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Federal Compliance Filing by Institutions
Effective September 1, 2023—August 31, 2024

Institutions should answer the questions below and provide supporting documentation where applicable.
The Federal Compliance Overview provides information about the applicable HLC policies and provides
an explanation of each requirement. Please review the Overview in its entirety prior to completing this
Filing.

The necessary supporting documentation should be directly responsive to specific documentation
requested. While there is no minimum expectation with respect to length, the completed Federal
Compliance filing, including Appendix A (if applicable), should not exceed 300 pages.

Note that some federal requirements are related to and accounted for in the Criteria for Accreditation or
Assumed Practices. Those related Criteria and Assumed Practices have been identified for cross-
referencing purposes. Cross-references are also provided to the Code of Federal Regulations. Because
HLC may, in some cases, require more of its institutions than the federal regulations, it is important that
institutions write to HLC'’s requirements to ensure their compliance not only with the federal regulations
but also with HLC’s expectations. Lastly, although cross-references to the Code of Federal Regulations
are provided here, an institution is always responsible to ensure that it is in compliance at all times with
such regulations, as they may from time to time be updated.

Submission Instructions

Comprehensive Evaluations

Upload this form, any required attachments and, if applicable, Appendix A to the Assurance System no
later than the institution’s lock date, unless otherwise noted. Instructions for uploading the documents are
provided in the Assurance System.

Other HLC Processes

Submit this form, any required attachments and, if applicable, Appendix A at hicommission.org/upload.
Select the appropriate submission option from the list provided to ensure the documents are sent to the
correct HLC staff member.

Audience: Institutions Process: Federal Compliance Filing
Form Contact: accreditation@hlcommission.org
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https://download.hlcommission.org/FedCompOverview_2022_PRC.pdf
https://www.hlcommission.org/upload

Institution name: North lowa Area Community College

1. Assignment of Credits, Program Length and Tuition

Provide web addresses to the following:

Policy(ies) and procedures for assignment of Credit Hour for all types of courses, disciplines,
programs, credential levels, formats, regardless of modality.

Course or program credit assignment procedures. (Note: The Federal Compliance reviewer will
contact the institution’s Accreditation Liaison Officer (ALO) after the Federal Compliance materials
are received to request a sample of course and program materials. The purpose of the
representative sample of materials is to enable the Federal Compliance reviewer to make a
preliminary determination as to whether an institution ensures it is adhering to its credit hour

policy.)
Provide the web address to relevant policy(ies):
Link: lowa Administrative Code 281, 21.2(12) https://www.leqgis.iowa.gov/docs/iac/rule/08-29-

2018.281.21.2.pdf (see Appendix B below) sets requirements for determining credit
hours based on the amount of instructional contact time and delivery method.

Also, current tuition and expenses can be found on NIACC’s website in various ways. The tuition
and fee schedules are updated yearly for resident and non-resident fees. Students can estimate
their educational expenses in a way that best suits their needs. Printable .pdf files of tuition, fees,
and housing costs and online calculators are available calculators. The Net Price Calculator is a
tool that provides an estimated attendance cost, including tuition, fees, books, supplies, room and
board, and other related expenses. The cost of attendance listed for on-campus, off-campus, and
those living with parents can be found on the financial aid webpage. Program and course fees for
tools, supplies, and other additional costs are also available. Students can find specific textbook
costs on the BookZone website by entering their courses and determining if books are available
to purchase or rent.

Link to NIACC’s Refund Policy: https://www.niacc.edu/admissions/tuition-and-aid/financial-
aid/refund-and-repayment-policy/

Provide the web address to relevant procedure(s):

Link:  Program Approval: Guidelines for lowa Community Colleges including Appendix C Credit
Hour Guidelines: https://educateiowa.gov/documents/program-approval-quidelines-iowa-
community-colleges

NIACC Catalog https://catalog.niacc.edu/index.php?catoid=11

The public can access NIACC’s Catalog which includes the number of credit/semester hours
(terms used interchangeably) assigned to each course as well as the breakdown of contact hours
that make up the course credit/semester hours. This assignment of contact hours adheres to
lowa Code and follows the procedures in Guidelines for lowa Community Colleges Appendix C.

The following procedures are accessible in TrojanHome which requires a NIACC username and
password.

Audience: Institutions Process: Federal Compliance Filing
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Course Outline Template (Appendix C)

Changes to curriculum are submitted through the electronic document system, eTrieve. How to
Submit Curriculum Changes in eTrieve instructions (Appendix D)

Describe the process the institution utilizes to verify length of academic period and compliance with
credit hour requirements through course scheduling.

lowa Administrative Code 281, Chapter 21.2(12) sets requirements for determining credit hours based on
the amount of instructional contact time and delivery method. When determining course credit, colleges
must follow some basic rules as stated in lowa Administrative Code, starting with the requirement that
each course must be assigned a minimum length of one credit hour. A fractional unit of credit may be
awarded provided the course exceeds the minimum length of one credit hour. Each credit hour shall
consist of a minimum number of contact hours based on its delivery method. Conventional instruction is
subdivided into four instructional methods with the minimum number of required contact hours as defined
below. The criteria listed below are minimum requirements only, which institutions may exceed at their
discretion.

One semester hour of credit will be calculated as follows:

Lecture classes: One semester hour of credit will be awarded for a class meeting (under the
supervision of an instructor) for one hour (60 minutes) per week for 16 weeks (800 instructional
minutes).

Laboratory classes: Laboratory credit is awarded at a rate not to exceed one-half of the
instructional rate. One semester of credit is awarded for completion of experimentation and
practice (under supervisor instruction) for a minimum of 1600 minutes.

Clinical Practice: Instruction offered through applied learning experience under the supervision of
an instructor. One semester hour of credit is awarded for completion of a minimum of (3:1) 2400
minutes.

Work Experience: Planned work experience that is coordinated by an institutional representative
and the employer. Control and supervision of the student on the job is the responsibility of the
employer. One semester hour of credit is awarded for completion of a minimum of 3200 minutes.

Credit hour calculations are included on the course outlines submitted by instructors and/or Division
Chairs. New and modified courses are evaluated for appropriate semester hour requirements upon
submission for approval. Credit hour calculations are reviewed and approved during Curriculum and
Academic Affairs meetings. Course outlines are the official record of the semester credit hours awarded
for each course. Course outline forms include the breakdown of lecture, laboratory, clinical, and work
experience.

Per the 2023-2024 Faculty Handbook:

Course Outline Updates

Every three years the course outline for each course needs to be evaluated. Division chairs receive a
Course Review Rotation spreadsheet with the list of courses that will be evaluated/updated during the
academic year. Faculty will review the course outline and determine if changes need to be made to
reflect current classroom practices. Courses can be updated outside of the recommended review cycle
as needed, however this cycle ensures that all courses are reviewed on a consistent basis.

Audience: Institutions Process: Federal Compliance Filing
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https://www.legis.iowa.gov/docs/iac/rule/08-29-2018.281.21.2.pdf

Any changes to the course outline must be brought to Curriculum and Academic Affairs Council (CAAC)
for approval. Course and program changes must have two readings at CAAC and be finalized at or prior
to the March meeting. CAAC meets on the 1st and 3rd Mondays of the month in the Fall semester, and
the 15t Mondays of the month in the Spring semester. After approval, the updated course outline is
submitted to the lowa Department of Education.

Please contact Katie Williams (katie.williams@niacc.edu) for the current, official version of the course
outline Word document. PDFs of all course outlines can be found on the I: drive (I\COURSE OUTLINES
\Course Outlines - CURRENT COURSE #s).

Course Review Rotation Process

Purpose

To review each NIACC course on a regular basis and assess if it needs to be updated to reflect
current

classroom practices.

Process
* Division chairs notify their faculty of the courses to be reviewed (August).
* Instructor reviews the course outline and determines if updates are needed (September-
November).
o No updates needed: No further action taken.
o Updates needed:
= Instructor updates course outline.
= Instructor fills out the ACD — Curriculum Change Request (select “Course
Change” as request type) in eTrieve and describes what changes have
been
made to the course outline and why.
= Instructor submits updated course outline to their division chair for
departmental approval.
= Instructor and division chair bring updated course (with Course Change
Request Form) to Curriculum and Academic Affairs Council for approval
(first readings during September-January).
» Course updates are submitted to the Department of Education by the Administrative Assistant
to the VPAASL for the next academic year.

For more information see Federal Regulations 34 CFR §§602.16(a)(1)(viii), 600.2, and 668.8(k) and (l).
Related HLC Requirements: Assignment of Credits, Program Length and Tuition (FDCR.A.10.020),

Criteria for Accreditation Core Component 3.A. (CRRT.B.10.010), and Assumed Practice B.1.
(CRRT.B.10.020)

2. Institutional Mechanisms for Handling Student Complaints

Provide the web address to the institution’s complaint policy.

Link: https://www.niacc.edu/wp-content/uploads/PDFFiles/2023-2024 Student Handbook.pdf
(Note: All page references are to the page of the .pdf file not the numbered pages.)
Audience: Institutions Process: Federal Compliance Filing
Form Contact: legalaffairs@hlcommission.org
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https://www.niacc.edu/wp-content/uploads/PDFFiles/2023-2024_Student_Handbook.pdf

Formal Student Complaint Policy pg 7

State-Based Student Complaints Process link in 2023-2024 Student Handbook pg. 2 and
at the bottom of the Consumer Information page: https://www.niacc.edu/about/consumer-
information/

Provide the web address to the institution’s complaint procedure.

Link:

https://www.niacc.edu/wp-content/uploads/PDFFiles/2023-2024 Student Handbook.pdf

(Note: All page references are to the page of the .pdf file not the numbered pages.)
Grade Appeal Process pg. 6

Formal Student Complaint Policy pg 7

Sexual Misconduct and Non-Discrimination Policy pg. 9

Mandated Reports and Formal Notice/Complaints in Student Handbook pg. 14
Grievance Procedure pg. 14

Procedure for Resolution of Discrimination Complaints pg. 15

Disciplinary Procedures pg. 29

For more information see Federal Requirement 34 CFR §602.16(a)(1)(ix).

Related HLC Requirements: Institutional Records of Student Complaints (FDCR.A.10.030), Criteria for
Accreditation Core Component 2.A (CRRT.B.10.010) and Assumed Practices A.3, A.4. (CRRT.B.10.020)

3. Publication of Transfer Policies

Provide the web address to the institution’s transfer policies.

Link:

https://www.niacc.edu/wp-content/uploads/PDFFiles/2023-2024 Student Handbook.pdf
Pg 52-54 of the pdf file Credits and Grading and Additional Credit Options

Provide the web address where the public can access a list of all institutions with which the institution
has established articulation agreements. Note that there is not a need to provide the full articulation
agreements themselves, only the list of agreements that the institution makes public. This list should
include the name and location of the agreement partner, the extent to which the institution accepts
credit for courses offered by the partner or offers courses for which credits are accepted by the partner,
and any credit limitations.

Link: Program Articulations
https://www.niacc.edu/academics/articulation-agreements/program-articulations/
Associate in Arts/Associate in Science Articulations
Audience: Institutions Process: Federal Compliance Filing
Form Contact: legalaffairs@hlcommission.org
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https://www.niacc.edu/about/consumer-information/
https://www.niacc.edu/about/consumer-information/
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https://www.niacc.edu/academics/articulation-agreements/general-aaas-articulations/

Provide the web address where current and prospective student can ascertain the institution’s transfer
requirements in addition to what will and will not transfer.

Link: https://www.niacc.edu/academics/transfer-information/

https://www.niacc.edu/academics/prior-learning-assessment/

For more information see Federal Regulations 34 CFR §§668.5, 668.8, 668.43(a)(11) and 668.43(a)(12).

Related HLC Requirements: Publication of Transfer Policies (FDCR.A.10.040), Criteria for Accreditation
Core Component 2.A (CRRT.B.10.010) and Assumed Practice A.5.D. (CRRT.B.10.020)

4. Practices for Verification of Student Identity

Does the institution have students enrolled in distance or correspondence courses, as defined in
federal definitions?

X Yes

[] No (If no, please move on to the next section.)

How does the institution verify the identity of students enrolled in these courses?

North lowa Area Community College makes use of one or more methods to verify student identity per the
HLC Policy “Institutional Practices for Verification of Student Identity and Protection of Student Privacy.”

