where it is appropriate to do so.
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What Conétitutes Financial Aid to Students?

Development of Student Financial Aid Programs

Early programs of student financial aid were begun with money
given 1o colleges by private individuals specifically 1o aid
needy and worthv students: in wmany instances those {unds

were supplemented by allocations from the general funds of

the institutions themselves. The purpose of student aid was to
make a college education available to those individuals who
could not themselves afford to pay the costs.

“The college was not to be an institution of narrow privilege.
Society required the use of all its best talents. and while it
would, of course. always he cascor for a rich boy than a poor
boy 10 go to college. persistence and ambition and talent were
not to be denied. The American college. therefore. was an ex-
pression of Christian charity. both in the assistance that it gave
1o the needy young men and in the assistance that it received
from affluent old men.”

As the term scholarship was used initially in connection with
student financial aid, it meant a gift of money granted to a stu-
dent who could not otherwise afford to attend college.

This original emphasis on student financial need continued

through the years until the 1940s, but alzo during this period of

time many alterations and embellishments were made in prac-
tices followed by institutions in the administration of student

aid programs. These alterations were made in an effort to serve

national and institutional purposes by means of student finan-
cial aid while at the same time enabling needy students to
attend college. Scholarship programs were organized in sev-
eral states to provide aid for special groups of students, such

as those preparing to hecome teachers or doctors and nurses in

rural arcas. Institutions used aid funds 1o recruit students from
special groups in the hope that the subsidized students would
help to antract other envollees who would be able to pay the

charges. Colleges also desired to have some needy students on
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What Constitutes Financial Aid to Students?

the campus so that they would not be characterized in the pub-
lic’s mind as snobbish havens for the alfluent.® In addition, in-
stitutions of higher learning inaugurated special finaneial aid
programs lo recognize or to reward particularly outstanding
skills developed by students in nonacademic or cocurricular
areas: for example. grants were awarded to students for special
ability in athleties. debating. music. and other fields.

The general continuation of emphasis on the financial need
of the student as a eriterion for assistance during those yvears
was evidenced by the establishment of texthook loans for
needy students. the operation of speeial dining halls for the
poor. and the introduction of minual labor programs for stu-
dents. An carly example of the poor heing given first prefer-
ence in localing term-time jobs was the establishment at Yaule
in 1900 of the “Bureau of Sell Help™ to assist needy but am-
hitious students.”

The desire to achieve a number of different goals by means
of student inancial aid continued to he apparent after the end
of World War 11, In the closing months of the war. the Service-
men’s Readjustment Act of 1944, known familiarly as the Gl
Bill, was passed. This action by a grateful citizenry channeled
into college large numbers of students who hrought with them
substantial amounts of support from the federal government
granted without regard to financial nced. Many institutions
found that scholarship funds previously used to support needy
students were no longer requirved for that purpose. and those
colleges began 1o use these funds to attract and to reward stu-
dents with academic or other special talents with little orno re-
gard to the hnancial conditions of the student or his parents.
The term scholarship thus gained new meaning as a gilt of
money used to reward talented students. and the public be-
swame familiar with such phrases as academic scholarship,
athletic scholarship, and musie scholarship.

Yet another shift in the rationale of financial aid programs be-
gan in the late 1950s when additional agencies of the federal
government began to provide large amounts of assistance to
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college students, The National Defense (Direet) Student Loan
(NDSE) Program. anthorized by the National Defense Education
Act of 1958, was a major student linancial aid effeet by the
federal govermnent. The results of the NDsIL Program were dra-
matic. particularly in light of the fact that student loan pro-
grams had heen available in some institutions sinee the carly
1900s.% I'or example. it was estimated that prior to initiation of
the NDSL Program. $26 million was available in college loan
programs, but only 30 percent of such funds was actually on
loan. While those data might have scemed to indicate a re-
luctanee on the part of stadents and their parents to horrow for
cduacational expenses. the NDSL Program inits lirst full year of
operation advanced more than $60 million to students® Al
though the NpsL Program was elearly a loan program it fol-
fowed the patiern established by many carlier scholarship pro-
grams in requiring that preference among needy students he
given to those of exceptional promise who would enter such
areas as mathematices, seience, foreign languages, engineering,
and education. (Preferential consideration for omtstinding stu-
dents preparing to enter those special areas is no longer re-
quired by the NDsL Progran. although favorable cancellations
of repayment {for gradunates working in particular arcas con-
tinues this initial pattern.)

In 1964 the Congress of the United States passed the Eco-

nomie Opportunity Act. which among its provisions authorized

the establishment of the College Work-Study 2rogram. This
program combines federal. institutional, and private lunds to
enconrage and to extend the employment of students, both on
the campus and in nonproit olf-campus agencies, Postsecon-
dary educational institutions that pavticipate in the College
Work-Study Program are required to maintain. from their own
funds. their previous level of student employment unless they
receive a waiver [or good cause, This program is intended to
assist and to advance. but not to replace. the efforts of the
colleges to provide jobs for students, Initially the College Work-
Study Program was restricted to students from extremely loi-



What Constitutes Finanocial Afd to Students?

income families. These severe limitations have since been
revised. and now it is required only that preference in employ-
ment be given to stidents from low-income families.

The Higher Education Act of 1965 centralized the adminis-
tration of sponsored student aid activities in the United States
Office of Education and established the Educational QOppor-
tunity Grants Program (now the Supplemental Educational
Opportunity Grants Program). This program authorizes direct
grants, that are not repaid. to students who demonstrate that
they and their families are unable to pay for higher education.
The grants may not exceed $1,500 or one-half the amount the
student needs to go to college, whichever is less, and a match-
ing amount must be made availuble to the student from other
approved sources of student financial aid.

The trend toward increased federal involvement in providing
financial assistance to college students was continued with the
establishment of the Federally Insured (Guaranteed) Student
Loan Program. which combines the efforts of states. the federal
government. and private lending institutions to provide a major
source of loun money for students: the establishment of similar
grant and loan programs specifically for law-cuforcement offi-

cers, nurses, and doctors: extension of Social Security benefits e,
to age 22 for recipients who are enrolled in postsecondary insti- .

tutions: and inclusion of provisions for grant assistance in sych
programs as the Model Cities Development Act are further kx-
amples of federal involvément. Establishment of the Basic Edu-
cational Opportunity Grants in the Education Amendments of
1972 demonstrated an additional commitment by the federal
government by assuring an entitlement of up to $1.400 per vear
in gift assistance to any student who, “for lack of such a grant,
would be unable to obtain the benefits of a postsecondary edu-
cation.”™ 190

The major federal programs of student aid have now de-
parted from an carlier practice of limiting eligibility to aca-
demically superior students and stipulate only that the student
‘maintain normal progress toward his degree according to the

ERIC
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standards usually used by the institution to define “normal
progress.” The essential eritevion of these current federal pro-
grams is the student’s need for funds. Thus. the purpose of the
principal fimancial aid programs of today is markedly similar to
the original intention of student aid programs—~to make the
best use of the talents of all the country’s voung men and
women,!!

Another significant shift in the focus of the major federal
programs of student aid is away from eligibility decisions that
are made by the financial aid officer on campus toward the con-
cept of “entitlement.” Under this new concept. exemplified by
the Basic Educational Opportunity Grants Program. any slu-
dent in a postscecondary institution is theoretically assured of a
cerlain amount of support being made available to him no
matter what educational mstitution he attends. In effeet it
provides a guarantee of aid from the federal overnment when-
ever the basie eligibility eriterta are met.

‘Current Forms of College Student Financial Aid

In the most general sense financial aid for students attending
postsceondary educational institutions may be described as
any means available to offset or to diminish the expenses nor-
mally incurred by an individual who lacks the resources
necded to cover his expenses while he is o college. Typically,
however. a more limited view is taken: student Ainancial aid is
considered to be only those expense-reducing means (money,
goods. or services) awarded directly to or for the student him.
self and used to defray educational and living expenses. In
ovder to qualily for those expensds-reducing means clussified
as student aid. the award of money, goods, or services must be
made to or for a student to meet his individual expenses. as
contrasted with an award made direetly to a postsecondary in-
stitulion lo assist it in mecting operating expenses. For ex.
ample, an award by a donor to a student to meet the expenses
of room and bhoard is classified as student aid. but a bequest
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What Constitutes Financial Aid to Students?

from the same donor to a college to enable it to maintain low-
cost housing for students is not so categorized.

Although it might not be possible to establish a set of defini-
tions that would include all types and variations of programs of
student aid that arc available at institutions of higher learning,
it is feasible and highly desirable to develop a series of deh-
nitions for the principal types of aid programs commonly avail-
able at most colleges and universities throughout the country.!?

Although experience has shown that it is practically impossi-
ble tu.achieve, general agreement on and acceptance of defini-
tions could facilitate intra-institutional communication and
rescarch efforts by providing a standard method for reporting
aid resonrces and activities. In addition, the particular im-
portance of the adoption of a single sct of definitions is ap-
parent when financial aid activities are carried out on a number
of campuses of the same institution or by a number of institu-
tions that repoit to the same governing board or central co-
ordinating agency. In order to exercise responsibilities, to pro-
vide elfective supervision. and to achieve coordination. the
central board or agency must be able 1o compare divectly the
resources and the programs of the various activities within its
purview. The absence of mutually agreed-upon definitions
makes such comparisons difficult. if not impossible. The imple-
mentation of such a set of definitions also would make possible
comparisons of the activities of institutions that are responsible
to various governing bodies.

Student financial aid programs may be generally organized
into three categories: grants, loans, and jobs. These three cate-
gories may be further subdivided according to the special char-
acteristics of individual programs. The first major subdivision
of each of the three general classes of aid is made in terms of
whether or no: the applicant and his family must submit finan-
cial data to show a need for assistance, and whether or not the
amount of aid to be awarded is related to need for funds to
meel edneational expenses.
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Grants

Scholarships vr grants-in-aid are awards of money, tuition dis-
counts, remission of tuition and fees, or similar considerations
that require neither repayment nor specific service to be per-
formed by the student. Frequently they are made to further a
particular institutional purpose such as increased enrollment
of students from specific ethnic, social, economic, or geo-
graphic segments of the population.