NIACC uses secure logins and pass codes for all students. In order for students to access our online
tools including TrojanHome and Canvas, students must login using their username and password. They
are held to the requirements defined by several technology policies. The NIACC Technology Policy
includes the following highlights, Responsible Use, and Unacceptable Use descriptions:

o “The use of technology and information resources is governed by all applicable College faculty,
staff, and student policies as well as applicable federal, state, and local laws and statutes.”

e “NIACC provides a number of computer labs to the general College population for course work
and related educational endeavors. In addition, students enrolled in credit classes are offered
a temporary personal Internet account, renewable each semester they are enrolled at
NIACC. The policies outlined here apply to the use of these accounts.”

e “Use only computer IDs or accounts and communications facilities which you are authorized to
use and use them for the purposes for which they were intended.”

The use of technology and information resources is governed by all applicable College faculty, staff, and
student policies as well as applicable federal, state, and local laws and statutes.

Responsible Use:

Audience: Institutions Process: Federal Compliance Filing
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The user bears the primary responsibility for the material that he or she chooses to access, send, or
display. Respect the rights of others by complying with all College policies. Remember that you are
representing the College in all of your communications.

Use only computer IDs or accounts and communications facilities which you are authorized to use, and
use them for the purposes for which they were intended. Do not let others use your username or
password. Students will be responsible for maintaining their own files that are stored on network drives
including deleting files no longer in use, and copying files that they want to save to removable media.

Staff will be responsible for maintaining their own files that are stored on network drives including
deleting files no longer in use. Do not use up valuable network storage resources with unnecessary and
outdated files.

Unacceptable Use:

The following unacceptable activities may result in suspension or revocation of this privilege, disciplinary
action, as well as possible legal and civil action by the copyright owner and/or the College.

a. Unauthorized copying, downloading, or transferring of copyrighted music, video, audio,
software (including operating systems, applications and games, databases, or code) or
other licensed or copyrighted material.

b. “Computer hacking” (i.e. unwanted or unsolicited entry into a computer system).

c. Knowingly introducing a “computer virus” to a computer or network (i.e. a program — either
harmless or damaging — which attaches itself to another program and/or has the capability
to reproduce in order to infect other computers).

d. Unauthorized access, willful damage, or misuse of systems, applications, databases,
code, or data.

e. Use of the campus network, the Internet, ICN, or other telecommunications or data
networks for actions that constitute harassment (as defined by the NIACC Harassment
Policy). This includes introducing inappropriate materials to the network, displaying for
others to view or hear, or printing on College printers.

f. Using the network or College equipment to conduct personal business for one’s own
personal gain or profit, for the personal gain or profit of others, for solicitation of services,
or for political lobbying or campaigning.

g. Allowing others to use your personal username and password to access campus
networks or the Internet.

The above items in this section are all unacceptable activities.

The Student Handbook contains this Technology Policy as well (pg. 31-33 of the pdf).

The issuance of credentials utilizing unique and personal user accounts and passwords combined with
the policy bullets provided in the student handbook and Technology Policy are how NIACC meets this
requirement.

Audience: Institutions Process: Federal Compliance Filing
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How does the method of verification make reasonable efforts to protect student privacy?

Reasonable efforts to protect student privacy:

NIACC requires all employees to demonstrate understanding of the Family Educational Rights and
Privacy Act (FERPA). FERPA training is conducted on a bi-annual basis with all employees completing a
refresher in Fall 2023.

NIACC limits the collection, use, sharing and storage of student personally identifiable data to that which
reasonably serves the institution’s academic, administrative, or other legally permitted purposes. Such
collection, use, sharing, and storage shall comply with applicable federal and state laws and with the
policies and procedures of the institution.

Are there any additional costs (e.g., fees associated with test proctoring) charged directly to the student
because of this method?

[] Yes
X No

If yes, how are the additional costs disclosed to students prior to enroliment in a distance or
correspondence course?

Provide the web address where the public can access information regarding the additional costs.

Link: n/a

For more information see Federal Regulations 34 CFR §§602.17(g) and 602.17(h).

Related HLC Requirement: Institutional Practices for Verification of Student Identity and Protection of
Student Privacy (FCDR.A.10.050), Criteria for Accreditation Core Component 2.A. (CRRT.B.10.010)

5. Protection of Student Privacy

Provide the web address to the institution’s policies governing student privacy and the privacy and
security of student data, including student records.

Link: https://www.niacc.edu/wp-content/uploads/PDFFiles/2023-2024 Student Handbook.pdf

European Union’s General Data Protection Regulation pg. 8 of the pdf
The Family Educational Rights and Privacy Act (FERPA) pg. 55 of the pdf

Board Policy 2.21 Data Classification Policy excerpted from the Board Policy Manual below
(Appendix E). This policy is applicable to all College students, faculty and staff, contractors,
volunteers, students and to all others granted use of North lowa Area Community College
information resources. The policy classifies data into three sensitivity levels (Confidential,
Sensitive, Public) and the appropriate Data Owners for each level.

Audience: Institutions Process: Federal Compliance Filing
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https://www.niacc.edu/wp-content/uploads/PDFFiles/2023-2024_Student_Handbook.pdf

lowa Administrative Code 281.21.2(10) Academic records
https://www.leqis.iowa.gov/docs/iac/rule/281.21.2.pdf

College Statement on Privacy in Student Handbook pg. 11 of the pdf.
Mandated Reports and Formal Notice/Complaints in Student Handbook pg. 14 of the pdf

Provide the web address to the institution's disclosures about how any personal data collected,
including personally identifiable information (PII), may be used.

Link: https://www.niacc.edu/about/niacc-web-privacy-policy/

https://www.niacc.edu/user-data-deletion-policy/

Provide a brief narrative below describing how the institution ensures timely training and adherence to
the policies referenced in this section by its employees and any third-party contractors acting on its
behalf:

Information regarding the Family Educational Rights and Privacy Act (FERPA) is presented during New
Faculty Orientation Week. The FERPA policy is included in the Faculty Handbook and the Student
Handbook.

All employees are required to complete new employee training in Cornerstone, consisting of: Hazard
Communication-GHS and your Right to Know; Title IX and Sexual Misconduct; Workplace Harassment;
and Family Educational Rights and Privacy Act (FERPA) during their first two weeks of employment. Al
faculty, staff, and students are required to complete lowa’s First Amendment training as well. The Title
IX and First Amendment training refreshers are completed annually. Employees who, in the scope of
their duties work regularly with children are required to complete Mandatory Child Abuse Reporter
training. In Fall 2023, all employees were required to complete a refresher on FERPA.

The Technology Policy and Acceptable Use Policy establishes acceptable practices regarding the use
of NIACC information resources in order to protect confidentiality, integrity, and availability of
information.

As part of Master Service Agreements with third party servicers, NIACC ensures that student
information is safe and secure by entering into contracts that specifically address confidentiality and
security of student information and also adhere to FERPA regulations. (See Appendix F Master
Service Agreement Exhibit 6-13-2023)

For more information see Federal Regulations 34 CFR §602.17(h).

Related HLC Requirements: Institutional Practices for Verification of Student Identity and Protection of
Student Privacy (FDCR.A.10.050), Recruiting, Admissions and Related Enroliment Practices
(FDCR.A.20.020), Assumed Practice A.2. (CRRT.B.10.020)

6. Publication of Student Outcome Data

The institution must disclose student outcome data in a manner that is easily accessible to the public.
The institution's website includes a webpage containing (or linking to) data related to student
achievement that addresses the broad variety of its student populations and programs, including at the

Audience: Institutions Process: Federal Compliance Filing
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undergraduate and graduate levels, as applicable. The information must include retention, completion,
required state licensure exam pass data (if applicable), and data about the institution’s students after
transfer or graduation (such as continuing education, job placement and earnings). The institution must
also disclose which student populations are excluded from the data. If an institution uses student job
placement data in any marketing or recruitment content, it must also publicly disclose these data on its
website along with information necessary to substantiate the truthfulness of its marketing and recruitment
materials. All student achievement information must be presented in plain language, with any technical
terms defined and the institution's methodology for compiling data included.

Are student outcome data published on the institution’s website following the specifications above?

X Yes

[] No (If no, please move on to the next section.)
If yes, provide a link to the webpage(s) that contains the student outcome data.

Link(s): Student Outcome Data section of the Consumer Information Page at
https://www.niacc.edu/about/consumer-information/

For more information see Federal Regulations 34 CFR §§602.16(a)(1)(i) and 668.14(b)(10).

Related HLC Requirements: Public Information (FDCR.A.10.070), Review of Student Outcome Data
(FDCR.A.10.080), Assumed Practice A.6. (CRRT.B.10.020)

7. Standing With State and Other Accreditors

List the governing or coordinating bodies in states (e.g. lllinois Board of Higher Education; Arizona
State Board for Private Postsecondary Education) in which the institution has a presence.

lowa Department of Education

State law (lowa Code 260C.48 and lowa Administrative Code 281-24) sets accreditation standards for
lowa’s community colleges

Note whether there are any pending or final state actions that affect the institution’s legal status or
authority to grant degrees or offer programs.

None
List any relationships the institution has with any other recognized accreditor (e.g. Accreditation
Commission for Education in Nursing; Council for the Accreditation of Educator Preparation; Distance

Education Accrediting Commission).

Concurrent High School Partnerships (Career Link) — National Alliance for Concurrent Enrollment
Partnership (NACEP)

Audience: Institutions Process: Federal Compliance Filing
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Emergency Services program — lowa Department of Public Health Bureau of Trauma and
Emergency Services

Nurse Aide (CNA) - lowa Department of Inspections, Appeals, and Licensing
Nursing (ADN) - Accreditation Commission for Education in Nursing and lowa Board of Nursing
Nursing (PN) - lowa Board of Nursing

Physical Therapist Assistant (PTA) - Commission on Accreditation in Physical Therapy Education
(CAPTE) of the American Physical Therapy Association (APTA)

Medical Assistant - Medical Assisting Education Review Board (MAERB) which is a Committee on
Accreditation (CoA) of the Commission of Accreditation of Allied Health Education Programs
(CAAHEP)

Automotive Service Technology - certified upon the recommendation of the Automotive Service
Excellence (ASE) Foundation. The College has achieved ASE Master Automotive Service Technician
(MAST) accreditation. Reaccreditation was awarded in September 2023.

Also, NIACC has state accreditation through the lowa Department of Education and is NC-SARA
approved for distance learning.

Note whether there are any pending or final actions by any other recognized accreditor to withdraw
status or impose a sanction, Show-Cause Order or adverse action.

All accreditor relationships are in Good Standing.

Provide the web address(es) where students and the public can find information about the institution’s
current standing with state agencies and accrediting bodies.

Link: https://www.niacc.edu/about/accreditation/

https://www.niacc.edu/about/accreditation/programmatic-accreditation/

For more information see Federal Regulations 34 CFR §§602.28, 668.41 and 668.43.

Related HLC Requirements: Standing With State and Other Accreditors (FDCR.A.10.090), Criteria for
Accreditation Core Component 2.B; Assumed Practices A.7, C.4.; Obligations of Membership #8 and #9
(INST.B.30.020)

8. Recruiting, Admissions and Related Institutional Practices

Upload as part of this filing the institution’s (i) training materials and (ii) code of conduct (or its
equivalent) for its recruiters, admissions counselors, marketing or advertising staff, financial aid
advisors, and any other personnel engaged in direct communications with prospective and current
students, as required by HLC policy.

Audience: Institutions Process: Federal Compliance Filing
Form Contact: legalaffairs@hlcommission.org
Published: March 2023 © Higher Learning Commission Page 11
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Provide a brief narrative below describing how the institution ensures timely training and adherence to
its procedures by employees and any third-party contractors acting on its behalf in this area.

NIACC Student Services staff participate in many training and cross-training activities. When onboarding
new financial aid employees, staff participate in Learning Tracks offered by Federal Student Aid at
https://fsatraining.ed.gov/. NIACC also invests in additional training for new staff members through the
National Association of Student Financial Aid Administrators (NASFAA) with enrollment in the
Fundamentals of Student Financial Aid; a four-week, interactive, online course that focuses on the
fundamentals of financial aid including applying, financial aid concepts, categories and types of financial
aid, Title IV aid programs and more.

When new staff are hired in the Student Services Department, cross-training occurs to ensure new
employees are equipped with an understanding of the different department’s actions, interactions and
goals in helping students. Regular monthly and weekly meetings are held with the Student Services
Department to provide updates and necessary trainings. The college has also established a Strategic
Enroliment Management team that is comprised of the Vice President of Student Development &
Success, Director of Marketing, Director of Financial Aid, Registrar, Director of Admissions and Director
of Academic Advising. This group works together to coordinate and advance the colleges engagement
with prospective students (Appendix G).

NIACC Student Services staff are engaged in many leadership organizations that offer support and
provide best practice resources across departments. Organizations include The lowa Association of
College Admissions Counseling, lowa Association of Student Financial Aid Administrators, lowa
Community College Student Services Association and many others.

All NIACC employees participate annually in Title IX and Sexual Harassment Prevention training and
First Amendment Training and typically FERPA Confidentiality of Records Training every other year.
However, for Fall 2023 all employees completed a FERPA refresher. The Employee Handbook also
includes Employee Standards of Conduct (Appendix H) that all employees are expected to adhere to.

In addition, to ensure NIACC is practicing ethical financial aid and scholarship awarding practices, the
college utilized a financial aid consulting firm to evaluate policies and procedures in October 2020. This
evaluation and further process mapping was used to ensure that NIACC staff provide clear and accurate
information to students during the recruiting and admissions process (Appendix I).

The NIACC Financial Aid Office coordinates campaigns with the Marketing Department by creating an
annual social media calendar. Posts are reviewed between the departments to determine the accuracy of
media (Appendix J).

In addition to general new employee orientation, Admissions uses several tools to ensure proper and
thorough onboarding of staff. These tools include reviewing our NIACC Admissions Procedure Manual,
Action Plans, and Tour Guide Booklet (Appendix K). The Admissions team also collaborates with the
NIACC IT team to provide Colleague training.

The Admissions team which includes Enrollment Advisors, CCTCs, and our Career Advisor meets twice
per month to report out any new programs or changes to academic curriculum, student services
resources, and recruitment goals. The Director of Admissions participates in several campus leadership
committees; Curriculum and Academic Affairs Council, Student Services Directors Meetings,
Marketing/Recruitment collaboration meetings, Title 1l strategy meetings, and regular communication

Audience: Institutions Process: Federal Compliance Filing
Form Contact: legalaffairs@hlcommission.org
Published: March 2023 © Higher Learning Commission Page 12
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with the Concurrent/High School Partnership team to ensure accurate information is brought back to the
Admissions team in a timely and accurate manner.

The Admissions team is encouraged to participate in various professional development conference
opportunities and trainings including ICAN FAFSA Training, ICCSSA, ISCA and lowa ACAC.

The marketing department follows the American Marketing Association (AMA) Statement of Ethics. The
Director of Marketing and Community Relations maintains AMA membership and regularly utilizes
materials from the organization to provide staff training and ensure that all marketing activities meet and
exceed the highest ethical standards. The ethical norms put forth by the AMA include: do no harm, foster
and maintain integrity, and embrace ethical values. The ethical values comprise honesty, responsibility,
equity, transparency, and citizenship — a responsibility to serve the College’s stakeholders.

For more information see Federal Regulations 34 CFR §§668.14 and 668.82

Related HLC Requirements: Fraud and Abuse (FDCR.A.20.010), Recruiting, Admissions and Related
Enroliment Practices (FDCR.A.20.020), Criteria for Accreditation Core Components 2.A and 2.B
(CRRT.B.10.010), Assumed Practice A.2. (CRRT.B.10.020)

Additional Documents

Please attach the following documents as applicable:

Appendix A.......... With respect to an institution’s ongoing responsibilities under federal regulations,
provide any action letters issued by the U.S. Department of Education that
articulate a rationale for any negative actions and any reports issued by the
institution, if applicable, demonstrating the institution’s improvement efforts in
response to such communications. Negative actions include, but are not limited to
limitation, suspension or termination actions by the Department; letter of credit
requirements, fines, heightened cash monitoring, or reimbursement payment
methods imposed by the Department; or other negative findings on the basis of
any Single Audit (or its equivalent) submitted by the institution.

Audience: Institutions Process: Federal Compliance Filing
Form Contact: legalaffairs@hlcommission.org
Published: March 2023 © Higher Learning Commission Page 13
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Appendix B
lowa Administrative Code 281.21.2 Credit Hours
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281—21.2(260C) Administration.

21.2(1) Policy manual. A community college board of directors shall develop and maintain a policy
manual which adequately describes the official policies of the institution.

21.2(2) Administrative staff. A community college shall develop an administrative staff appropriate
to the size and the purpose of the institution and one which permits the institution to function effectively
and efficiently. This administrative staff shall provide effective leadership for the major divisions of
the institution including administrative services, adult and continuing education, career and technical
education, college parallel education, and student services.

21.2(3) Chief executive officer A community college shall have a chief executive officer who
shall also be the executive officer of the board of directors. The executive officer shall be responsible
for the operation of the community college with respect to its educational program, its faculty and
student services programs, and the use of its facilities. The executive officer shall delegate to the staff
all necessary administrative and supervisory responsibilities to ensure an efficient operation of the
institution.

21.2(4) Financial records and reports. The community college shall maintain accurate financial
records and make reports in the form and pursuant to the timeline prescribed by the department and
other state agencies.

21.2(5) Enrollment. A community college shall meet minimum enrollment requirements if it offers
instruction as authorized in lowa Code chapter 260C, and if, to the satisfaction of the state board of
education, it is able to provide classes of reasonable economic size as needed by students, meets the
needs of the students, and shows by its past and present enrollment and placement record that it meets
individual and employment needs.

21.2(6) Catalog. The catalog shall be the official publication of the community college. It shall
include accurate information on institutional policies, admissions requirements, procedures and fees,
refund policies, residency requirements, program enrollment and degree requirements, due process
procedures, affirmative action, and other information as recommended by the department. Students’
rights and responsibilities may be included in the catalog or in a separate document.

21.2(7) Admissions and program/course enrollment requirements. The community college shall
maintain an open-door admission policy for students of postsecondary age. This admission policy shall
recognize that students should demonstrate a reasonable prospect for success in the program in which
they are admitted. Applicants who cannot demonstrate a reasonable prospect for success in the program
for which they apply should be assisted to enroll in courses where deficiencies may be remediated or
into programs appropriate to the individual’s preparation and objectives. The community college may
set reasonable requirements for student enrollment in specified programs and courses. Admissions and
program enrollment requirements established by each community college shall be published in the
community college catalog.

21.2(8) Academic year. The academic year of the community college shall consist of semester,
trimester, or quarter terms, and shall be a period of time beginning with the first day of the fall term and
continuing through the day preceding the start of the next fall term as indicated in the official college
calendar. A community college may offer instruction in units of length (i.e., days and weeks) consistent
with the identified scope and depth of the instructional content.

21.2(9) Award requirements. The director shall approve all new credit certificate, diploma, and
degree award programs in accordance with Towa Code section 260C.14. Awards from a community
college shall be certified by the issuance of appropriate recognition, pursuant to award approval
requirement guidelines issued by the department, indicating the type of program the student has
completed. The minimum number and maximum number of credit hours required for each award type
contained within this subrule may be waived pursuant to paragraph 21.2(13) “i. ” Each award shall meet
the expectations of statewide articulation agreements between lowa community colleges and public
universities.

a. Associate of arts (A4). The degree is awarded upon completion of a college parallel (transfer)
course of study that provides a strong general education component to satisfy the lower division general
education liberal arts and sciences requirements for a baccalaureate degree. An associate of arts degree
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shall consist of a minimum of 60 semester (90 quarter) credit hours and a maximum of 64 semester (96
quarter) credit hours.

b.  Associate of science (AS). The degree is awarded upon completion of a course of study that
requires a strong background in mathematics or science. The degree is intended to prepare students
to transfer and initiate upperdivision work in baccalaureate programs. An associate of science degree
awarded upon completion of an arts and sciences course of study shall consist of a minimum of 60
semester (90 quarter) credit hours and a maximum of 64 semester (96 quarter) credit hours.

c. Associate of general studies (AGS). The degree is awarded upon completion of an
individualized course of study that is primarily designed for the acquisition of a broad educational
background rather than the pursuit of a specific college major or professional/technical program. The
AGS is intended as a flexible course of study and may include specific curriculum in lower division
transfer, occupational education, or professional-technical education. It shall not include a marketed
course of study. An associate of general studies degree shall consist of a minimum of 60 semester (90
quarter) credit hours and a maximum of 64 semester (96 quarter) credit hours.

d.  Associate of applied science (AAS). The degree is awarded upon completion of a state-approved
program of study that is intended to prepare students for entry-level career and technical occupations.
An associate of applied science degree shall consist of a minimum of 60 semester (90 quarter) credit
hours and a maximum of 86 semester (129 quarter) credit hours. The general education component of
the associate of applied science degree program shall consist of a minimum of 15 semester (22.5 quarter)
credit hours of general education and shall include at least one course from each of the following areas:
communications, social science or humanities, and mathematics or science. A maximum of 3 semester
(4.5 quarter) credit hours of the required 15 general education credits may be documented through an
integrated, embedded, and interdisciplinary model adopted by the chief academic officers of the 15
community colleges in consultation with the department. The technical core of the associate of applied
science degree shall constitute a minimum of 50 percent of the course credits.

e.  Associate of applied arts (AAA). The degree is awarded upon completion of a state-approved
program of study that is primarily intended for career training in providing students with professional
skills for employment in a specific field of work such as arts, humanities, or graphic design. An
associate of applied arts degree shall consist of a minimum of 60 semester (90 quarter) credit hours
and a maximum of 86 semester (129 quarter) credit hours. The general education component of the
associate of applied arts degree program shall consist of a minimum of 15 semester (22.5 quarter)
credit hours of general education and shall include at least one course from each of the following:
communications, social science or humanities, and mathematics or science. A maximum of 3 semester
(4.5 quarter) credit hours of the required 15 general education credits may be documented through an
integrated, embedded, and interdisciplinary model adopted by the chief academic officers of the 15
community colleges in consultation with the department. The technical core of the associate of applied
arts degree shall constitute a minimum of 50 percent of the course credits.

1 Associate of professional studies (APS) pilot. The degree is awarded upon completion of a
state-approved program of study that is intended to prepare students for transfer and upper division
coursework in aligned baccalaureate programs or immediate entry into the workforce.

(1) Pilot awards shall be approved on a limited basis at the director’s sole discretion. To be eligible
to participate in the pilot, a college shall demonstrate that other award types cannot meet needs and the
associate of professional studies award is appropriate. The department shall study the effectiveness of
associate of professional studies programs with regard to transfer and employment success after five
years and make recommendations to the state board of education regarding program parameters and
continuation.

(2) Each state-approved associate of science-career option (AS-CO) program of study shall be
phased out by the end of the 2015-2016 academic year. All existing AS-CO programs shall be modified
to meet the parameters of allowable award types or shall be discontinued.

(3) An associate of professional studies degree shall consist of a minimum of 62 semester (93
quarter) credit hours and a maximum of 68 semester (102 quarter) credit hours. The general education
component of the associate of professional studies degree shall consist of a minimum of 30 semester
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(45 quarter) credit hours of general education including 3 semester (4.5 quarter) credit hours of
each of the following: speech, mathematics, humanities, social and behavioral sciences, science; 6
semester (9 quarter) credit hours of writing; and 9 semester (13.5 quarter) credit hours distributed
among mathematics, social and behavioral sciences, humanities, and science. The technical core of
the associate of professional studies degree shall consist of a minimum of 16 semester (24 quarter)
credit hours of career and technical coursework accepted by a receiving baccalaureate degree-granting
institution with an aligned program as applying toward a specific major or program of study. The
technical core of the degree shall also consist of a minimum of 16 additional semester (24 quarter)
credit hours of career and technical coursework accepted by the receiving institution as electives.

(4) An associate of professional studies degree program of study shall have a minimum of three
program-to-program articulation agreements with baccalaureate degree-granting institutions, at least
one of which must be a public institution. A program shall have a minimum of one articulation
agreement effective prior to program implementation, provided all three agreements are effective within
the program’s first year of student enrollment. The agreements shall provide for the application of no
fewer than 60 semester (90 quarter) credit hours toward the graduation requirements of each articulated
baccalaureate degree program.

g Diploma. The diploma is awarded upon completion of a state-approved program of study that
is a coherent sequence of courses consisting of a minimum of 15 semester (22.5 quarter) credit hours
and a maximum of 48 semester (72 quarter) credit hours including at least 3 semester (4.5 quarter) credit
hours of general education. The general education component shall be from any of the following areas:
communications, social science or humanities, and mathematics or science. The technical core of the
diploma shall constitute a minimum of 70 percent of the course credits. A diploma may be a component
of and apply toward subsequent completion of an associate of applied science or associate of applied arts
degree.

h.  Certificate. The certificate is awarded upon completion of a state-approved program of study
that is designed for entry-level employment and shall consist of a maximum of 48 semester (72 quarter)
credit hours. A certificate may be a component of and apply toward subsequent completion of a diploma
or associate of applied science or associate of applied arts degree and may be developed in rapid response
to the needs of business and industry. A certificate may consist of only career and technical courses and
no general education course requirements.