Service awards are similar to scholarships and grants, except
that these are awarded in return for specific services rendered
to the institution and are usually made in recognition of un-
usual ability in areas such as athletics, debating, or music.
Service awards differ from employment because they are gen-
erally grants of money and not payment for work on an hourly
basis or on the basis of completion of specific tasks. All these
forms of gift aid, as financial assistance, are referred to here as
grants.

There are several subcategories within a program of grants:

1. Awards based on the student’s preparation and potential
for achievement in the institution’s general or special academic
programs. These awards recognize and reward past academic

-accomplishment or the capacity for future achievement in the

overall curriculum or in special programs of study, and occa-
sionally involve an element of competition. Funds for the
awards may come from the resources of the institution itself or
from donations made by individuals, corporations, foundations,
or other donors.

2. Awards based on the student’s preparation and potential
Jor performance in nonacademic or cocurricular areas of the
institution’s program. These awards acknowledge special skills
in areas such as athletics, music, debating, and journalism;
eligibility for some awards may be restricted to students par-
ticipating in specific programs, such as the marching band or
ROTC. These awards may be offered in general recognition of
the special skill, or they may require ongoing performance by

- the student in order for the award to be continued.

10



What Constitutes Financial Aid to Students?

3. Awards to provide spe .al benefit to the applicant or his

parent because of the pacent’s relationship to the institution,
to a particular professional group, or to a donor. These awards
include those made to children of faculty members and chil-
dren of clergymen as well as awards offered by industrial or
other organizations for children of their employecs or members.

The importance of grant awards in a financial aid program,

“even in a low-cost publicly supported institution of higher learn-

ERIC
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ing, has increased as both the academic demands and the ex-
penses of postsecondary education have become higher. It is

increasingly more difficult for a student to support himself

{and, in many cases, his own family) through his own efforts.
Loans can be important supplements to aid the student. Limits
on the total amount borrowed by a student, whether set for-
mally by the loan program or the institution or imformally by the

borrower himsell, are frequently lower than the total need of

the student. The difference between the need of the student
and the funds that he may be expected to provide from his own
efforts, his family’s efforts, and by prudent borrowing should be
made available to the student through grants.

A substantial amount of grant assistance to college students
is provided by the federal government, acting through the
Basic Educational Opportunity Grants Program, the Supple-
mental Educational Opportunity Grants Program, and similar
grants that are part of the Nursing and Health Professions Stu-
dent Assistance Programs, and the Law Enforcement Educa-
tion Program. Most of these grant programs arc administered
by the postsecondary institution according to specific pro-
cedures and under what are {requently seen as rigid rules and
regulations established by the federal government. There may
be many circumstances where the particular rules and regula-
tions governing the administration of a federal grant program

may technically disqualify an applicant who, in the judgment of
the financial aid administrator, should receive grant aid. It is

b

therelore, necessary to have additional funds available from in-
stitutional or private sources in order to be able to extend the

11
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assistance of-a grant to a student who technically is not quali-
fied for assistance within the confines of the federal program.

Although there is pressure for colleges to limit awards of
grant aid to students who have financial need, it must be ac-
knowledged that some institutions use grant assistance in other
types of programs as well. Some such programs reflect the con-

. tinuation of traditional and historical connotations attached to

the term “scholarship.” Examples of such programs would in-
clude awards that provide recognition to relatives of hénefac-
tors of the institution; awards to residents of the community in
which the institution is located; awards by denominational in-
stitutions to members of certain churches; and awards to stu-
dents who plan to study in particular academic disciplines that

.are of limited popularity. Other programs reflect the concern of

institutions for the enrollment of potential students {rom
“middle-class” families who may not demonstrate need ac-
cording to national standards but still find it difficult to pay the
full costs of eduecation from their resources or by borrowing.

Considerations such as these may make it necessary for a
program of grants to include the following types of awards:

1. Honor scholarships, given to students with or without fi-
nancial need on the basis and in recognition of superior aca-
demic ability or achievement. Generally awards made to stu-
dents who meet academic criteria but who do not have a nced

" for funds are in modest or token amounts.

2. Grants-in-aid, given to students who demonstrate finan-
cial need without any consideration for their academic achieve-,
ment as Jong as their record is at or above the minimum level
required to maintain good standing at the institution. The pri-
mary difference between-a grant-in-aid and a scholarship is
that the latter is normally contingent on maintaining some aca-
demic standard well above the minimum for good standing.

3. Service awards, given to students with or without financial.

“need on the basis or in recognition of their abilities in special

parts of the academic or cocurricular program (such as music,
student government, or athletics).



O

ERIC

Aruitoxt provided by Eic:

What Constitutes Financial Aid to Students?

nstitutions of higher learning are frequently asked to ad-
minister funds on behalf of donors or sponsors who wish to se-
lect the recipient themselves. such as a local school Parent-
Teacher Association, a community service club. or a fraternal
organization on- or off-campus, but who wish to disburse the
money through the college. Such “trusteeship™ accounts can
provide substantial sums of assistance although they may not
be considered a formal part of the financial aid program of the
institution.

Loans

Loans are sums of money offered with the requirement that
they be repaid in whole or in part, with or without the payment
of interest. Applications for loan assistance may or may nol
=all for the applicant and his family to report financial data in
arder to show a need for funds, and the amount loaned may or
may not be contingent upon the amount of need. Some loan
programs call for the payment of interest during the period of
study, while others defer interest until after the student leaves
college. While the definition of student finaneial aid given at
the bheginning of this section (see page 8) would seem o in-
clude all loans, loans as financial aid are generally considered
to be only those made at a true rate of interest not greater than
the prevailing rate for consumer credit. While commercial

loans with a higher rate of interest may be used to defer pay-

ment of some educational expenses, they are usually not con-
sidered to be student financial aid in the customary sense of
that term. ' , . '
Currently the major sources of loan funds are the federal and
state governments, including those made by commercial lend-
ers and subsidized under the Federally Insured Student Loan
Program (which-is the largest program currently in operation).
Among the other large loan programs in the United States are
the National Defense (Direct) Student Loan Program, the
Health Professions Student Loan Program, and the Nursing
Stucent Loan Program sponsored by the federal government.

13
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In addition to loan funds provided by sources outside the in-
stitution, many colleges provide long-term and short-term loans
to students from their own resources. Long-term. low-interest-
rate loans are repayable shortly after graduation or with-
drawal although interest does not accrue as long as the student
continues to be enrolled. Short-term or “petty cash™ loan funds
permit colleges to satisfy the emergencey needs of students (for
example, grocery or rent money until payday) in an efficient
and economical manner. Typically these funds provide small
amounts for a short period of time, such as “§30 for 30 days.™

Some student loan programs available from organizations
and agencies. other than the institutions of higher education do

not require extensive on-campus administrative activity; for

example, tuition loan programs available through commercial
banks. The educational institution’s involvement with such
programs is minimal, frequently being limited to attesting to
the lender that the applicant, or the applicant’s child in the
case of a bank loan to a parent. is a registered student. Other
external loan programs. such as the Federally Insured Student
Loans also available through commercial tending institutions,

require that the institution provide an assessment of the stu-

dent’s financial nced that may be as detailed as that done by
the institution for its own programs.

Jobs

Some institutions consider student employment a form of fi-
nancial aid only when the jobs ave paid for from the funds of
the college or from funas administered through the financial
accounts of the institution. However. many institutions have
broadened the meaning of enployment as a form of aid to in-
clude all work opportunities for which the college assists in job

‘placement or where the applicant receives preferential treat-

ment because of his status as a student. For example, some
colleges have standing agreements with certain local employ-
ers for placing a given number of students cach semester in
part-time jobs. Other institutions may have large cooperative

et
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What Constitutes Financial Aid to Students?

cducational programs that provide for employment one semes-
ter and study the next: The kinds of jobs that students have
been and can be directed to are limited only by the economic
conditions in the campus community and the ingenuity and
imagination of the financial aid administrator and the students.
Sligibility for employment -and the amount of remuncration
may be determined, as with grants and loans. either with or
without requicing the student and hisTfamily to report financiul
data in order to show a need for funds. Employnient may be for
a specetfic and announced duration, controlled by a number of
hours to be worked cach week, or it may be for an unspecified
duration limited by the time nceded to complete a given task.

Many institutions make such employment available to any
student who wishes to work. whether or not he has financial
need. In those colleges, it is usually held that employment it-
self is an educational experience that will provide a worth-
while supplement to formal classroom insteuction. Many insti-
tutions set aside a number of positions or a certain payroll
dollar amount to be used for students who demonstrate finan-
cial need. Among such positions are term-time jobs assisting
members of the faculty, administration, and service staffs: va-
cation employment; student agency arrangements (through
which students vperate service enterprises on the campus for
profit): and what might be termed casual labor jobs (such as
baby-sitting and gardening) that can provide income in small
amounts to meet unanticipated expenses.



Frinciples and Practices
of Financial Aid Administration

Over the years, administrators have wrestled with the need to
Irave a commonly agreed upon set of principles that would out-
line aceepted standards for the administration of financial aid.
The following statement was developed for and by the colleges,
universities, scholarship agencies. sccondary schools. and
school systems participating in the College Scholarship Service
Assembly of the College Entrance Examination Board. The
statement is predicated on the continuing belief that post-
sccondary edacation should not be a privilege reserved only for
those who can afford to purchase it and that the finauncial re-
sources of the student and his family should not limit the stu-
dent’s aceess to postsecondary education. This “Statement of
Principles’
hers of institutions subscribe and from which financial aid
officers, both individually and as members of their own pro-
fessional associations, have developed similar standards for
thenselves. Eacli of the more than 1,600 postsccondary institu-
tions, secondary schools, and agencies that are members of the
College Scholarship Service Assembly have agreed, through
their presidents, to support the statement. By its adoption, the
member institutions of the €8S Assembly acknowledge the
fact that cquality of educational opportunity can be realized
only with fully funded and properly administered need-based
programs of student financial assistance. and have affirmed
their intent to work toward achieving these goals.

expresses a basie philosophy to which farge num-

Statement of Principles

1. The purpose of any financial aid program—institutional,
vovernmental, or private—should be to provide monetary
assistance to students who can benefit from further education
but who cannot do so without such assistance. The primary

ERIC
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Principles and Practices of Finanzial Aid Administration

purpose of a collegiate financial aid program shonkl bhe to pro-
vide finanecial assistance 1o acceepted students whoo withouot
such aid. would be unable to attend that college. :

2. Each college has an obligation to assist in realizing the
national goal of equality of educational opportunity. The col-
lege. therefore, should work with schools, community groups.
and other educational instititions in support of this woal,

3. The college should publish budgets thar state total stu-
dent expenses realistically including, where applicable. nwain-
tenance at home, (()l]]l]]lllll]”C\[)CIISC\ personal expenses. and
necessary travel.