21.2(10) Academic records. The community college shall maintain in perpetuity for each student the
complete academic record including every course attempted and grade received. An official transcript
must be created at the time of course enrollment. The credit hour(s) and grade must be recorded on
the student’s official transcripts upon completion of a community college course. These records shall
be kept in disaster-resistant storage, unless other equivalent safeguards are used, such as maintaining
duplicate files (electronic or otherwise) in separate facilities. The method of storage shall be consistent
with current technology to ensure the ability to retrieve records. The community college shall implement
a security plan that ensures the confidentiality of student records.

21.2(11) Residency status and tuition. A student who has been admitted to an lowa community
college shall be classified as a resident or as a nonresident for admission, tuition, and fee purposes. A
student classified as a resident shall pay resident tuition costs. A student classified as a nonresident shall
pay nonresident tuition costs. Tuition rates are established by a community college’s board of trustees
pursuant to Iowa Code section 260C.14(2).

a. Tuition rates. Tuition rates adopted by a community college’s board of trustees shall be
consistent with the following requirements.

(1) Resident tuition.

1. Tuition for residents shall not exceed the lowest tuition rate per semester, or the equivalent, for
a full-time student charged by an institution of higher education under the state board of regents.

2. For students of high school age enrolled in a course through a contractual agreement with a
school district, the limit on resident tuition shall not apply, and the amount of tuition shall be determined
by the community college’s board of trustees with the consent of the school board.

3. Resident tuition rates shall not require department approval.
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(2) Nonresident tuition. Tuition for nonresidents shall be not less than the marginal cost of
instruction of a student attending the college. The establishment of nonresident tuition rates shall
not require department approval, with the exception of rates established pursuant to paragraphs
21.2(11)“a”(2)*2” and “3” and 21.2(11) “a "(3).

1. International student tuition rates. A separate nonresident rate for international students shall
be permissible, provided the rate is reasonable and reflects the cost of appropriate services.

2. Reciprocal agreements. A lower tuition rate for nonresidents is permitted under a reciprocal
tuition agreement between a community college and an educational institution in another state, if the rate
established in the agreement is approved by the department.

3. Othernonresident rates. Other nonresident tuition rates may be established for specific purposes
provided the tuition rate is greater than the resident tuition rate, the tuition rate is not less than the marginal
cost of instruction, and the arrangement is approved by the department.

(3) Consortia. A separate tuition rate for residents and nonresidents is permitted for courses
delivered through a consortia agreement for online, distance education, or other coursework between
Iowa community colleges, if the rate established in the agreement is approved by the department.
Tuition shall not be less than the lowest resident rate or higher than the highest nonresident rate of
institutions within the consortium.

(4) Noncredit course tuition. Tuition for noncredit continuing education courses shall be
determined based on course costs and market demand. Tuition rates for courses that are not
credit-bearing shall not require department approval.

(5) Department approval. For tuition rates requiring department approval, the department shall
approve rates which comply with the requirements set forth in this chapter. Before a rate is adopted by a
community college’s board of trustees and charged to students, the community college shall request and
receive approval for a tuition rate.

(6) Reporting. A community college shall annually report all tuition rates and mandatory fees in a
manner prescribed by the department.

(7) Notification. A community college shall inform all students about residency status
determinations, the appeal process, and tuition policies. Information shall be included in appropriate
publications such as the college’s catalog, registration materials, Web site, and student handbook.

b.  Determination of residency status. In determining a community college resident or nonresident
classification, the primary determinant shall be the reason the student is in the state of lowa. The second
determinant shall be the length of time a student has resided in lowa. If a student is in the state primarily
for educational purposes, that student shall be considered a nonresident. The burden of establishing the
reason a student is in lowa for other than educational purposes rests with the student.

(1) Procedure. The registrar or officially designated community college office shall require written
documents, affidavits, or other related evidence deemed necessary to determine why a student is in lowa.
A student shall be required to file at least two documents from different sources to determine residency
status. Examples of acceptable documentation include: written and notarized documentation from an
employer that the student is employed in Iowa or a signed and notarized statement from the student
describing employment and sources of support; an [owa state income tax return; an lowa driver’s license;
an lowa vehicle registration card; an lowa voter registration card; or proof of lowa Homestead credit on
property taxes. In all events, to be determined a resident of lowa, the student must document residing in
the state of [owa for at least 90 days prior to the beginning of the term for which the student is enrolling.

1. If a student gives misleading or incorrect information for the purpose of evading payment
of nonresident tuition, the student must pay the nonresident tuition for each term the student was not
officially classified as a nonresident.

2. The procedures described in paragraph 21.2(11) “b” shall be administered by the registrar or
staff designated by the community college.

(2) Residency of minor students. The domicile of a minor shall follow that of the parent with whom
the minor resides, except where emancipation of said minor can be proven. The word “parent” herein
shall include legal guardian or others in cases where the lawful custody of a minor has been awarded
to persons other than the minor’s actual parents. A minor living with a resident of Iowa who is legally
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responsible for the minor shall be granted resident status if the minor has lived with the Iowa resident
for at least 90 days immediately prior to enrollment. The residency status of an emancipated minor shall
be based upon the same qualifications established for a student having attained majority.

(3) Residency of students who are not citizens of the United States. The residency status of students
who are not citizens of the United States shall be determined consistent with the following procedures.

1. A student who is a refugee or who is granted asylum by an appropriate agency of the United
States must provide proof of certification of refugee or asylum grantee status. A student may be accorded
resident status for admission and tuition purposes when the student comes directly, or within a reasonable
time, to the state of lowa from a refugee facility or port of debarkation and has not established domicile
in another state.

2. A student who has immigrant status, and the student’s spouse or dependents, may establish
Iowa residency in the same manner as a United States citizen.

3. A student who has nonimmigrant status and who holds a nonstudent visa, and the student’s
spouse or dependents, may establish residency in the same manner as a United States citizen. An alien
who has nonimmigrant status and whose primary purpose for being in lowa is educational is classified
as nonresident.

4. A student who is a resident of an lowa sister state may be classified as a resident or nonresident,
in accordance with rules adopted by the college’s board of directors.

(4) Residency of federal personnel and dependents. A student, or the student’s spouse or dependent
child, who has moved into the state of lowa as the result of military or civil orders from the federal
government, and the minor children of such student, is immediately an Iowa resident.

(5) Residency of veterans and family members and individuals covered under Section 702 of the
Veterans Access, Choice and Accountability Act of 2014. A veteran of a uniformed service, a member
of the National Guard, or the veteran’s or member’s spouse or dependent child shall be classified as an
Iowa resident student and be eligible for resident tuition and fee amounts, if the veteran or national guard
member meets the requirements of paragraph 21.2(11) “6”(5)*“1,” “2,” or “3.”

1. The veteran has separated from a uniformed service with an honorable or general discharge,
is eligible for benefits, or has exhausted benefits under the federal Post-9/11 Veterans Educational
Assistance Act of 2008 or any other federal authorizing veteran educational benefits program.

2. The individual is an active duty military person or activated or temporarily mobilized National
Guard member.

3. The individual is a covered person under Section 702 of the Veterans Access, Choice and
Accountability Act of 2014 or subsequent legislation.

(6) Reclassification of residency status. It is the responsibility of a student to request a
reclassification of residency status. If a student is reclassified as a resident for tuition purposes, such
classification shall be effective beginning with the next term for which the student enrolls. In no case
shall reclassification to residency status be made retroactive for tuition and fee purposes, even though
the student could have previously qualified for residency status had the student applied.

(7) Appeal. The decision on the residency status of a student for admission, tuition, and fee
purposes may be appealed to a review committee established by the community college. The findings
of the review committee may be appealed to the community college’s board of trustees, whose decision
shall be a final administrative decision.

21.2(12) Credit hours. Credit hours shall be determined consistent with the following procedures.

a. Specifically stated criteria are minimal requirements only, which institutions may exceed at
their discretion.

b.  Conventional instruction is subdivided into four instructional methods as herein defined.

(1) Classroom work — lecture and formalized classroom instruction under the supervision of an
instructor.

(2) Laboratory work — experimentation and practice by students under the supervision of an
instructor.

(3) Clinical practice — applied learning experience in a health agency or office under the
supervision of an instructor.
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(4) Work experience — employment-related experience planned and coordinated by an
institutional representative and the employer, with control and supervision of the student on the job
being the responsibility of the employer.

c¢.  No registration or orientation hours may be included when determining credit hours.

d. Institutions shall take into account the soundness of the learning environment being created by
the scheduling sequence and length of classroom, laboratory, clinical, and work experience sessions.
However, the final decision on these matters is left to the institutional administration so long as minimal
standards are met.

e. Only minutes for students officially registered for courses or programs, including audit
registration, may be included when determining credit hours.

f- Each community college must establish a policy that defines its methods of equating alternative
instruction to credit hours and the process for evaluating the effectiveness of the alternative instruction
to meet or exceed the expected student outcomes as if the course were taught utilizing conventional
methods in paragraph 21.2(12) “b.” Colleges will be held accountable for evaluating and maintaining
high-quality programs, and their evaluations may be subject to department review. Students shall be
expected to meet all approved course requirements and shall be expected to demonstrate the acquisition
of knowledge and competencies/outcomes at the same level as those obtained in traditional classroom
settings, in the time frames set by the institution. Alternative courses or programs of study must be
approved by the college’s review processes including faculty review and input. Courses shall be listed
in the college catalog. Instructional formats for which alternative methods of determining credit hours
are applicable include the following:

(1) Accelerated courses (study, programs). Courses or programs of study that allow students to
complete courses or programs at a faster pace than if offered by conventional methods. Courses and
programs shall be tailored to involve more student participation and self-directed study. Instructors may
teach in traditional classroom settings or by alternative methods specified in this subrule.

(2) Distance education. Courses or programs of study taught over the Internet, lowa
Communications Network (ICN), or other electronic means that allow students to receive instruction in
the classroom or other sites, over personal computers, television, or other electronic means. Courses
may or may not be interactive with direct communication between the teacher and students. Credit
hours shall be awarded in accordance with the credit hours that would have been assigned if the course
or program were taught by conventional methods.

1. Correspondence courses. Courses offered outside the classroom setting in which the instruction
is delivered indirectly to the student. Instruction is provided through another medium, such as written
material, computer, television, or electronic means. Course materials are sent to a student who follows
a detailed syllabus to complete assignments. Students correspond with and transmit assignments to the
instructor by telephone, computer, mail, or electronic means. A third party may administer tests.

2. Television courses. Courses or programs delivered primarily via broadcast television such as
Iowa Public Television, digital video disc, or other media allowing students to receive instruction in a
classroom or equipped remote location.

3. Video conference courses. Courses or programs delivered via a closed synchronous audio-video
conferencing system such as the lowa Communications Network or similar system which allows students
to receive instruction in a classroom or any equipped remote location via an audio-video feed to a
television, computer, or other electronic device.

4. Internet courses. Courses or programs delivered via the Internet. Courses may be taken using
computers in a classroom setting or using personal computers or other electronic devices from the
student’s home or other location using an online content management system or mixed-media methods.
Students may be linked at times directly with the instructor or with other students electronically.
Interaction may be direct (synchronous) or indirect (asynchronous) allowing students to participate
during their own time frames.

5. In-class hybrid courses. Courses or programs that combine traditional classroom and
computer-based instruction. In-class sessions are offered with online instructional activities to promote
independent learning and reduce seat-time.
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(3) Self-paced instruction. Courses or programs that permit a student to enter at variable times
or progress at the student’s own rate of speed. Start and end dates may or may not correspond to the
official college calendar. Contact or credit hours for self-paced programs or courses shall be computed by
assigning to each registration the total number of credit or contact hours the student would have received
if the student enrolled in a conventional program or course with stipulated beginning and ending dates.

(4) Arranged study. Instruction offered to students at times other than stated or scheduled class
times to accommodate specific scheduling or program needs of students. Credit hours shall be awarded
in accordance with the credit hours that would have been assigned if the course or program were taught
by conventional methods.

(5) Multiformat nontraditional instruction. Instruction utilizing a variety of nontraditional methods
that may incorporate self-paced learning, text, video, computer instructional delivery, accelerated
training, independent study, Internet delivery, or other methods that do not follow standard classroom
work guidelines. Credit hours shall be awarded in accordance with the credit hours that would have
been assigned if the course or program were taught by conventional methods.

g. Individualized learning experiences for which an equivalent course is not offered shall have the
program length computed from records of attendance using such procedures as a time clock or sign-in
records. Individualized learning experiences means independent study courses in which an equivalent
course is not offered by the college or listed in the college catalog. Independent study permits in-depth
or focused learning on special topics of particular interest to the student.

h.  Each course must have a minimum length of one credit hour. A fractional unit of credit may be
awarded provided the course exceeds the minimum length of one credit hour.

i.  Each credit hour shall consist of a minimum number of contact hours as defined in paragraphs
21.2(12)“h” to “m.”” One contact hour equals 50 minutes.

j.  Classroom work.

(1) The minimal requirement for one semester hour of credit shall be 800 minutes (16 contact hours)
of scheduled instruction.

(2) The minimal requirement for one quarter hour of credit shall be 533 minutes (10.7 contact
hours) of scheduled instruction.

k.  Laboratory work.

(1) The minimal requirement for one semester hour of credit shall be 1,600 minutes (32 contact
hours) of scheduled laboratory work.

(2) The minimal requirement for one quarter hour of credit shall be 1,066 minutes (21.3 contact
hours) of scheduled laboratory work.

[ Clinical practice.

(1) The minimal requirement for one semester hour of credit shall be 2,400 minutes (48 contact
hours) of scheduled clinical practice.

(2) The minimal requirement for one quarter hour of credit shall be 1,599 minutes (32 contact
hours) of scheduled clinical practice.

m. Work experience.

(1) The minimal requirement for one semester hour of credit shall be 3,200 minutes (64 contact
hours) of scheduled work experience.

(2) The minimal requirement for one quarter hour of credit shall be 2,132 minutes (42.6 contact
hours) of scheduled work experience.

21.2(13) Career and technical program length.

a. Program length for the associate of applied science (AAS) degree in career and technical
education, for the associate of applied arts (AAA) degree, and for the associate of professional studies
(APS) degree shall consist of an academic program not to exceed two academic years. All required
course offerings are to be available within two academic years. All required offerings in AAS and
AAA degree programs shall not exceed a maximum of 86 semester (129 quarter) credit hours unless the
department of education has granted a waiver pursuant to paragraph 21.2(13) “i. ” All required offerings
in pilot APS degree programs shall not exceed a maximum of 68 credit hours. Programs shall not
exceed an average of 19 credit hours per regular term.
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b.  All credit-bearing courses required for program admittance or graduation, or both, shall be
included in the program length credit hour maximum, with the exception of developmental course credit
hours. Prerequisites that provide an option to students for either credit or noncredit shall be counted
toward the program parameters. Prerequisite options that are only offered for noncredit shall not be
counted toward program length parameters. A high school course prerequisite is permissible and shall
not count toward program length parameters, provided the prerequisite is reasonable. A high school
course prerequisite is reasonable if a community college demonstrates that students entering the program
predominantly meet the requirement without prior college coursework.

c.  Associate of applied science (AAS) and associate of applied arts (AAA) programs that receive
accreditation from nationally recognized accrediting bodies may appeal maximum credit hour length
requirements to the department for consideration of a waiver. All AAS and AAA degree programs
over the 86 semester (129 quarter) credit hour maximum must have approved program-length waivers
pursuant to paragraph 21.2(13) 7. ”

d. Associate of professional studies pilot programs shall not be eligible for a program-length
waiver pursuant to paragraph 21.2(13)“7.”

e.  All credit certificate and diploma programs as defined in subrule 21.2(9) shall not exceed 48
semester (72 quarter) credit hours.

1 Each course offered in the area of career and technical education shall be taught in the shortest
practical period of time at a standard consistent with the quality and quantity of work needed to prepare
the student for successful employment in the occupation for which instruction is being offered.

g A full-time student in career and technical education shall be defined as a student enrolling in
12 or more semester credit hours or the equivalent in career and technical education.

h.  Curricula in full-time career and technical education programs shall ordinarily be offered on
the basis of student workload of 20 to 30 contact hours per week.

i.  Waiver process. A college may petition the department to suspend in whole or in part a
program-length requirement contained in paragraphs 21.2(13)“a” to “e” as applied to a specific
program on the basis of the particular circumstances of that program.

(1) Waivers shall be issued at the director’s sole discretion. Waivers shall be narrowly tailored and
granted for a period no longer than two academic years, after which reapplication is required. A waiver
may be granted on a long-term basis not to exceed ten years if issuing the waiver for a shorter period is
not practical.

(2) All petitions for waiver must be submitted in writing to the department. A petition shall
include the following information: specific waiver request including scope and duration, the relevant
facts that the petitioner believes would justify a waiver, a detailed statement of the impact on student
achievement, any information known regarding the department’s treatment of similar cases, and any
additional information deemed relevant by the petitioner. The department shall acknowledge a petition
upon receipt.

(3) The department shall ensure that, within 30 calendar days, notice of pendency of the petition and
a concise summary of its contents have been provided to a committee consisting of the chief academic
officers of each community college. In addition, the department may give notice to other persons.

(4) A committee consisting of the chief academic officers of a majority of community colleges
shall review the waiver request and provide a recommendation to the department regarding whether
approval should be granted. Within 90 calendar days of receiving the recommendation, the department
shall review the petition and issue a ruling. Failure of the department to grant or deny a petition within
the required time period shall be deemed a denial of that petition. If a waiver is issued, the department
shall provide a description of the precise scope and operative period to all interested parties.

21.2(14) Faculty organization. The faculty shall be organized in such a way as to promote
communication among administration, faculty and students and to encourage faculty participation in
the development of the curriculum, instructional procedures, general policies, and such other matters as
are appropriate.
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21.2(15) Faculty salary allocation plan. Pursuant to the appropriation of funds from the state
general fund to the department for the purpose of supplementing community college faculty salaries,
the department follows the formula herein when distributing such funds to community colleges.

a. For purposes of this subrule, the following definitions apply.

(1) “Full-time faculty” means those nonadministrative instructors, counselors, and librarians who
are classified as full-time employees as defined in the college’s collective bargaining agreement or written
policy.

(2) “Part-time faculty” means those nonadministrative instructors, counselors, and librarians
who are employed less than full-time as defined in the college’s collective bargaining agreement and
who are covered by the college’s collective bargaining agreement. For purposes of the definition of
“eligible full-time equivalent instructor,” each part-time faculty person shall be counted as a fraction
that accurately reflects the person’s percentage of employment by the college when compared to a
full-time faculty person.

(3) “Temporary/seasonal faculty” means those nonadministrative instructors, counselors, and
librarians who are employed, full-time or part-time, by the college for short periods of time for specific
purposes.

(4) “Adjunct faculty” means those nonadministrative instructors, counselors, and librarians who
are employed without a continuing contract, whose teaching load does not exceed one-half time for two
full semesters or three full quarters per calendar year.

(5) “Eligible full-time equivalent instructor” means the total of full-time faculty and part-time
faculty where each full-time faculty counts as one, and each part-time faculty counts as a fraction that
accurately reflects the person’s percentage of employment by the college when compared to a full-time
faculty person.

b.  The appropriation shall be distributed to the community colleges based on their proportional
share of eligible full-time equivalent instructors.

c.  Moneys distributed to each community college pursuant to this subrule shall be rolled into the
funding allocation for all future years. The use of the funds shall remain as described herein for all future
years. The appropriation will be distributed to the community colleges in equal monthly payments made
on or about the fifteenth of each month.

d.  Moneys appropriated and distributed to community colleges pursuant to this subrule shall be
used to supplement and not supplant any approved faculty salary increases or negotiated agreements,
excluding the distribution of the funds herein. Eligible expenditures for the moneys appropriated are for
salary expenditures and the required college contribution to FICA and IPERS or an alternative retirement
benefits system. These moneys shall then be considered as part of the instructor’s salary in future years.

e. Moneys distributed to a community college pursuant to this subrule shall be allocated to all
full-time faculty and shall include part-time faculty covered by a collective bargaining agreement. The
moneys shall be allocated pursuant to any existing negotiated agreements according to lowa Code chapter
20. If no language exists to specify the method of allocation, the moneys shall be allocated equally to all
full-time faculty with part-time faculty who are covered by a collective bargaining agreement receiving
a prorated share.

£ A community college receiving funds distributed pursuant to this subrule shall determine the
amount to be paid to instructors in accordance with lowa Code section 260C.18D, subsection 4, and the
amount determined to be paid to an individual instructor shall be divided evenly and paid in each pay
period of the fiscal year.

This rule is intended to implement lowa Code section 260C.33.
[ARC 8646B, IAB 4/7/10, effective 5/12/10; ARC 0687C, IAB 4/17/13, effective 5/22/13; ARC 2021C, IAB 6/10/15, effective
7/15/15; ARC 3288C, IAB 8/30/17, effective 10/4/17; ARC 3982C, IAB 8/29/18, effective 10/3/18]
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North lowa Area Community College Course Outline

Please follow the included instructions when completing this form. Direct questions to Division Chair. After Course
Outline is completed, please submit to Division Chair for review and then to the Administrative Assistant to the Vice
President for Academic Affairs for review by the Curriculum and Academic Affairs Council (CAAC).

Prepared by: [Name of faculty member completing and submitting this form]
Date Approved by CAAC: [Do not edit —added by Academic Affairs Office]

Course Title: (Example) Introduction to Ethics

Course Number: (Example) PHI-105

Equivalent Prior Course Numbers: [Do not change —added by Academic Affairs Office]

(Examples) Agriculture, Business, Developmental, Health, Humanities, Human &
Public Services, Skilled Trades, STEM, Student Services

Credits — Semester Hours (s.h.): I:I

Contact Hours  As defined by the lowa Department of Education in consultation with Division Chair/Registrar (see
attached instructions). NIACC uses a 60-minute hour for scheduling.

Academic Division/Department:

Lecture: 1s.h. =15 contact hours
Lab: 1 s.h. =30 contact hours
Clinical Practice: 1 s.h. =45 contact hours
Work Experience: 1s.h. =60, 75, 90, or 105 contact hours
Total:

Prerequisite(s):

| [Course Number and Title (Example) PHI-105 Introduction to Ethics [See attached instructions] |

Corequisite(s):

| [Course Number and Title (Example) PHI-105 Introduction to Ethics [See attached instructions] |

Course Description:

| [Taken from college catalog for the current academic year, includes recommended courses/skills] |

Purpose of Course  Check one [X] in consultation with Division Chair
Arts and Sciences (General Education)

Arts and Sciences

Career and Technical (General Education)

Career and Technical

Developmental

Terms Offered Check only the consistently scheduled offerings
Check only the minimum offerings
Fall
Interim
Spring
Summer

Form Last Updated: 10/19/2021



Maximum number of weeks for which the course is offered:

| [Enter 4, 5, 6, 8, or 16. If other, please explain]

Student Learning Outcomes (SLOs):

[See attached instructions]
(Example)
The student who successfully completes this course will be able to:
1. Compare and contrast utilitarianism and deontological ethics.

2. Apply ethical egoism, utilitarianism, Kantianism, natural law, and virtue ethics to current ethical controversies.

Units of Instruction:

(Example)

Moral Theory Primer
Moral Theory Selections
Sex
Freedom of Speech
Drugs and Addiction
Sexism and Racism
The Ethics of Immigration
Euthanasia and Physician-Assisted Suicide
Abortion
. Cloning and Genetic Enhancement
. The Death Penalty
. War, Terrorism, and Torture
. Economic Justice
. The Ethical Treatment of Animals
. The Environment, Consumption, and Climate Change
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Course Outline Instructions

The following materials provide guidance on how to properly complete the Course Outline Form. It addresses each field in the
same order as found on the actual form. Complete Course Outline Form in consultation with all faculty who teach the
course.

Note: On the Course Outline Form, you should not edit the shaded fields, as these will be completed by others after
submission. Only complete the fields that are unshaded.

Questions on how to complete the form should be directed to your Division Chair. For assistance writing student learning
outcomes (SLOs), you may also contact the NIACC Center for Excellence in Teaching and Learning (CETL) CETL@niacc.edu

Prepared by: Enter the first and last name of faculty member completing and submitting the
Course Outline Form.