4. Parents ware expected to contribute aecording to their
means. taking into account their income, assets, number of
dependents, and other relevant information. Students them-
selvés are expectcd to contribute from theiv own assets and
carnings, includii g appropriate borrowing against future carn-
ings.

5. Financial aid should be offere:] only alter determination
that the resources of the family are insufficient to meet the stu-
dent’s educational expenses. The amount of aid offered should
not exceed the amount needed to meet the difference between
the student’s total cducational expenses and the family’s re-
sources.

6. The wmount and type of self- hclp expected from studems
should be related to the circumstances of the individual. In the
assignment of funds to those students designated to receive fi-
nancial aid, the largest amounts of total grant assistance should
o to students with the leastability to pay.

The college should review its financial assistance awards
annually and adjust them, if necessary, to reflect changes in
the financial needs of students and the expenses of attending
the institution. The college has an obligation to inform students
and parents of the financial aid renewal policies for enrolled
students at the time of the initial offer of financial assistance.

8. Because the amount of financial assistance awarded re-
flects the economiec circumstances of the student and his fam-
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ity. the college should refrain from any public announcement
of the amount of aid offered, and encourage the student. his
secondary school, and others to respect the confidentiality of
this information. .

9. All documents. correspondence, and conversations be-
tween and among the aid applicant, his family, and financial
aid officers are confidential and entitled to the protection ordi-
narily arising from a counseling relationship.

10. Concern for the student should be paramount. Financial
aid should be administered in such a manner that other inter-
ests. important though they may be, are subordinate to the
nceds of the student.

These principles, published annually by the College Scholar-
ship Scrvice. are the most widely accepted statement used in
the administration of financial aid for college students.

While the *Statement of Principles™ provides a broad philo-
sophical base that can be used by the institutions in the divec-
tion of Ainancial aid programs, it does not pretend to provide for
every contingency nor is it necessarily specifie enough for each
institution. Institutions that are involved in the broad federal
and state aid programs need, in u(ldili(.)n,a statement of more
specific and directly applicable practices that can contribute
to their daily administrative functions and assist them in
equitably and fairly aiding and counseling college students.
The member institutions of the College Scholarship Service
Assembly have, over the past years, been working toward the
development of a statement of practices that will help set stan-
dards to which new aid administrators can turn for guidance in
the establishment of soundly functioning student aid programs
that will reconcile institutional goals and objectives with those
of aid sponsors. The following statement, while still being con-
sidered within the governing structure of the Assembly, repre-
sents the consensus of the membership at this time:

O
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Statement-of Practices

. Encourage coordination among institutions. schools. and
federal. state. and community agencies to motivate all students
capable of continming their education beyond high school to
consider postsecondary education regardless of their financial
circumstances.

2. Provide guidance information and counseling to assist
students and parents in financial planning.

3. Actively encourage students to utilize available financial
aid services. '

4. Publish widely information regarding financiar aid poli-
cies, full costs of attendance, application procedures. eligibil-
ity eriteria, and financial assistance.

5. Utilize administrative procedures that are responsive to
student needs. '

6. To the extent possible. administer financial aid programs
through a central office to insure consisteney in the awarding
of aid to students and the most efficient use of available funds.

7. Provide assistance on the basis of financial need through
the determination of parents’ and students’ ability to pay {or
educational costs using a consistent, reasonable system of
nced analysis.

8. Acknowledge and meet the full need through a combina-
tion of grant, loan, and employment determined through con-
sideration of the students’ individual civcumstances and abili-
ties to the extent possible.

9. In order to serve the student’s best interest, whenever
possible administratively, notify students of both financial aid
and admissions decisions as carly as possible and indicate in
the award notification the type, amount, and conditions of the
award, and share information with parents regarding the ex-
pected amount of family contiibution.

10. Provide students not being offered financial aid with the
specific reason(s) for the denial and to the extent possible assist
the student in finding alternative sources of aid.

11. In making awards to students applying for renewal of
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aid. review the students” current finaneial circumstances and
establish the amount of aid with Tull consideration for the <tu-
dents” actual current need. rather than make a categorie re-
duction of the aid amount cach succeeeding vear.

12, Advise secondary schools and state or other scholarship
agencies that announcements of individual or aggregate stu-
dent aid awards received by their graduating students are in-
appropriate because they are hased on hnancial need.

13. When the identity of the student isin evidence. release
financial aid records and information only with the written con-
sent of the student andfor parents as appropriate.

14, Include students on financial aid committees that are
responsible for establishing financial aid policies and pro-
cedures,

15. Provide data and other assistance that contribute to re-
search in the field of financial aid to improve the practices and
procedures for providing finaneial aid to students in an equit-
able manner,

16. Share information about mutual aid candidates to insure
cquitable financial aid awards and thereby permit a student
freedom of choiee tninstitution,

17. Conduct rescarch to assist in the realistic development
of student budgets to wmeet cach specilie student population’s
needs including those students living in their parents” home in
the comumunity.,

18. Encourage and participate in training programs that de-
velop skills needed to serve students more effectively.

20
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Need for Centralization

Although the special purposes of federal and state govern-
ments and public and private institutions have heen advaneed
through the deviee of student financial aid. the major and con-
tinuing purposc of the aid programs has been to extend the
opportunities ol higher education more broadly. As Jeneks!
has written “while lack of money is by no mewrs the most seri-
ous problem confronting childven {ronn the lower strata seeking
education . . it is the most commonly discussed. the most
casily analyzed. and the most readily eliminated.” There is
agrecme v among experienced financial aid administrators that
the best aid programs are those characterized by an intense
and overtiding concern for the welfare of students.’™ This
argues that the aid programs be available to serve all eligible
students in all parts of the institution, and that it not he limited
to certain students in Tavored colleges or selected programs,
Regardless ol the size of the institntion. equity. efliciency. and
cconamy will be realized through the centralization of the ad-
ministrative processes of financial aid. The financial aid office
should be responsible for the administration of cach of the
magjor stndent assistance programs ol loans, grants. and johs.
This responsibility should include services not only for under-
graduates —freshmen, transfer. and upperclass students —bhut
services for gradnate and professional school students as well.
Further, financial aid for students in the teacher education pro-
eram, {or example, should he administered through the central
aid office and not as an administrative adjuncet within the school
ol education.

At present the ideal sitnation requived to achieve these goals
is not generally present in American colleges and univorsities.
Although it is not uncommon for a single oflice to supervise and
conduct the general aid program for undergraduate students, it
is unusual for this same office to exercise equivalent responsi-
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hility for thetaid programs Tor graduate and professional school
students. The student assistance programs limited 1o graduate
students are frequently administered within the graduate di-
vision or department and the separate professional schools of
the university. A major departure from this occurs when a par-
ticular program is available to hoth undergraduate and gradu-
ate students, In such cases the responsibility for the operation
of the program is generally assigned specifically to the finan-
cial. aid office. The National Defense (Direet) Student Loan
Program is an example. Loans under the NpsL Program are
available 1o hoth undergraduate and gradeate students. and a
single office iz normally charged with the respousibility for the

total program.

Of the 849 institutions that responded to-the Bureau of
Applied Social Research 1965-66 survey cited carlier. 41 per-
cent indicated that all forms of undergraduate student aid in
their institution are administered by one office.' Table 2 shows
the degree to which results of the BASR survey indicated that
the various types of aid are administered by the institution’s
office of financial aid or are handled by some other office of the
institution: the table demonstrates the high degree of centrali-
zation that appeared to exist in the administration of scholar-
ships and loans. and to a lesser extent in job opportunities. '

Tuble 2. Proportion of Financial Aid Administered
by Various Offices

Administered  Administered  Not availuble

by the by some at the
Bype ol aid . - aid affice ather office college
Seholarships to entering lreshmen . 81% 8% 1%
Scholarships toenrolled students, . 84 15 1
Louns to entering students .. . 89 10 i
Loansto envolled students © 0 0 . 89 10 1
Term-time jobs on the campus, .. 60 35 5
Termetime jobs off the campus. . . 37 35 28 .
College Work-Study Program ., . 58 13 29

There 1s some indication, however, that this reported coordi-

o
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nation is more apparent than real. In a study conducted by the
General Accounting Oflice in 1971 of the coordination of the
foderally funded programs of financial assistance. it was found
that administrative coordination continued to he a problem. '8
That report found it necessary to make specific recommenda-
tions that the Sceretary of Health. Education and Welfare *di-
rect the Office of Education to ... require institutions of higher
education to establish procedures for coordinating assistance
provided under federal student aid programs which require a
sharing of financial need with any assistance provided under
the Guaranteed Student Loan P
ministered aid programs.”™ This recommendation was made
on the basis of findings that financial aid administrators at
nearly all the institutions surveyed awarded aid 1o students

rogram aid other school-ad-

without regard to whether the student had requested or ob-
tained loans under the Guaranteed Student Loan Program.
The General Accounting Ofhee also found that financial aid
offices were not provided with information about students whao
received aid from federal. state. or private programs that were
administered by other offices on the sarme campus.