Date Approved by CAAC: Do not enter anything into this section. This will be added by the Academic Affairs
Office upon approval by the Curriculum and Academic Affairs Council (CAAC).

Course Title: If this is a preexisting course, please enter the title as found in the current NIACC
Catalog. If it is a new course, enter the title here.

Course Number: If this is a preexisting course, please enter the course number as found in the
current NIACC Catalog. If it is a new course, enter the number here. For new
courses, please consult with the Administrative Assistant to the Vice President for
Academic Affairs prior to selecting a new course number, as these must follow
standards set by both the lowa Department of Education and NIACC.

Equivalent Prior Course Numbers: Do not edit this section. This will be managed by the Academic Affairs Office,
upon submission, prior to review by CAAC.

Academic Division: Enter your division. See form for examples and note unusual examples, below:
“Humanities” instead of “Fine Arts”
“Social Sciences” instead of “Education” or “Early Childhood” or “Criminal Justice”

Credits — Semester Hours (s.h.): Simply enter the number of semester hours. If you have questions, please contact
your Division Chair.

Contact Hours: Enter the number of contact hours (actual scheduled number of hours) into each
of the category fields (Lecture, Lab, Clinical Practice, and/or Work Experience),
and then enter the total in the “Total” field. For details on each category, please
see “Lecture, Lab, Clinical Practice, and Work Experience” page, later in this
document. Note: These are defined by the lowa Department of Education.
Division Chair and Registrar are your points of contact if you have any questions.

Prerequisite(s): These are courses that must be successfully completed prior to taking this course.
Enter any prerequisite courses in the format shown on the form. If no changes are
being made, please use the prerequisites as found in the current NIACC Catalog. If
there are no prerequisites, enter “None” or “N/a.”

Corequisite(s): These are courses that must be taken while taking this course. Enter any
corequisite courses in the format shown on the form. If no changes are being
made, please use the corequisites as found in the current NIACC Catalog. If there
are no corequisites, enter “None” or “N/a.”

Course Description: If this is a preexisting course, please enter the Course Description as found in the
current NIACC Catalog. If this is a new course or new description, enter the



Purpose of Course:

Terms Offered:

Maximum number of weeks for
which the course is offered:

Student Learning Outcomes:

description here. If there are recommended courses or skills (these should not be
prerequisites or corequisites), they should be included in this section. This must
be in standard paragraph format with complete sentences, no bullet points, etc.

For details on each option, please see “Course Purpose Definitions,” later in this
document.

Check only the consistently scheduled/minimum offerings. Be conservative —this
should reflect the common scheduling practice and does not preclude the course
being offered periodically in an off term to answer student need. If a course is
typically only offered in Fall semester but could theoretically be added to the
Summer schedule if there’s enough student interest one year, only Fall should be
selected since it is not consistently offered in the Summer as well.

This is the maximum number of weeks. For example, if the course is offered in
both 8-week and 16-week formats, you would only enter “16” in this field.

This is a list of measurable competencies that begin with a verb and complete the
sentence “The student who successfully completes this course will be able to...”

Please see “Student Learning Outcomes” section of this document for helpful
resources to use when constructing and updating your course’s student learning
outcomes.

Tips and Guidelines:
e This is what your students will be able to do by the end of the course.
e Use a numbered list format to enter your Student Learning Outcomes.

e  Each Student Learning Outcome (SLO) must begin with a verb.

e Each SLO must be measurable. Ask yourself, “How will | measure this?”

e Avoid vague unmeasurable verbs, such as “understand” and “know.”
“The student who successfully completes this course will be able to
understand...” How will you know that they understand? Because they
can explain...? Then use that verb. “...will be able to explain...”

e Don’t be so vague that your outcome is unmeasurable, but don’t be so
specific that you're talking about a specific assignment rather than an
outcome. For example: “write a 10-page paper on causes of the Civil
War” is an assignment. It’s how you’re going to measure an outcome. It’s
not an outcome itself. The real outcome might be something like this:
“explain and analyze factors that contributed to the Civil War.”

e  For assistance constructing measurable and clear SLOs for your subject,
please contact the Center for Excellence in Teaching and Learning (CETL)

at CETL@niacc.edu.

e Different disciplines have different standards for the number and
complexity of SLOs, often determined by program-specific accrediting
bodies. For example, most courses in the Arts and Sciences will have
fewer SLOs than those in Nursing. While SLOs in Humanities may be
broader and fewer, those in Nursing are often extremely detailed and
many in number. These variances are fine. However, in general, the



Council will be looking for SLOs that are fewer and broader, unless your
discipline requires more. Consult with your Division Chair if you have
questions.

Student Learning Outcomes drive your course. All teaching and learning
activities, all textbook readings, all assessments must align with your
SLOs. Notice that the textbook serves the SLOs, not the other way
around. Under no circumstances should your textbook determine your
SLOs. Construct the SLOs first, then find suitable resources to help you
accomplish teaching and assessing those outcomes. You should not have
to change your SLOs just because your textbook changes.



Lecture/Lab/Clinical Practice/Work Experience

Classroom Work

Definition: Lecture and formalized classroom instruction under the supervision of an instructor. The minimal requirements for
one semester hour of credit shall be 800 minutes. NIACC uses 15 hours for one lecture credit. NIACC uses 900 minutes for one
semester hour of lecture credit.

Laboratory Work

Definition: Experimentation and practice by students under the supervision of an instructor. The minimal requirement for one
semester hour of credit shall be 1,600 minutes of scheduled laboratory work. NIACC uses 30 hours for one laboratory credit.
NIACC uses 1,800 minutes for one semester hour of laboratory credit.

Credits Ratio
1 2:1 30
2 2:1 60
3 2:1 90
4 2:1 120

Clinical Practice

Definition: Applied learning experience in a health agency or office under the supervision of an instructor. The minimal
requirement for one semester hour of credit shall be 2,400 minutes of scheduled clinical practice. NIACC uses 45 hours for one
clinical credit. NIACC uses 2,700 minutes for one semester hour of clinical credit.

Credits Ratio Contact Hours
1 3:1 45
2 3:1 90
3 3:1 135
4 3:1 180

Work Experience

Definition: Work experience planned and coordinated by an institutional representative and the employer, with control and
supervision of the student on the job being the responsibility of the employer. The minimal requirement for one semester hour of
credit shall be 3,200 minutes of scheduled work experience. Each program at NIACC maintains its own ratio with a minimum of
60 hours for one work experience credit. (See table below.) NIACC uses a minimum of 3,600 minutes for one semester hour of

work experience credit.

. . Contact . Contact . Contact . Contact
Credits Ratio Ratio H Ratio H Ratio H
Hours ours ours ours
1 4:1 60 5:1 75 6:1 90 7:1 105
2 4:1 120 5:1 150 6:1 180 7:1 210
3 4:1 180 5:1 225 6:1 270 7:1 315
4 4:1 240 5:1 300 6:1 360 7:1 420




Course Purpose Definitions

Arts and Sciences *
Definition: Course curriculum that is general or theoretical in scope, which is intended to develop understanding of cultural, social,
and innate aspects of an individual’s environment.
Points to consider - Outcomes:
e  Curriculum scope is general in application.
e  Primarily theory-based learning as opposed to skill-based learning
e Broad foundation of study in preparation for transfer to baccalaureate institution

Career and Technical 2
Definition: A skills-based course curriculum, which is intended to attain, develop, and refine skill-sets specific to occupations and
career specialties.
Points to consider — Qutcomes:
e  Curriculum scope is directed toward a specific career or professional objective
e  Primarily skill-based learning as opposed to theory-based learning
e Focused study in a specific field in preparation for career-readiness

Arts and Sciences (General Education)

Definition: An Arts and Sciences course that must explain in the course outline how the course will address general education skills
appropriate to the division; address at least three general education skills (two for math and science), as documented in course
student learning outcomes; be accepted by two out of three Regent institutions into a department that NIACC considers to be a
general education area.

Career and Technical (General Education)

Definition: A Career and Technical (General Education) course must explain in the course outline how the course will address
general education skills appropriate to the division; and address the core competencies as documented in course student learning
outcomes.

Developmental

Definition: A course offered by Student Services (course code: SDV) or a course offered by the Learning Support Division (course
number starting with “0”, e.g., MAT-044) that is a skill-building course designed to develop a student’s skills sufficiently to enable
them to successfully complete related General Education courses (e.g., Math and English) or to address other specific areas
related to student academic success (e.g., ESL, academic support). Course numbers that begin with a “0” do not provide credit
towards completing program or degree requirements.

1 Adopted from the Office of Higher Education/State Education Department — State of New York.
Retrieved from http://www.monroecc.edu/depts/currprog/resources/Liberal%20Arts%20Defined.pdf

2 Adopted from the Association for Career and Technical Education.
Retrieved from www.acteonline.org/uploadedFiles/About CTE/.../CTUFactSheet2.0-3.doc




NIACC Institutional Learning Outcomes

(1) Communication
Learners will effectively express information and ideas in written, oral, and visual forms of communication.

(2) Critical Thinking and Problem Solving
Learners will demonstrate proficiency in conducting research, evaluating information, analyzing problems, and applying the
results to construct appropriate responses to questions and/or problems.

(3) Life Skills and Professionalism
Learners will recognize the nature and importance of the interpersonal, intrapersonal, and professional behaviors necessary
to be successful in ever-changing life and work environments, developing appropriate improvement strategies as needed.

(4) Global Awareness
Learners will demonstrate an informed awareness of the interconnected world in which they live, how various factors in one
area can affect other areas, the existence and value of diverse perspectives, and the importance of respecting all human life in
a global society.



Student Learning Outcomes

As explained in the “Tips and Guidelines” section, in the Instructions area, Student Learning Outcomes (SLOs) must be measurable
(able to be assessed) and begin with verbs. The table on the next page (Bloom’s Taxonomy Action Verbs) provides you with a wide
variety of suggested verbs to accurately and clearly describe what your students should be able to accomplish upon completion of
your course.

Notice that these verbs are organized into categories, which correspond to the “Levels” of Bloom’s Taxonomy. A taxonomy is
simply a system for classifying or categorizing something. In this case, it is a system for categorizing levels of learning.

Students progress from being able to recall or recognize information (Knowledge) to a deeper understanding of the material
(Comprehension), then they move on to using the knowledge in some way to accomplish a task (Application). Next, they build
upon their prior levels of learning by examining the subject more deeply, such as comparing and contrasting, classifying, etc.
(Analysis). Then, the student creates something new based on their learning (Synthesis). Finally, the student is able to critique or
assess aspects of the subject being studied (Evaluation).

In the “Bloom’s Taxonomy Action Verbs” table, the “Level” column provides a description of each of the levels briefly described
above. The “Sample Behaviors” column provides an example of how this might look if you were teaching Bloom’s Taxonomy to
your students. Please note that when writing your own SLOs, you are not limited to the verbs provided in this table. They are
simply provided for your consideration and to demonstrate how they relate the specific levels.