There is some disagreement about the place and the role of
student employment i the overall inancial aid program. Many
institutions believe that students who are not in need of finan-
cial aid should he permitted to work if their employment does
not adversely affect opportunities for students who are in need
of funds. In these institutions some or many of the employment
opportunitics that are not contingent upon the student’s demon-
stration of financial need frequently are not administered by
the financial aid office. Even ‘heve, however, the aid office
should be responsible for the filling of jobs reserved for stu-
dents who need financial assistance. The coordination of need-
hased and non-need-hased student employment, however, is
becoming inereasingly important with the reductions heing ex-
perienced in state and private funds for student assistant em-
ployees and the concomitant increased reliance on the federal
College Work-Study Program to provide not only jobs for stu-
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dents in off-campus nonprofit agencies especially during the
suinmer months but {or term-time part-time employment at the
institution as well.

- Centralization of student financial aid operations has advan-
tages both to the institution and to the students. When respon-
sibility for the conduct of the financial aid program is not ad-
ininistered centrally, a student must first locate information
about the several sources, must then seek out, evaluate, and
synthesize the advice and instruction he receives, and finally
he must initiate the appropriate application in- each office.
Without a centralized office, the student may find himself in an
administrative maze, and because of confusion or frustration
he may overlook or be unaware of aid programs for which he is
eligible. If student aid operations are organized ceutrally, the
student needs to visit only one location to discuss his overall
financial situation and to seek a reasoned and coordinated solu-
tion to financial problems that may involve combinations of a
grant, a loan, and a job. Such a’centralized organizational struc-
ture will permit the student to plan adequately to meet his
necessary expenditures.

A further advantage of a centralized aid office is that it per-
mits more efficient utilization of limited {unds. The General
Accounting Office (GAO) survey described earlier found that at
those institutions without a procedure for coordination of all
aid, significant over-awarding was likely to occur. In the sample
of student awards studied by the GA0, 14 percent were
awarded aid that averaged nearly $910 more than their indi-
cated financial need.?® Their report observed that “during the
past several years, institutions have not been given the full
amount of federal aid that they requested to meet the financial
needs of their students. The problem of providing sufficient
aid to students may be expected to grow as school enrollment
and tuition costs continue to rise. By providing some studénts
with more aid than they need to meet their educational ex-
penses, the institutions are tying up federal funds that could be
used to help other students who qualify.”2!
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A central operation will permit the institution to simplify its
procedures and reduce its paperwork, hecause it is then possi-
ble to utilize a single general application form for all types of
aid. The use of a unified application form permits the student
to supply significant data only once, and it reduces the possi-
bility that a qualified student will be denied, or even not con-
sidered, for aid of a particular type merely because he was un-
aware that his application was not appropriate for that form of
assistance.

A central organization will facilitate coordination within the
institution among the diverse types of aid programs and the
varying procedures employed in administering student aid. The
growth of the number of dollars available in the total resources
for student financial aid continues to increase the desirability
and acceptability of uniform and consistent administrative con-
trol. The rising educational expense budgets of students, and
the frequency with which it is necessary for the institution to
combine funds from the several forms of aid—grant, loan, job—

_to form a single award package for an individual student, niake

ever more apparent the desirability of assigning the responsi-
bility for all aid programs to a single office.

The increasing requests and requirements for institutional
reports of financial aid activities, both for administrators
within the institution and to donors of funds from outside the
institution, suggest that consolidated records be readily avail-
able that will reflect all the actions on aid applications for each
individual student. Requests for information {from state and
federal governments can be answered more efficiently when
student aid activities are centralized than when responsibili-
ties are dispersed throughout the campus.

Operational Activities
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The actual functions to be performed by the personnel of the
financial aid office will vary according to the specific responsi-
bilities assigned to it and the programs under its jurisdiction.
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However, there is a central core of activities that is necessary
to achieve suceessful administration of the obligations that are
basic to any aid office. The following itemization presents the
most common of these aclivities.

I. Counseling about typical student expenses, financial aid op-
portunities,-and money management '

A.

Conduct regularly scheduled meetings to provide needed
information to specific groups
1. Prior to admission to college
a. Potential students, both first-time freshmen and
‘transfer students who request information
h. Applicants for inancial aid
¢. Parents’ groups
d. Local scholarship donor groups
2. During the students’ college years
a. Aid applicants
b. Aid recipients
c¢. Students planning withdrawal or transfer
3. Priorto graduation
a. Aid recipients
h. Potential applicants to graduate and professional
schools who request information
Confer with individual students, on the initiative either
of the student or of the financial aid administrator
1. Student expense budgeting
2. Personal and family situations that might be related
to financial aid needs and opportunities
3. Money management

Il. General administration
A. Supervise office functions

26

1. Develop and review financial aid applications and
forms used in the administration of aid programs

2. Establish office routines and procedures to be used in
maintaining and storing records

3. Assign duties and supervise office personnel
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4. Organize and implement an in-service training and de-

velopment program for office personnel

B. Review state and (ederal legislative ehanges to assure
institutional conformity with provisions
C. Review applications for financial aid

1.

2.

3.

Evaluate financial status of the applicants in eonnee-
tion with aid programs that require demonstration of
financial need

Evaluate supporting records of the applicants, e.g.,
personal, academic, etc.

Determine eligibility of the applicants for considera-,
tion for the several types of programs within the three
major forms of aid

D. Alocate resources of those students who are to receive

assistance

1. Select applicants toe whom aid will be awarded

2. Determine the amount of aid to he awarded cach suc-
cessful applicant ‘

3. Decide for each sucecessful applicant how to package
two or more forms of aid, and in what combination of
amounts

4. Notily successlul applicants of the amounts and the
forms in which aid is being offered 1o them and any
conditions of the offers

5. Inform the successful applicants who accept offers
regarding the procedures they must follow to secure
dispersements or to have awards properly credited to
their accounts at registration; how to continue to re-
main eligible; and how 1o request renewal awards

6. Notily unsuccessful applicants why the applications

were denied, suggest alternate means of meeting cx-
penses, and explain procedures for reapplying for aid
in the future

E. Authorize the disbursementof funds

1.

Report to the appropriate fiscal authority on the cam-
pus the amount and form of each award made



2. Authorize the transfer of funds to the student or to
the student’s account
F. Review and plan '
1. Evaluate the functions aud activities of the aid office
2. Prepare planning memorandums for aid office activi-
ties in future years ,
Prepare proposed budgets of student aid funds
. Prepare budget requests for the staff and the opera-
tion of the aid office
5. Prepare recommendations on the institution’s poli-
cies for student financial aid
6. Attend and participate in meetings concerned with
development of institutional policies on financial aid
11I. Student motivation and resources development (in coopera-
tion with the admissions and the development offices)
A. Visit secondary schools and community colleges
1. Participate in meetings and discussions on the gen-
eral topic of attending college
2. Assisl in programs and activities designed to stimu-
late interest in attending a particular college
B. Conduct workshops and other informational activities on
financial aid
1. Faculty and students within postsecondary institu-
lions
2. Secondary school and commnunity -college adminis-
trators and faculty
3. Secondary school and community college students
and their parents
4. Community, civic, patriotic, and {raternal organiza-
tions
C. Develop resources of aid
1. Continue to cooperate and to consult with representa-
tives of existing sources of funds
2. Meet with potential donors and sponsors of funds
IV. Research and evaluation
A. Initiate and continue evaluations of the aid program of
the institution

=W
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B. Conduct and encourage studies on the impact of the aid
program on the students and the institution
C. Summarize applications
1. At the close of each awarding pcno(l or at least an-
nually, review applications for financial aid
2. Gather data on such characteristics of the applicant
group as scx, ethnic background, family size, income,
and assets
D. Prepare necessary reports
1. Annual report to the institution
2. Reports to agencies of the state and [e(leldl govern-
ments both to recapitulate activities and to initiate
requests for additional funds
3. Annual report to the donors or sponsors of funds

This itemization of the functions of the aid office omits the ac-
tual disbursement of funds to students. The payment of funds
to the student or the establishment of credit for an individual
is generally a function of the business office rather than the fi-
nancial atd office. The .uctivity of the student aid office in this
area normally does not extend beyond the transmission to the
business office of the appropriate documents that authorize the
outlay of funds. In a similar fashion, the collection of loans is
not viewed as a function of the student aid office. However, this
does not mean that the financial aid director is not to be con-
cerned with problems that arise about loan repayments, nor
that he should not counsel with students concerning repay-
ments both when they borrow money and before they leave the
institution. It does mean that the routine tasks of periodic bill-

ing and the bookkeeping chores required when the institution

receives loan repayments should be the province of the fiscal
office and not the student financial aid office. The activities of
disbursements and collections are discussed later in this report
in the section on relationships between the financial aid office
and the business office
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Administrative Organization
of the Financial Aid Office

Administrative Structure
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Before 1958, the administration of student financial aid at many
institutions required few man-hours each year. The responsi-
bility may have been discharged by a single individual, perhaps
a dean, or by an occasionally assembled “staff”” that conslti-
tuted a temporary ““ad hoce’ committee to conduet the program
in an intuitivé and benevolent manner. Frequently, there was
no higher authority who supervised the activity and no one.
other than the fiscal officer, who required an accounting. Sel-
dom, if ever, was there even a formal rationale within which to
function.

As aid resources have increased in importance both to the
institutions and to the students, and as the number of students
applying for aid has increased, the organizational structure of
student financial aid ofhces has been reconsidered and rve-
vised by almost every institution. Specific individuals are now
assigned responsibility for the various student financial aid
procedures, and these individuals occupy specified positions in
the administrative organization of the institution. At many in-
stitutions, however, the function continues to be a part-time
responsibility of one or more individuals (see Table 3). In a sur-

" vey conducted in 1970 by Warren W. Willingham, only 60 per-

cent of the responding institutions had a director of financial
aid who considered himself to be full time.??