Bloom’s Taxonomy Action Verbs

Level Sample Verbs Sample Behaviors
KNOWLEDGE Arrange Enumerate Memorize Recall Select The student will define
Student recalls or Choose Find Name Recognize Show the 6 levels of Bloom's
recognizes information, Cite Identify Omit Record Spell taxonomy of the cognitive
ideas, and principles in Count Label Order Relate State domain.
the approximate form in Define List Outline Repeat Tabulate
which they were learned. Duplicate Match Quote Reproduce Tell
COMPREHENSION Add Demonstrate Generalize Locate Rephrase The student will explain
Student translates, Clarify Describe Give example(s) Outline Review the purpose of Bloom's
comprehends, or Classify Discuss Identify Paraphrase Rewrite taxonomy of the cognitive
interprets information Compare Distinguish lllustrate Picture graphically Select domain.
based on prior learning. Compute Estimate Indicate Predict Show
Contrast Explain Infer Recognize Summarize
Convert Express Interpret Relate Translate
Defend Extend
APPLICATION Adapt Demonstrate Identify Operate Relate The student will write an
Student selects, Apply Develop lllustrate Organize Schedule instructional objective for
transfers, and uses data Apply change Discover Interpret Plan Select each level of Bloom's
and principles to Build Dramatize Interview Plot Show taxonomy.
complete a problem or Calculate Draw Make use of Practice Sketch
task With a m'inimum of Choose Employ Manipulate Predict Solve
direction. Complete Experiment with Model Prepare Use
Compute Express Modify Produce Write
Construct Graph
ANALYSIS Analyze Contrast Figure out Motive Separate The student will compare
Student distinguishes, Apply Correlate Function Operate Show and contrast the cognitive
classifies, and relates the Assume Demonstrate Group Order Simplify and affective domains.
assumptions, Break down Diagnose Identify Practice Sketch
hypotheses, evidence, or Categorize Differentiate Illustrate Predict Solve
structure of a s'tatement Change Discover Inference Prepare Survey
or question Characterize Dissect Inspect Prioritize Tabulate
Choose Distinguish Interpret Produce Take part in
Classify Divide Lay out Project Test for
Compare Dramatize List Relate Use
Compute Employ Manipulate Schedule Write
Conclusion Examine Modify
SYNTHESIS Adapt Construct Explain Organize Revise The student will design a
Student originates, Arrange Create Formulate Originate Rewrite classification scheme for
integrates, and combines Assemble Debug Generate Plan Set up writing educational
ideas into a product, plan Build Delete Hypothesize Predict Solve objectives that combines
or proposal that is new to Categorize Depict Import Prepare Summarize the cognitive, affective,
him or her Change Design Improve Proofread Suppose an p?ychomotor
Choose Develop Invent Propose Synthesize omains.
Collect Devise Make up Rearrange Tell
Combine Discuss Maximize Reconstruct Test
Compile Elaborate Minimize Relate Theorize
Comply Estimate Modify Reorganize Write
Compose
EVALUATION Agree Critique Evaluate Perceive Relate The student will judge the
Student appraises, Appraise Decide Explain Predict Revise effectiveness of writing
assesses, or critiques on Argue Deduct Influence Prioritize Rule on objectives using Bloom's
a basis of specific Assess Defend Interpret Produce Select taxonomy.
standards and criteria. Attach Describe Judge Prove Summarize
Award Determine Justify Rank Support
Choose Discriminate Mark Rate Validate
Compare Disprove Measure Recommend Value
Conclude Estimate Opinion Reconstruct Verify

Contrast
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How to Submit Curriculum Changes in eTrieve



How to Submit Curriculum Changes in eTrieve

1. Log in to TrojanHome.

2. In the left-hand navigation, go to Tools > My Apps > eTrieve

3. eTrieve will open in a new window/tab. Click on the NIACC logo to log in.



4. Go to Forms and then select ACD — Curriculum Change Request

5. Start with the Request Type dropdown box and select the type of change you are submitting. If you have any
questions about how to fill out the form, please contact Jenny Ryan (641-422-4277 or Jennifer.ryan@niacc.edu).

6. All submissions require an attached course outline or program curriculum and department/advisory committee
minutes (as applicable). To attach a document, select Attachments. Click on Upload Files then select the document(s) to
attach. Click on “Close” at the top of the box when done. You will see a red number now that shows that your file(s)
have been attached.

Please attach editable Word documents instead of PDFs whenever possible.

After attaching:

7. When you hit submit the form will be routed to the person you indicated in the Division Chair field. If you are a
division chair and you put your own name in the division chair field, you will receive the form in your eTrieve inbox and
will need to approve it. After the division chair approves the form it is routed to the Vice President for Academic Affairs
and Student Learning (Charlene Widener). After they approve it, the form is routed to the Administrative Assistant to
the VPAA (Jenny Ryan) who processes it for inclusion in the next Curriculum and Academic Affairs Council (CAAC) agenda
packet.


mailto:Jennifer.ryan@niacc.edu

8. During the approval process, the division chair or VPAA may have questions or request revisions. They may return or
reject the form as needed and will communicate with you via email about how to move forward.

9. To check on the status of a form you submitted, go to Activity and then select the package (form).

2.
H etfieve | CENTRAL

Flow

&a Inbox >
I:? Activity bl Packages
Curriculum Change - Ryan, Jennifer 11/6/20
Ended
Forms Curriculum Change - DeGroot, Laurie 11/6/20
- Ended

Once you open the submitted form, go to the bottom navigation and select History. This will show the date that the
form was submitted and when each person in the process took action on the form.

History CLOSE

Package History Audit History

Jeff Platt 11-03-2020, 12:22:28 pm

Submitted "ACD - Curriculum Change Request *'

Joe Davis 11-03-2020, 12:24:19 pm
Received
Joe Davis 11-03-2020, 12:48:14 pm
Approved
ACADAF-VP 11-03-2020, 12:48:20 pm
Received
PV
Comment Save
M2
e L =
History Attachments Download Print

For questions about CAAC or curriculum changes, please contact Jenny Ryan (641-422-4277 or
Jennifer.ryan@niacc.edu).

If you are having technical difficulties in eTrieve (ex., cannot access a form, cannot access forms that have arrived in your
inbox, etc.), please contact the NIACC help desk (helpdesk@niacc.edu).



mailto:Jennifer.ryan@niacc.edu
mailto:helpdesk@niacc.edu

Appendix E
Board Policy 2.21 Data Classification Policy
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CHAPTER: ADMINISTRATION NUMBER 2.21
Data Classification LAST REVIEWED May 31, 2023
Policy LAST REVISED May 2013
DATE ADOPTED December 2010

1. General Policy: All College data is classified into defined access levels. Data may not be accessed without
proper authorization. The purpose of this policy is to protect the information resources of the College from
unauthorized access or damage. The requirement to safeguard information resources must be balanced with the
need to support the pursuit of legitimate academicobjectives.

2. Scope: This policy is applicable to all College students, faculty and staff, contractors, volunteers, students and
to all others granted use of North Iowa Area Community College information resources. Every user of these
resources has a responsibility toward the protection of this information; some offices and individuals have very
specific responsibilities. This policy refers to all College information resources whether individually controlled
or shared, stand-alone or networked. It applies to all data sources found on equipment owned, leased, operated,
contracted, by the College, or equipment used by College staff in their travel or home environments. This
includes laptops, personal digital assistants, telephones, wireless devices, laptops, personal computers,
workstations, minicomputers and any associated peripherals and software, regardless of whether used for
administration, research, teaching or otherpurposes.

3. Policy: Data classification, in the context of information security, is the classification of data based on its level
of sensitivity and the impact to the College should that data be disclosed, altered or destroyed without
authorization. The proper classification of data helps determine what baseline security controls are appropriate
for safeguarding that data. All College data should be classified into one of three sensitivity levels, or
classifications:

A. Confidential (High Sensitivity)

Data should be classified as Confidential when it could seriously damage the mission, safety or integrity of
the College, its staff or its constituents. Such data should not be copied or removed from the College’s
operational control without authorized permission. High sensitivity data is subject to the most restricted
distribution and must be protected at all times. Examples of High Sensitivity data include data protected by
state or federal privacy regulations, such as: Social Security numbers, credit card numbers, bank account
numbers, student records and medical records. High Sensitivity data may also include, but is not limited to,
data associated with investigations, bids prior to award, personnel files, trade secrets, safety and security
plans, appraisals of real property, constituent records, academic records, contracts during negotiation and
risk or vulnerability assessments. These public records shall be kept confidential pursuant to lowa Code
section 22.7.50.

Confidential data should be protected to the highest possible degree as is prudent or as is required by law.
Such guidelines include, but are not limited to the following:

*  When stored in an electronic format, must be protected with strong passwords and stored on
servers that have protection or encryption measures applied in order to protect against loss, theft,
unauthorized access and unauthorized disclosure.

*  Must not be disclosed to parties without explicit authorization from a vice president.

*  Must be stored only in a locked drawer or room or an area where access is controlled by a guard,
cipher lock, or that otherwise has sufficient physical access control measures to afford adequate
protection and prevent unauthorized access by members of the public, visitors, or other persons

without aneed-to-know.

*  When sent via fax must be sent only to a previously established and used address or one that has
been verified as using a secured location.

*  Must not be posted on any public website.
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CHAPTER: ADMINISTRATION NUMBER 2.21
Data Classification LAST REVIEWED May 31, 2023
Policy LAST REVISED May 2013
DATE ADOPTED December 2010

*  Must be destroyed when no longer needed by shredding (for paper records) or
degaussing/erasure/physical destruction (for electronicrecords).

B. Sensitive (Internal Use, Private, Medium Sensitivity)

Data should be classified as Sensitive when the unauthorized disclosure, alteration or destruction of that
data could result in a moderate level of risk to the College or its affiliates. By default, all College data that
is not explicitly classified as Public or Confidential should be treated as Sensitive data. Data in this category
is not routinely distributed outside the College. It may include, but is not limited to non-Confidential data
contained within: internal communications, interim financial reports, minutes of meetings and internal
project reports. A reasonable level of security controls should be applied to Sensitive data, such as:

*Must be protected to prevent loss, theft, unauthorized access and/or unauthorized disclosure.

*Must be stored in a closed container (i.e. file cabinet, closed office, or department where physical
controls are in place to prevent disclosure) when not inuse.

* Must not be posted on any public website.

*Must be destroyed when no longer needed by shredding (for paper records) or
degaussing/erasure/physical destruction (for electronicrecords).

C. Public (General Use, Low Sensitivity)

Data should be classified as Public when the unauthorized disclosure, alteration or destruction of that data
would result in little or no risk to the College and its affiliates. Examples of Public data include press
releases, annual reports, course information, publicly accessible web pages and research publications. While
little or no controls are required to protect the confidentiality of Public data, some level of control is
required to prevent un-authorized modification or destruction of such data.

Classifications of data should be performed by an appropriate Data Owner. Data Owners are director-level
employees who oversee the lifecycle of one or more sets of Institutional Data.

4. Roles and Responsibilities

Chief Information Officer

Has overall responsibility for the security of the College’s information assets and is responsible for disseminating
and providing interpretation of this and other policies related to security. Serves as the chief information security
officer. Responsibilities of the CIO include:

* Ensuring that the College's information practices and policies comply with the Open Records statute,
Chapter 22 of the lowa Code, including the formulation of any response of the College to a formal

request for records under the statute.

» Ensuring that appropriate data classification policies are delegated throughout the College to various
College services, departments and otherunits.

* Acting as Data Custodian for all College information not otherwise assigned.
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CHAPTER: ADMINISTRATION NUMBER 2.21
Data Classification LAST REVIEWED May 31, 2023
Policy LAST REVISED May 2013
DATE ADOPTED December 2010

Ensuring adequate security technology is applied to information resources in keeping with their
classification.

Ensuring that the College’s data classification policies and practices meet all Federal, State and College
data security policies or are complied with on a timely and prudently acceptable basis.

Annually reviewing, in conjunction with the Data Custodians, that all data classifications remain relevant,
are complete and any required changes are being adequately addressed on a timely basis.

Ensuring that a recording of these processes is adequately and effectively maintained.

Data Trustees

Data Trustees are senior college officials or their designees who have planning, policy-level and management
responsibility for data within their functional areas. Data Trustees responsibilities include:

Assigning and overseeing DataOwners
Overseeing the establishment of data policies in theirareas
Determining legal and regulatory requirements for data in their areas

Promoting appropriate use and data quality

Data Owners

Data Owners are college directors having direct operational-level responsibility for the management of one or more
types of data. Data Owners are assigned by the Data Trustee and are generally division chairs and directors. Data
Owner responsibilities include:

The application of this and related policies to the systems, data, and other information resources under
their care or control

Assigning data classification labels using the college's data classification methodology
Identifying and implementing safeguards for restricted data

Communicating and providing education on the required minimum safeguards for protected data to
authorized data users and data custodians

In cases where multiple data owners collect and maintain the same restricted data elements, the data owners must
work together to implement a common set of safeguards.

Data Custodians

Data Custodians are Information Technology or computer system administrators responsible for the operation and
management of systems and servers which collect, manage, and provide access to college data. Data Custodians
must be authorized by the appropriate Data Owner or the CIO. Data Custodian responsibilities include:

Maintaining physical and system security and safeguards appropriate to the classification level of the
data in their custody

Complying with applicable college computer security standards

Managing Data Consumer access as authorized by appropriate Data Owners
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* Following data handling and protection policies and procedures established by Data Owners and
Information Security.

Data Consumers

Data Consumers are the individual college community members who have been granted access to college data in
order to perform assigned duties or in fulfillment of assigned roles or functions at the college. This access is granted
solely for the conduct of college business. Data Consumer responsibilities include:

* Following the policies and procedures established by the appropriate Data Owner and Chief Information
Officer

* Complying with federal and state laws, regulations, and policies associated with the college data used
* Implementing safeguards prescribed by appropriate Data Owners for Restricted Data

* Reporting any unauthorized access or data misuse to Information Security or the appropriate Data Owner
for remediation

5. Violation of Policy: The College Information Security Officer must be notified in a timely manner if data
classified as Confidential is lost, disclosed to unauthorized parties or suspected of being lost or disclosed to
unauthorized parties, or if any unauthorized use of the College's information systems has taken place or is
suspected of taking place.