The financial aid program is generally considered to be one
of the student services in institutions of higher learning. Ayers,
Tripp, and Russell® report that although in about 50 percent of
the institutions the financial aid administrator reports directly
to the president, in an additional 20 percent the aid administra-
tor reports to the director of student services. At larger institu-
tions, particularly those with an enrollment of more than 2.500
students, it is most commeon to find thé financial aid adminis-
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Table 3. Type of Position Held by Financial Aid Officers

Peurt time Part time

Tvpe ofin.\‘l.ilulivm: © Full time  alone with others
Private. . . . . . . . .. .. .. .. .51% 35% 14%
Publicd-year . . . . . . . .. ... . .86 2 12
Public2-year . . . . . . ... ... . .55 33 12

Size of program:

Under 300 applicants . . . . . . . . . . .21% 0% 10%
300-1.000 applicants . . . . . . . . .. .72 1] 17

Over 1,000 applicants. . . . . . . . . . .87 4 9

All respondents . . . . . . . . . . .. .60% 27% 12%

trator veporting directly to the chief administrator for student
services (see Table 4). These findings are in agreement with
those of Nash,* who found that 46 percent of the aid adminis-
trators reported to the college president, and 29 percent re-
ported to a dean. In the latter case 75 percent of the deans were
deans of students.? Nash distinguished betwéen part-time and
full-time directors of financial aid and Tound that only 16 per-
cent of those administrators whose duties were limited to finan-
cial aid reported to the president, while 49 percent reported to
a dean; he noted: “This means that at larger colleges, at higher
quality colleges, at colleges with graduate programs, and at col-
leges with centralized aid organizations, the aid director is
more likely to report to the dean than to the president.”2¢

Tuble 4. The Aid Administrator’s Immediate Superior
by Type of Institution ,
Type of institution
Private  Private  Public  Public Al

Superior d-year 2year deyear  2oyear  respondents
Presidemt . . . . . . . .324% 59.5% 12% 29.1% 28.9%
Dean of students . . . . . 18.4 9.5 44.6 52.8 34.3

Dean of admissions . . . . 7.4 - 8.4 3.1 5.4

Chief business officer . . . 19.9 19.0 ~ 8.4 3.1 119
Cither . . . . . . . .. .2006 119 - 313 11.8 19.1
Noresponse . . . . . . . L5 - - - .- .5
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This was substantiated by data collected in a survey of finan-
cial aid officers in 9 Southern states conducted by Chambers in
1972. He found that 34.3 percent of all respondents reported to
the dean of students. The pattern was even more pronounced
in the public four-year and two-year institutions where 44.6 per-
cent and 52.8 percent, respectively, reported to the dean of
students.

Role of the Faculty and Staff Advisory C ommittee
on Financial Aid
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Although it is not known when institutions of higher learning
first extended to faculty advisory committees the concern for
financial aid, it is apparent that such committees long have
been invoived with a broad range of matters that are related to
student assistance. The Bureau of Applied Social Research
survey reflected the continuing operation of committees on
financial aid, since 87 percent of all respondents indicated that
their institutions had such committees; among the publicly
supported institutions, 91 percent reported committees on
financial aid.?® '

Just as there seems to be agreement that a faculty and staff
advisory committee on financial aid should exist, there appears
to be a growing agreement on the role and scope of its work.
The great majority of the committees devote attention pri-
marily to recommending policy for the general operation of the
institution’s financial aid program. In the Nash study only 21
percent of the publicly supported colleges reported that the
committee actually reviewed and evaluated individually each
application for financial assistance.?’ A more recent survey
conducted by the Panel on Student Financial Need Analysis
for the College Entrance Examination Board provides more in-
sight into the relative roles of the financial aid administrator
and the committee of various institutional representatives.?

" (See Table5.)
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Table 5. Institutional Decision-Making on Financial Aid Policy
and Individual Applications for Aid

Individual decisions Poliey decisions

Decision-maker Public  Private  Total  Public  Private  Total
Aidofficer . . . . .. .32 34 66 11 9 20
Admissions officer. . . . — 3 3 2 2
Faculty committee. . . . — 1 1 1 3 4
Faculty administrative

committee . . . . . . 0 4 - 10 10 19 29
Faculty administrative

student conmittce. . . 3 1 4 17 8 25
Otherofficer . . . . . . — — = 2 2 K
Total. . .. . . ... L4l 43 84 41 43 84

The fAindings of this survey indicate that the financial aid ad-

“ministrator is predominantly responsible for the decisions

made about the applications of individual students, while com-.
mittees are predominantly responsible for the policy decisions
that guide the individual awards made to students. Another in-
teresting note is that even in 1969-70, when this survey was
conducted, the policy-making groups at 30 percent of the insti-
tutions included representatives of the student hody.3!

In addition to matters of institutional policy, the advisory
committee should be aware of and understand the national
trends in student financial aid, and the ways in which these
trends would and should affect the institution. The committee
periodically should review the general operziions of the aid
office to insure that policy is reflected in procedures. To avoid
becoming isolated from the students, the committee should
serve as an appeal board {for students who believe their re-
quests for aid were not treated appropriately.

The advisory committee provides a means by which repre-
sentation may be obtained from the several divisions of the in-
stitution, and it provides a vehicle to bring the perspectives of
the various parts of the academic community to bear on the
formulation and supervision of the institution’s policy on stu-
dent financial aid.- '
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The normal procedures for establishing and stathing com-
mittees, and for selecting or appointing committee chairmen.
should be followed in initiating and in continuing the advisory
committee on financial aid. All parts of the institution shonld
be involved in the development of a policy on financial aid in
order that the policy be truly representative of the institution,

The committee should have as ntembers representatives of
the fiscal stafl and the student personnel services stalfs, as
well as of the teaching faculty. Including students as members
of the committee is recognized as extremely important by most
institutions and most financial aid ofticers. The director of fi-
nancial aid should serve as sceretary to ihe committee. The
advisory committee should be the body that brings recommen-
dations for action to the attention ol the appropriate officials.

Staffing

The problem of staffing the financial aid office has been and
continues to be one of the most crueial and one of the least
casily resolved. The Burcau of Applied Social Research survey
noted that three quarters of the aid administrators reported
that they worked 45 hours per week, and 23 pereent said that
they worked 55 hours or more cach week.® Hall of the re-
spondents to the survey contended that they were without an
adequate number of clerical personnel to meet their duties in
student aid administration® That this situation has changed
little since that survey was made is noted by the National
Association of College and University Business Officers. A
1972 publication states: “Too often the administrative hicr-
archy of the institution does not reflect the velative importance
of the financial aid office in the budgetary and philosophical as-
pects of the institution. With the tremendous growth in student
financial assistance and consequently the inercase in the
amount of funds administered through the student financial aid
office, this office should be given a level within the administra-
tive structure commensurate with its newly expanded im-
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portance and responsibilities. In addition to being placed in an
appropriately . visible spot within the structure. the student
financial aid office should be adequately staffed both in quality
and gquantity. Many institutions do not appoint a full-time per-
son to handle the administration of these programs . . . schools
cannot continue to overburden the person in charge of financial
aid programs, nor can they give these jobs to a “short-timer” at
the institution or to sonieone who will quickly be moved up to a
position of ‘greater importance’. .. .73

It is difhicult, because of the variety of tasks that may be
assigned to a particular office to postulate optimum numbers of
professional and clerical staff for the operation of the financial
aid- office. There has been considerable discussion of the ap-
propriate basis for use in determining the appropriate number
of staff members. Most carly stafbing formulas were based on
the number of students enrolled at the institution.® Subse-
quently. formulas were developed on the basis of the number
of financial aid recipients. It now appears that a more appropri-
ate basis is the number of students who apply for financial
assistance. It requires at least as much staff time (if not more)
to process an application that must be denied, communicate
that decision to the applicant, and assist in the identification.of
alternative sources of financing for him as il does to process
an application that is ultimately approved. The following mini-
mum levels of stafting for institutions having various numbers
of applicants for aid seem appropriate:

1. Under 500 applicants: A full-time director, one full-time”
secretary or administrative assistant, and two half-time student
assistants or equivalent. ' B

2. Between 500 and 1,000 applicants: A full-time director,
one full-timé administrative assistant, two full-time clerical
workers, and four half-time student assistants or equivalent.

3. Between 1,000 and 2,000 applicants: A full-time director,
one assistant director, two secretaries, and six half-time stu-
dent assistants or equivalent.

4. Between 2,000 and 4,000 applicants: A full-time director,
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two full-time assistant directors. one full-time administrative

assistant. threc full-time sceretaries, three full-ime clerical

workers, and cight half-time student assistants or equivalent.

5. Over 4,000 applicants: A [ull-time director, three full-time
assistant direclors, one ull-time admintstrative assistant. five
full-time sccretaries. four full-time clerical workers. and cight
ralf-time student assistants or cquivalent.

In very large institutions the use of standardized forms and
the adaptation of routine procedures 1o wtilize the capabilitics
of automaltic data-processing machinery may reduce the need
for increasing the number of clerical employees. H the finan-

cial aid office is assigned responsibilities for activities other

than the actual administration of the student aid programs
(such as collecting loans, accounting. bookkeeping, academic
or vocational counseling, and veterans affairs), these proposcd
stall’ requirements must he increased to allow for the addi-
tional duties that would have to be undertaken.

The determination of adequate levels of compensation lor
financial uid office personnel must be based, anong other con-
siderations, on an evaluation ol the responsibilities assigned,

the professional preparation and experience required. and the

general levels of ™veal salary scales. The Bureau of Applied So-
cial Research study collected data in 1965 about the range of

Table 6. Annual Salaries of

College Financial Aid Officers (1965)3%

Salary interval Number  Perceni
OQuer$15000. . . . . . . oL oL e e B e
8120011 &15000 . . . L L L L L ..o . o9y 12
§10,001 10 $12000 . . . . . . . .. o .o ... .18 23
800110000 . . . . oL L. oo 246 29
§6501t0$ 8OO0 . . . . . ..o ... ... 148 17
§ 5001108 6.000 « o o o i Y 8
Under$5000. . . . . . . . . . .. .. ... 18 2
Did not answer, or elergy who are not salavied, . . . . . . 39 5
Totad o« o o oL B 100%

H
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total annual college salaries for people who serve as directors
of financial aid {Table 6).

That the salaries paid to dircetors of financial aid continue to
be less than adequate is demonstrated by the annual survey .
conducted by The Chronicle of Higher Education ™ The most
recent study showed that directors of student aid are the sec-

Cond lowest paid of the college administrators surveyed. The

following table is abstracted from their study (Fable 7).

Table 7. Comparative Salaries of College Administrators,
1971-72

Title ' Average salary
Presidenis. o . o . o o o 0 0 0 000 o o ... 828,891
Chief business officers, . . . e e 20369
Chiel' student life officers, . . 0 0 0 . 0 o o o . o L 18,280
Directors of student counseling . . . . 0 o 00000 15.386
Directors of admissions . . . . . . . . . . ... 0oL 14,049
Directors of student placement . . . . . . . . . . . . . . 13531
Dircctorsof studentaid . . . . . -0 oo o0 oL L L 122106
Bookstore managers, . . . . . . . . . . . ... . ... 950]

The formal education of directors of financial aid ranges from
those who did not acknowledge having graduated from college
(7 pereent) to those who went on to complete the requirements
for a doctorate (17 percent). Almost all aid administrators (93
percent) had graduated from college, and most of them (66
percent) had carned a master’s degree. 38
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Because student financial aid serves to support and to extend
both the general purposes and the particular programs of the
institution of higher learning. the director of student aid and
his staff necessarily must communicate {frequently with the
faculty and with the administrative staffs of other activities
and programs on the campus. Although student financial aid
activities impinge on every area of activity within the institu-
tion, associations with some areas are more frequent and the
communicalions more critical than with others.

Faculty and Academic Activities

Because the development and transmission of knowledge is the
chief goal of every college and university, the student financial
aid program must function in support of institutional academic
goals and programs. The basic priuciples recommended earlier
to guide the operation of the student aid program do not pre-
clude the involvement of the aid office in activities designed to
recognize academic accomplishment, to enroll and retain quali-
fied students, and to assist in the achievement of the goals set
for academic counseling and student discipline. Indeed, those
principles suggest the educational role of the aid administrator
and provide the parameters within which these academic ac-
tivities may be conducted.

The faculty can and should be a source of strong support for
the student aid activities. Through membership on the finan-
cial aid advisory committee, the faculty is able to participate in
establishing policies, practices, and procedures for the opera-
tion of the student aid program. As members of the advisory
commniittee, the faculty can serve as an appeal board for stu-
dents to assure that the daily administrative functions are
being carried on in accord with the institutional principles,
policies, and procedures. The faculty may also be able to serve
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in the ared of developing sources of grant and loan funds
through their off-campus association with potential donors of
aid resources. In addition, the faculty is one of the largest and
most educationally worthwhile sources of employment for stu-
dents. '

While the role of the [aculty as employer can provide a valu-
able resource to the financial aid administrator, this role can
also produce problems. Many institutions today are faced with
continuing and deepening cuts in funds available for both part-
time and regular employment. When budgetary limitations re-
duce the amount of regular budgeted monies available for
assistance, the faculty will naturally turn to the part-time and
college work-study employment programs to find employees
needed to perform educationally related jobs. The aid adminis-
trator may encounter difficulties in maintaining the federally
mandated position that the College Work-Study Program is
primarily a source of financial aid and that any henefit that
acerues to the institution or particular segments of the institu-
tion must be secondary.

Admissions Office
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Perhaps the most significant administrative relationship for the
aid office is that with the admissions office. Prior to the stu-
dent’s first registration, both offices are concerned with many
of the same students. Because the admissions office has the re-
sponsibility to evaluate high school records and other creden-
tials of applicants for admission, the work of the aid office in
determining academic qualifications of candidates for assis-
tance can be greatly reduced. Too; the admissions office is in
the position of having extensive, if nut almost continuous, com-"
munication with secondary school personnel, applicants, and
their families. Thus information on the aid program can be dis-
tributed with preadmission materials and in this way assist the
stndents who are planning to apply for hoth admission and fi-
nancial aid.
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To a certain extent the admissions office is the source of
candidates {or the financial aid program. In recem years ihe
numbers of students applying for admission who require finan-
cial aid has greatly increased, heightening the need for a close
relationship between the aid office and the admissions office.
Also, the federal government, particularly in provisions of the
Supplemental Educational Opportunity Grants Program, re-
quires institutions of higher learning to make a determined
effort 1 identify, to motivate, and to enroll students who are
economically and educationally disadvantaged who eould hene-
fit from continuing their education. When colleges apply for
student aid funds they agree thal, either singly or in conpera-
tion with other institutions of higher learning, they will develop
special ways to seek out such students. The successful execu-
tion of the agreement depends on a close and constant working
relationship between the personncl of the admissions office and
those of the financial aid office, since the primary l'cle();lsif)ility
for the identification, motivation, and enrollment of new stu-
dents generally rests with the admissions office. At the same
time, the aid office can and should be supportive of the admis-
sions office recruiting efforts by supplying vital inforination on
the characieristics of aid candidates and recipients who enroll
or fail te attend. As increasing numbers of institutions face en-
rollment difficulties, the financial aid office will become an im-
portant source of data that the admisstons staff can utilize to
locate prospective students. Because of the interdependency of
these responsibilities and the compelling need to communicate
adequately with prospective students and their families, the
stafl of each office is deeply concerned with the work of the
other office. '

In general, institutions have formally recognized the useful-
ness of coordinating the aid and the admissions offices. The
Bureau of Applied Social Research survey noted that althoug’
in 80 percent of the institutions there was no formal admini:
trative relationship between these two offices, about 70 percent
of the institutions reported that they had close or fairly close
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coordination of activities; and in only 3 percent of thé cases
was noe coordination reported.® While 80 percent of the institu-
tions reported having separate advisory committees for ad-
missions and for student aid. only 10 parcent of the respondents
reported no coordination between committees.* It is interest-
ing to note that while in only 30 percent of the responding gol-
feges the divector of i -ncial aid was a member of the admis- -
sions commitiee, in almost every case a member of the ad-
missions staff served on the financial aid advisory commitice.

Business Office

The business office and the aid office constitute another area of
mutual administrative dependency. Becausc it deals with
mouey, the aid office is perceived by many as a business func-
tion. Therc is a strong need for a harmonious velationship in the
reporting and recording of both incoming money to be added to
student aid funds and of the commitments against and actual
dishursements from those accounts made by the business
office to students upon approval of the aid office. The reporting
and the rescarch activities of the student aid office necessarily
concern both students and money; therefore, coordination he-
tween the business office and the aid office is a virtual necessity
if reports are to be prepared accurately and on schedule.

In connection with student loan accounts the need for co-
ordination between the financial aid and business offices be-
comes acute. Among financial aid administrators there is al-
most complete agreement that loan collection and repayment
functions should not be duties of the aid office. As shown in
Table 8 on page 42, the Bureau of Applied Social Research sur-
vey respondents noted that while selection of students to re-
ceive federal loans was within the realm of the aid office, 65
percent of the aid directors were not responsible for the collec-
tion of those loans, and there was general agreement that the
procedures involved in loan collection were properly located in
the business office.
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Table 8. Aid Directors’ Attitude toward Loan Collection™

Respousibility:of Vercent af aid directors

aid director’s offiee agreeing that the business
Joreollection of office should be

NOSL D rogram loans responsible for [oan colleetion
Responsible 30%). . . . . . . . . .. ... 73%

Not responsgible (65%) . . . . . . . . . . . .9

AMipstitutions . . . . . .. ..., ... .87

Collecting money that has been loaned to students is the re-
sponsibility of the institution. Future allocations of loan funds
depend upon the record of collections made by the institution,
For the National Defense (Direct) Student Lean Program. at
least some of the costs for administering the program can be.
recovered from the federal government; these funds will be
well spent if they are directed toward maintaining an aclive
program of loan collections. The routine procedural functions
ol collecting loans probably can best be left to the college’s
fiscal office. The business ofhicer and the aid director can then
join forces when it becomes apparent that their combined
knowledge and skill is needed to collect an acecount satisfactor-
ily. Another alternative that some institutions have flound
attractive is the use of an outside billing or collection agency.

Registration, Records, and Data-Processing Offices
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The need to prepare and to return reports in connection with
major programs of student assistance sponsored by the federal
government has reinforced the necessity, particularly in large
institutions, of cooperation among the aid director and the
directors of the various records, registration, and data-process-
ing operations. For institutions that must also submit reports

to statewide governing or coordinating boards, the need for

such cooperation is further heightened.

The reports required by federal and state agencies combine
personal, academic, and financial data. As programs continue
aver the years, it becomes increasingly necessary to maintain
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accurate and accessible records over long periods of time. And
while it is generally agreed that this can best be accomplished
by the use of automatic data-processing systems, the “com-
puter assistance’ need of the aid office is {requently given low
priority. Perhaps because the techniques and problems of aid
administration do not readily lend themselves to rigid systema-

tization, the tasl: of automating the aid office is shunned by

systems analysts. institutions are even reluctant to aceept and
implement systems that have been developed outside the insti-
tution. The situation is perhaps most aggravating at very large
institutions, where it is almost physicaliy impossible to main-
tain the records necessary to report adequately on student aid
activities without the assistance of clectronic data-processing
equipment. '

Dean of Students Office and Counseling, Testing,
and Health Centers
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In dealing with students and their problems, the financial aid
administrator (requently will find himself in close communica-
tion with the various academic, vocational, and psychological

counseling services; and with the university health services.

Although the institution may have established various counsel-
ing offices ‘and agencies to deal with specific kinds of problems,
students will not always seek out the most appropriate ageney
or person directly. The students may not perceive the real basis .
of their difficulties, or they may simply go to individuals with
whom they have had previous communication and with whom
they feel comfortable. The financial aid administrator must be
aware of the type and complexity of problems that are beyond
his own personal and professional qualifications. When stu-
dents come to him with such problems he must be able to make
quick and appropriate referrals to other more specialized coun-
seling services, and he must be able to elicit cooperative agree-
ment from the students. He will frequently find that financial
difficulties have caused, or have been caused by, physical or



emotional problems. In these instances he must have the abil-
ity to refer students to the appropriate university facilities. He
must also be prepared to receive referrals from other counsel-
ing and health facilities when counselors in those activities dis-
cover difficulties that have financial roots or ramifications.

Counselors of students who, while receiving financial aid
encounter academic, discipline, or other behavior. problems,
will be able to function with more confidence when they realize
that financial aid can be adjusted to meet stuidents’ individual
circumstances. The director of financial aid can be of marked
assistance to counselors by rearranging, when necessary, the
financial aid award package to permit a change in an academic
schedule, an alteration in the hours of employmcnt or an ad-
justment in the amount of a loan.

Development and Alumni Offices
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Alumni and other private benefactors continue to be important
sources of funds for student aid programs, even though federal
and slale agencies are supplying the largest amounts of money.
An institution that is able to encourage continued financial
support for student aid from alumni and from other donors is
able to develop and to maintain a flexible and responsive aid
program to meet particular situations. A financial aid program
based exclusively on the use of governmental funds cannot be
as flexible and responsive to student needs as it should he. -
Although each institution probably can cite examples of oc-
casions when special funds were needed to meet particular cir-
cumstances, a ﬂeneral use of such private aid funds would be a
special short-term “emergency’ loan program. 1t is difficult for
a student to provide sufficient planning to meet all his financial
needs for the academic year—a check may be delayed, a pay-
roll card may be misplaced, an unexpected trip home may be
required, or there may be a dance or another social activity
that was unanticipated. Limited loan programs usually do not
require detailed financial statements; normally they are predi-
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cated upon the acceptance of the student’s admission that he
is “*broke” and that an immediate need exists. Such loans are
usually restricted to small amounts, and the repayment period
is usually short. These programs do not encourage fiscal ir-
responsibility nor do they thwart the discipline of self-dental;
they do recognize that plans may go awry and that there may be
a short-term need to be met. ‘

While programs such as the limited emergency loan have
appeal to alumni and other donors, few institutions will wish 1o
restrict their activities 1o raising student aid money only for
such programs.-The aid director has a responsibility to work
with the development officer and the alumni secretary in their
efforts to develop and maintain sources of financial support for
all types of student aid. ,



Relations with Off-Campus Agencies
and Individuals

Members of the higher education establishment have been

characterized as “the gatekeepers of the upper-middle class.”™3
The financial aid administrator is frequently viewed by the
community at large as one of the most important and cffective
gate-keepers of them all. In addition to the nccessary on-
campus relationships, the effective operation of the financial
aid office requires good communications and close working re-
lationships with a number of individuals and agencies outside
the postsecondary institution. Most important among these
relationships with off-campus agencies are those with the
schools from which the students come, talent search agencies
in the community, representatives of the sources of aid funds,
agencies employing students, and colleagues in other aid offices
on other campuses. ‘

Secondary Schools and Community Colleges
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Until recent years the role of the student financial aid adminis-
trator as a recruiter was essentially a passive one. The aid
office received and evaluated requests for aid initiated by stu-
dents and their parents. Now student aid administrators have
taken on a more active role in the work of identifying, motivat-
ing, and encouraging students,

Usually information about financial aid that is made avail-
able to secondary school students and potential college trans-
fer applicants is disseminated by admissions offices along with
application for admission materials. Either common or coordi-
nated applications for admission and financial aid are fre-
quently used. The obligation of institutions to seek out stu-
dents from economically deprived areas who must have -
financial assistance il they are to attend makes it essential for
aid office personnel to be closely involved in whatever com-
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munications the college has with secondary schools. In some
instances it may bhe appropriate for the aid office staff to work
with secondary school personnel without the coincident action
of the admissions staff. Wherever possible, however, the aid
office staff should take advantage of established channels of
communication to avoid undue burdens on secondary school
staffs. .

Most secondary schools have programs that involve general
college-bound counseling rather than programs centering on
specific colleges; in these programs increasingly heavy empha-
sis 1s placed on the types and availability of financial aid re-
sources. Because of frequent changes in regulations and pro-
cedures regarding student aid programs sponsored by federal
and state governments, it is difficult for members of the ad-
missions staff and school counselors to keep themselves suffi--
ciently well informed to describe comprehensively the pro-
grams in specific terms to an audience that seeks information
a.wut financing an education beyond the high school. Assisting
prospective college students and their parents by explaining
ways of meeting educational expenses regardless of the institu-
tion to be selected, is a service responsibility that can best be
discharged by the aid director and his staff.

The srowing importance of transfer programs in the two-year
community colleges has creaied another important area of ac-

_tivity for the aid director at the four-year college or university.

In financial terms, the transfer student from a community col-
lege to a four-year institution is essentially similar to the stu-
dent who moves from high school to college. Many programs of
financial aid information and guidance that were developed for
use with secondary schools can be used effectively in com-
munity colleges. .

However, in other ways transfer students are markedly dif-
ferent from those who enroll directly from high scheol. Gen-
erally a transfer student from a community college is older and
more mature, and usually has a better estimate of his financial
need. A community college student frequently comes with
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better developed job skills, so part-time work can play a more
important role in his student aid package. A transfer student
from a community college will face a new and different en-
vironment, and the aid office must be responsive to his prob-
lems of adjustment.

Talent Search Agencies

The increasing attention now being given to economically dis-
advantaged groups has éncouraged young people from these
groups to consider higher education. Talent search agencies,
community action groups, and Upward Bound programs are
looking to college financial aid directors for assistance in mak-
ing postsecondary education a reality for individuals for whom
it was never before even a dream. These agencies and pro-
grams will help the aid administrator meet his obligation to di-
rect economically deprived students toward college or other
forms of postsecondary ec'ucation. He should not only be aware
of the efforts of such groups but should offer them active sup-
port.

‘Sponsors of Funds

In most institutions responsibility for securing additional re-
sources for the student aid program is assigned to the develop-
ment office and the alumni affairs office. However, the director
of student financial aid should be prepared to.assist these
offices in their communications with individuals and organiza-
tions who are or who can become benefactors of the institu-
tion.

The financial aid administrator can provide consultation on
the best way to make grant or loan funds available to the insti-
tution fo assist students in meeting costs. In addition to his
personal assistance, the aid administrator can help by provid-
ing copies of reports on the activities of his office: the amount
of aid funds available in the various programs, the character-
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istics of all students who applied for aid as well as those who
were assisted, the amounts of aid that were awarded and the
forms — grants, loans, jobs—in which it was offered, and the
amounts of unmet need of those whose applications were de-
nied. : o

Relations with the source of the largest amounts of student
aid funds —agencies of the federal and state government —are
usually the primary responsibility of the aid office. The direc-
tor of student aid is requived to report on awards made, to sub-
mit applications for additional fands, and to maintain satis-
factory records for examination by government auditors. The

~staff of the aid office may bhe called on to provide the govern-

ment agencies with advice and consultation as new programs
are developed or as changes are considered for existing pro-
grams. This is particularly true with state-supported programs
of financial aid, wherc aid administrators generally are in-
volved on a continuing basis with the plans and activities of the
agency. ’ '

The regulations of the Federally Insured Student Loan Pro-
gram require that the financial aid office assist banks, commer-
cial lending organizations, and loan guarantee agencies in de-
termining the eligibility of students and parcuts for loans to
meet the expenses of education. It is important for the director
of aid to develop sound working relations with agencies, par-
ticularly local banks, that are the source of substantial amounts
of loan money for students. The director of aid may be asked
by such groups as labor unions, church organizations, and
civie groups to aid them when they select students'to receive
financial assistance. Even though the applicants for these pro-
grams may not enroll in the local institution, the director of aid
should help these groups to select the most deserving candi-
dates. Not only is his help likely to be reciprocated by financial
aid administrators in other communities, but a generous offer-

"ing of professional assistance may encourage local groups to

make financial donations to the educational institutions.



O

ERIC

Aruitoxt provided by Eic:

Professional Colleagues

The growing importance of the role of student assistance pro-
grams in higher education generally makes it incumbent upon
the director of aid to consult frequently, freely, and openly
with his eolleagues in other institutions in order to strengthen
his services to students. The development of aid programs can
be improved through active participation by the aid director in
state, regional, and national activities of the National Associa-

tion of Student Financial Aid Administrators, the College

Scholarship Service Assembly, the American College Per-
sonnel Association, and the National Association of Student
Personnel Administrators. Through these and other organiza-
tions devoted to the professional development and improve-
ment of student personnel programs the combined wisdom of”
many experts can be hrought to hear an local problems.

The aid director and his staff should he prepared to assist
and to advise those who represent the institution al meetings
of various professional organizations, For example, this assis-
tance should be available to the college president as lie par-
ticipates in the work of the American Council on Education, to
the registrar and admissions officers as they work with such
groups as the American Associatinn of Collegiate Registrars
and Admissions Ufiicers and the National Association of Col-
lege Admissions Counselots, and to the faculty as they prepare
to attend meetings of the societies that represent their several
disciplines. The director of aid must become the source to
which all members of the college staff and faculty may and will
turn for information and advice on student financial aid matters.
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General Procedures

There are several administrative procedures that are applica-
ble and desirable in the student financial aid office regardless
of the administrative organization, the size, or the type of the
educational institution. These procedures are generally ac-
cepted in the majority of student aid pr ugnams in msmulmns of
higher learning in this country.

Applications for Aid -

A single, comprehensive application should be used for all the
major programs of assistance administered by the institution.
If the same office administers institutional and federal grant

“and loan programs and the College Work-Study Program, one

application can elicit the information necessary to determine
eligibility and financial need for these programs. As discussed
sarlier, there are advantages to hoth institution and student
wlien a combined form is utilized. Not only is the duplication of
records and information reduced but also the student can be
confident that he has applied for all forms of aid for which heis
eligible. If the aid office requires personal recommendations
and records of academic achievement, these data need to be

“supplied, collected, and evaluated only once for each student,

thereby reducing the work of the secondary school, the ad-
missions office. and the registrar’s office, as well as the aid
office. In addition to savings in the operation of aid administra- -
tion there are eourresponding savings in clerical and storage
costs for the needed records.

When the award is composed of more than one form of aid,
the use of a single application facilitates the efficient packag-
ing of assistance and helps toinsure that each student is offered
an amount that is sufficient for him to make definite plans for
the entire academic year. It further assures that a proper bal-
ance of the forms of aid is arranged with full consideration of
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the student’s personal, academie, and financial characteristics
and that the institution’s aid resources are allocated efficiently
—awards are not made in excess of or without regard for finan-
cial need, and assistance is not duplicated. It is possible to
extend the advantages of a single application for financial
assistance from one institution to several institutions of similar
type that are responsible to the same board of regents or co-

ordinating board, the completed applications being submitted

to and duplicated by a central office and transmitted to the
colleges of the student’s choice. _

Terminal dates or deadlines for applications from prefresh-
man candidates for financial aid have been established in 74
percent of the institutions that responded to the Burcau of
Applied Social Research survey.* The use of deadline dates or
“preferred application dates’ permits the aid administrator to
organize the efforts of his office in a reasonable and efficient
manner, to insure the evaluation of applications in a systematic
way, to assure that aid goes to the necdiest candidates, to co-
ordinate avrards from different sources, and to announce awards
in a way that meets the needs of students, secondary schools,
parents, and donors. The use and publication of a calendar of
operations improves the scheduling of work and acts to ease
the seasonal pressure of activity.

Because deadlines arelargely an administrative convenience,
provision should always be made for students who for valid
reasons cannot comply with the calendar schedule. It must be
recognized that this second line of service may lead to a situa-
tion in which a student whose application was not available for
consideration at the regular time receives assistance -in the
amount he needs but not in the form that could have been
arranged for him earlier. For instance, the late applicant may~
find that he must borrow or work for more of his aid than would
have been necessary had he followed the published calendar.
Although such occurrences are undesirable, the aid director is
still able to meet his obligation to most of his students without
excluding the late applicants.
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Analyzing Student Need

Large programs of student aid, particularly thosc supported by
the state and federal governments, require the participating in-
stitutions to make a uniform and systematic evaluation of the
financial need of all applicants. Generally colleges and uni-
versities lhhave adopted or reafirmed the philosophy of need
assessment for their own student aid programs as well, and
most institutions employ some systematic method to determine
the student’s financial need.

It may be reasonable for sume institutions with limited en-
rollments and small aid programs to use their own procedures
to evaluate student financial need. For larger institutions on-
campus need analysis using a unique, locally developed pro-
cedure has pronounced disadvantages. If need is analyzed lo-
cally, the computation and evaluation of each application must
be accomplished by college personnel using institutional facili-
ties. This procedure may not be burdensome and may be ac-
ceptable when aid applications do not number more than a few
hundred each year, but when the number of applications grows,
analysis hbeconies time-consuming and expensive. A pressure
to complete routine work develops and tends to overshadow
the demands for attention to the truly complex applications.
The director of financial aid may find himself mired in routine
: tasks that make heavy demands on his time; he will then be

tempied to alter work assignments and this may result in non-
professional employees being required to perform duties that
should be reserved for members of the professional staff.

In addition to administrative inconvenience and expense, an
aid director in an institution that analyzes need locally may en-
counter difficulty when he discusses and explains the need
analysis procedures to students and their parents. Families are
usually more willing to accept an evaluation of their ability to
pay for education based on a system that séveral institutions
have agreed to use. Families generally believe that an inde-’

: pendent organization would not single them out for different or
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unusual treatment but would evaluate their financial circum-
stances on the same basis as that used for other families.

Institutions should employ the same analysis procedures for
all students. The use of more than one need analysis procedure
on the campus should be discouraged. Use of more than one
need analysis system might mean that a student would qualify
for aid if one procedure were used while the same student
might be declared ineligible for assistance if another analysis
system were used. This is most likely to vceur in the Supple-
mental Educational Opportunity Grants Program for students
from families who can contribute very little toward educational
expenses, where measurements of need are required to be rela-
tively precise. "

The. use of an external need analysis service will enable the
financial aid staff to concentrate its attention on special prob-

lem situations.rather than on the routine gathering and arrang-

ing of data. Candidates applying for aid at more than one insti-
fution may find the external need analysis service to their
advantage if the institutions invelved use.the same service. In
that case the applicant and his family supply financial informa-
tion only once, and the information is analyzed, copied, and

~sent to each college that is designated.

O

An external need analysis organization does not determine
which applicants are to be aided. Except in the case of external
donors who choose recipients themselves, it is the institution,
through its financial aid administrator, that determines which
applicants are to be aided, what amounts of aid are to be
awarded, and in what-forms that aid is to be offered. The analy-
sis performed by the external service is not a substitute for pro-
{essional judgment by the aid administrator, and it should
never be treated as a substitute for such judgment. Using an
external system presents the aid officer with the data neces-.
sary to provide him with a rational basis for exercising his pro-
fessional knowledge and skill. In choosing an external need
analysis service it is essential that the institution choose one
that adequately reflects the basic principles on which the in-
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stitution wishes to predicate its financial aid program.

When an external agency is used, it is incumbent upon the
director of financial aid to become thoroughly familiar with the
rationale and the methods employed to determine student
need. The aid director should understand the assumptions on
which the agency bases its need computation system, and he
should have full knowledge of the formulas and procedures
that are utilized to evaluate the financial need of the applicant.
The service of the external agency is to relieve the director of
financial aid of the necessity of performing routine clerical and
computational tasks but it does not, and it cannot, absolve him
of the responsibility for knowing how those operations function.

ERIC
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Summary

Student financial aid consists of those expense-reducing means
(money, goods, or services) that are awarded directly 1o or for
the student himself and are used to defray educational ex:
penses that he does not have the resources to meet. The vari-
ety and diversity of college student financial aid programs, both
those requiring the student to demonstrate a need for assis-
tance and those that do not, make it advisable for institutions to
establish a sel of definitions of the several aid opportunities to
be found in the form of grants, loans, and jobs. When there is
general agreement on and acceptance of a set of definitions
among colleges of the several types of financial aid that they
award, research efforts and intra-institutional communication
will be facilitated.

The several purposes for which aid funds are made available
to college students, as well as the variety of aid programs them-
selves, make it highly desirable for institutions to agree on a
set of principles of financial aid to use as a guide for establish-
ing local policics. The most widely accepted statement of prin-
ciples is that endorsed by the institutions and agencies that are
members of the College Scholarship Service Assembly of the
College Entrance Examination Board.

Both students and institutions are becoming increasingly de-
pendent on financial aid programs because of rising educa-
tiond! costs and increasing enrolliments of students from low-in-
come families. These factors have resulted in a rapid expansion
of financial aid activities in colleges and universities and have
made it important for the functions of student financial aid ad-
ministration to be centralized in one office at the institution.
For a student, centralized administration of financial aid pro-
grams means that he need visit only one location to obtain ad-
vice and direction about his overall financial situation and to’
seek a comprehensive solution to his money problems —a solu-
tion that may include a combination of grant, loan, and job.
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Centralization of the administrative {unctions of financial aid
activities will enable the institutions to coordinate assistance
programs, to use a minimum number of forms, to collect infor-
mation only once, and to have in one placé all data required for
decision-making and reporting.

Although the specific functions assigned to the financial aid
office may vary from institution to institution, there is a gen-
crally agreed upon common core of operational activities that

includes: counseling about student expenses and finaneial aid .

opportunities, general administration, student motivation and

~resources development, and research. The actual disburse-

ment of cash or the crediting of students’ accounts and the

collection of loans are deliberately omitted from the list of

{unctions to' be performed in the financial aid office, and are
generally the responsibilities of the business office.

As an administrative function, the responsibility of the finan-
cial aid program is generally part of the student personnel ser-
vices of the institution. An advisory committee of faculty and
staff members to guide policy recommendations rather than to
review applications individually, is common in colleges and
universities; The number of staff members, professional and
elerical, to be found in aid offices should be directly related to
the number of applicants for aid, the number and value of aid
programs, and the duties assigned to the office. Some specific
numbers of personnel are suggested in this publication.

The nature and purpese of the student financial assistance

program brings the aid director into {requent communication

with the {aculty and staff of the institution. The faculty should
strongly support the aid program, and the director of financial
aid should consider the activities of his office as a means to ad-

"vance the academic program. The director of admissions and

the director of financial aid share responsibilities in communi-
cating with secondary schools and community colleges to en-

hance the motivation of students who should continue their

formal education. The business officer and the aid director are
mutually dependent in furthering the goals of the institution
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through the financial assistance program. The director of finan-
cial aid should authorize the award of assistance, but he shouid
neither disburse the funds nor collect the loans. An accurate
description and portrayal of the financial aid program requires
a good working relationship between the aid administrator and
the directors of registration, records, and data processing. Be-
cause academic, discipline, or other bebavior problems may be
related 1o financial circumstances, the aid director should es-
tablish good working relations with the dean of students’ office

and the counseling, testing, and health centers. The need for

continued support for the financial aid prograin on the part of

. the alumni and other benefactors make it essential that the di-

rector of student aid cooperate with his colleagues in the ofhice
of development and the office of alumni affairs.

The work of the director of inancial aid is no longer as limit-
ed to the campus as it once was. Now, the aid administrator
needs to be in frequent communication with secondary school
and junior college personnel, students and their parents, com-
munity agencies and the community at large. These communi-
cations may be self-initiated or in response to requests, and
they may involve the director of financial aid singly or in co-
operation with the directors of admission, development, or
alumni affairs at his own or other neighboring institutions.
Among the most important off-campus associations for the aid
director are the meetings and communications with his counter-
parts in other colleges as they participate in local, state, re-
gional, and national associations of student financial aid admin-
istrators. ' '

The director of financial aid will find it helpful both to him-
self and to the students to utilize a single application form for
all types of financial aid. One form will provide the means of
gathering the necessary data for ali programs, with consequent
savings of time and effort for both the administrator and the
applicant. Establishing, publishing, and using a schedule of
important dates will enable the aid officer to organize and to

direct the work load of his office in an efficient manner. There
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should, however, be provisions to assist .aid applicanis who for

. good reason cannot observe the schedule. The use of a central
._processing system to assist in evaluating student financial need

will help reduce the clerical and computational tasks in the fi-
"nancial aid office. The aid director must know the technical
procedures used by the agency to determine how much money
reasonably may be expected from the student and his parents

. {or educational expenses. No formulas or computational pro-

cedures should be employed or accepted without full compre-
hension, appreciation, and understanding on the part of the aid
administrator. Reliance on the services performed by others in
no way absolves the director of financial aid from the require-
ment of using his personal expert knowledge and judgment in
evaluating each application for financial aid. The decisions are
made by the aid officer, not by the external need analysis
agency.
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