Violation of this policy may subject a user to disciplinary action under appropriate College disciplinary
procedures. The College may take such action as necessary, in its discretion, to address any violation(s) under
this policy.
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Cohort
® Cata lyst-

y Ascencl iu

Master Service Agreement
Cohort Catalyst® Exhibit

This Cohort Catalyst Exhibit ("Exhibit’) is made between Ascendium Education Solutions, Inc. (“Ascendium™) and
Northlowa Area Community College (“Client”). This Exhibit is supplemental to the MSA entered into between the

parties and, in the eventof a conflict, the terms of the MSA shall prevail. Capitalized terms used butnot defined in this
Exhibit have the meanings assighed to them in the MSA,

Ascendium’s Responsibilities. Ascendium will collect School Information from the NSLDS and from Client's federal
student lean servicers to identify the recipients, who are active cohort defaultrate borrowers, forco-branded outreach.

Upon receipt of the School Information, Ascendium shall prepare co-branded outreach (emailg, and phone calls)to be
sent te Client's students who are active cohort defaultrate borrowers only. Additionally, Ascendium-will: prov:de an
inbound call center to provide repaymentsupportfo students and to perform skip tracing ; services. Note: Calls.wili not
be made to foreign phone numbers. Ascendium will comply with the FDCPA appl;cable o Ascend:um whlle providing
Cohort Catalyst. . 2 : .

Client Responsibilities. The Clientauthorizes Ascendium access to School Inforrnéti'on on-ihémﬁi%"cendium website,
www.ascendiumeducation.org (Portal) or through other means agreed to by Client and Ascendium

The Client agrees to complete SAIG Enrollment Forms, providing Ascendlum auﬁhortty 10 access School Informafion
from NSLBS. Clientalso authorizes NSLDS to provide School Infermation to Ascendium through other means agreed
to by Ascendium and NSLDS, This information remains effective unt:l terminated by either party,

The Client agrees to complete third party authorization forms ‘as requ1red by Cllent’s federal student oan servicers,
providing Ascendium authority to access School Information. Clientalso atthorizes Ascendium and Client's federal
student loan servicers to provide School Information to: Ascendlum through other means agreed o by Ascendium and
federal student loan servicers. This access remalns effectlve untll termmated by either party.

Fees. For a period of one (1) year from the: Effectwe Date the fee for Cohort Catalyst shall be a flat fee of five

thousand forty dollars ($5,040.00). Thereaﬂer mcreases or decreases in fees may be made from time to time;

provided however, that Clientshall be gwen writlen notice not less than sixty (60) days prior to the effective date of any
change in the fee schedule. This fee mc!udes the outreach and counseling services selected below.

K Grace-End Outreach and Counseimg {emaits and inbound calls): Begins = 60 days prior to grace end

[0 Premium Graoe End Outreach and Counsellng {emails, outbound and inbound calls). Begins = 60 days
priorto grace end E

Deferment-End Outreach and Counseling: Begins = 60 days prior to deferment end
;;_Eorbaarance—_&nd Outreach and Counseling: Begins = 60 days prior to forbearance end

_ "D__e_linque'ntt_Qutré:'éch and Counseling: Begins = 80 days past due through 360 days pastdue

e Defauit Rehabilitation: Begins after Ascendium obtains a file identifying defaulted borrowers reported
= by NSLDS This outreach focuses on active cohort years oniy.

8 Second Chance Pell Program: This outreach focuses on assisting incarcerated students in rehabilitating
their defaulted loans, so that such students will qualify for Pell Grants. Assistance begins after Ascendium
obtains a file identifying defaulted borrowers reported by NSLDS. Ascendium's assistance is expressly
conditioned on the cooperation of the Clientand the applicable corrections agency to obtain access to said
students.
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y Ascendium

Attigo Product Suite
Master Services Agreement

This Master Services Agreement ("MSA”") is made between Ascendium Education Solutions, Inc., a Wisconsin non-
profit corporation (“Ascendium”), located at 38 Buttonwood Court, Madison, Wisconsin 53718 and North lowa Area
Community College located at 500 College Drive, Mason City IA 50401 (“Client”).

Definitions. The following definitions apply to this MSA and any exhibit related thereto:

"Client Content" means those names, service marks, trademarks, logos and other Chent |ntellectual property,
provided by or on behalf of Client to Ascendium. :

“College Cost Meter® Correspondence Tracking Report” means the report that Asc:endlum prowdes to College
Cost Meter clients to identify the intended recipients of College Cost Meter correspondence and_mc[udmg an
indicator of any invalid email addresses or data. g

“Confidential Information” refers to all information one party receives. from .or on” behalf of the other party in
connection with this MSA. :

“Effective Date” shall mean the start of the MSA or the respectwe exhlblt determlned by the last date set forth in
the signature block of each respective document. i

"FDCPA" means the Fair Debt Collection Practices Act, as amended

“FERPA” means the Family and Educational R|ghts and anacy‘Act f 1974 as amended.

"Force Majeure Events” are conditions beyond a partys controE |nc|udang, but not limited to, acts of God,
government restrictions (including denial or.cancellation, of any' necessary license}, wars, insurrections and/or any
other cause beyond the reasonable control of the party whose performance is affected.

“HEA” means Title IV, Part B of the ngher Educatlon Act of 1965, as amended.

“NSLDS" means the National Student Lojln Date System the U.S. Depariment of Education’s central database for
student aid. : o G

“School Information” means |nformat|on that NSLDS and federal loan servicers have about the student loans of

Client's students and: former students, including SSN, address, date of birth and driver's license or state ID
numbers. it

“Enroliment - Fﬂe ‘means mformatlon from Client's system to be used to populate College Cost Meter school-
branded: Ietters to be. sent to Client's students via electronic mail.

refers to any of the Attigo® Product Suite of Services.

to=CItent and its users.

MSA. This MSA “onsists of the general terms and conditions set forth in the body of this MSA and specific terms related
to each subscnbed Service in exhibits attached hereto and incorporated herein. If there is a conflict between this MSA
and the terms ‘of any exhibit, the general terms and conditions set forth in the body of this MSA shall prevail.

Timing of Payment. All fees pursuant to this MSA shall be payable by Client within forty-five (45) days of receipt of an
itemized invoice from Ascendium.

Termination for Insufficient Funding (Applicable to Publicly-Funded Schools). The Client may immediately
terminate this MSA without penalty if it does not obtain funding from the applicable state legisiature or if funding cannot
be continued from the applicable state legislature at a levei sufficient to allow for the payment of the services covered
here. Termination must be by written notice to Ascendium. The Client is not obligated to pay for any Services that are
provided after Ascendium's receipt of the Client's written notice under this Section.
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License to Use Client Content. Client grants Ascendium a limited, revocable, non-exclusive, non-assignable,
nontransferable, non-sub-licensable license to use the Client Content for purposes of Ascendium carrying out its
obligations under this MSA. Client may immediately terminate or suspend Ascendium’s use of Client Content, in whole
or in part, by giving written notice to Ascendium.

Intellectual Property. The Services are the property of Ascendium and Client's use of the Services does not transfer
any right, title or interest from Ascendium to Client in any Ascendium's intellectual property. All right, title, and interest
to such property will remain (as between the parties) solely with Ascendium. Client's use of the Services grants it no
right to license or reproduce or otherwise use any content related to the Services or any Ascendium trademarks. Client
may not reverse engineer, copy for sale or other distnbutlon or otherwise aitempt to approprrate the technoioglcal

authorization of Ascendium.

Confidentiality. To the extent permitted by federal and state law, each party agrees to;mairtain e confidentiality of
all Confidential Information and not use or disclose Cenfidential information of the other part xcept as_ necessary to
perform its obligations under this MSA.

Information Security. Ascendium will treat all information it receives from Client as: Confldential Information.

Ascendium has established and will maintain appropriate administrative;’ technroal and. .phy _'cai safeguards designed
to: (A) protect the security, confidentiality and integrity of Confidential:Information; {B) protect against any anticipated
threats or hazards to its security and integrity; and {C) protect agalnst unauthorlzed access to or use of Confidential
Information that could result in substantial harm or inconvenierice to "Cliei =-Withoilt limiting the generality of the
foregoing: {Y) Ascendium has established and will maintain: safeguards -and will ensure that its affiliates, agents,

representatives and subcontractors, as applicable, establish a' iaintain safeguards against the destruction, loss, or
alteration of Confidential Information in the possess:on or contro! i of Ascendium or such affiliates, agents,

representatives or subcontractors, as applicable, that are no less. r|gorous than those maintained by Ascendium for its
own information of a similar nature; and (2} Ascendlum has establlshed and will maintain written information and
physical security programs, including a procedure for response to unauthorlzed access to Confidential Information, the
terms of which meet or exceed the requirements for financial institutions under the Interagency Guidelines Establishing
Information Security Standards (12 C.F.R. Part 364, Appendrx B). Ascendium agrees not to use Confidential information
except as necessary to provide the Services to Client or as allowed by law.

Data Storage. Client's Confi dential Inform {

ionf-.wl_ll not be stored outside of the United States without prior written
consent of the Client.

Notice of Security Breach. Ascendium will'provide Client with twenty-four (24) hours’ nofice after it has determined
that there has been,a bredch.in the: secunty of computer systems on which Client's Confidentiai Information is
maintained that results in the loss of or access by unauthorized persons to Client's Confidential Information. Ascendium
will also notify Clientif. any computer electronic device, electronic data media or paper documenis of Ascendium that
contain Client's:Gonfi denttal Information are lost or stolen. Ascendium will take reasonable steps to remedy any such
breach or !oss of Confi dential Information, including cooperating fully, and causing any subcontractor or agent to
cooperate fuliy, with Clrent andits designees and with any civil or criminal authority in any investigation or action relating
fo such breach

Insurance ':During the terrn of this MSA, Ascendium shall maintain at its own expense insurance liability policies which
shall |nclude coverage for instances of security breaches and such policies shall have limits of at least one million
dollars {$1 OO_O_HOOO) per occurrence.

Proper Disposal of Confidential Information. All Confidential Information that exists on paper will be shredded before
being discarded. All Confidential Information that exists on computers or electronic media will be erased before being
disposed of or disposed of in a manner that destroys the media and prevents recovery of any data from it. At Client's
written request, any Client Content shall be deleted upon termination or expiration of this MSA.

Legal Compliance. Both parties agree to abide by all applicable federal, state and local laws and regulations.
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FERPA Compliance. Ascendium acknowledges that certain information or data provided to or made accessible to
Ascendium by the Client's personnel regarding students may be corfidential by reason of FERPA and/or applicable
state law, unless valid consent is obtained from the student or their legal guardians. Accordingly, Ascendium agrees to
comply with 34 C.F.R. § 99.33(a) of FERPA and applicable state law.

Term. The term of this MSA shall commence on the Effective Date and continue until such time that the parties have
fully compieted their obligations under this MSA and each applicable exhibit or until such time that it is terminated by
either or both parties in the manner and under the conditions defined below.

Termination. Client may terminate this MSA at any time by giving Ascendium not less than thirty (30) days’ prior written
notice. Ascendium may terminate this MSA at any time by giving Client not less than sixty (60) days’ prior written notice,
except that in the event Client fails to satisfy a requirement it has under this MSA, Ascendium rr_!_ay"fenﬂi_na_t_e this MSA
with thirty (30} days’ prior written notice. Notwithstanding the foregoing, Client may terminate this MSA‘immediately,
without penalty, if the Client or Ascendium is notified that the Department of Education has i'mpqséd an emergency,
limitation, suspension or termination action with regard to Ascendium’s ability to contract with.Client to administer any
aspect of its participation in the Title IV, HEA programs or Ascendium has been debarred, suspended:or voluntarily
excluded government-wide from participation in the covered transactions. E

Liability. Ascendium will exercise reasonable care and due di[igenceiin'_prov'idi‘ng the-fﬁSer{rice. In no event will
Ascendium be responsible for: (i) the failure of Client to perform; (if) the accuracy of any data received from Client or
NSLDS or federal student loan servicers; or, (iii} the failure of Client to act in a manner consistent with applicable law
or regulation or this MSA. o

NEITHER PARTY WILL BE LIABLE TO THE OTHER PARTY FOR ANY SPECIAL, INDIRECT, PUNITIVE OR
CONSEQUENTIAL DAMAGES WITH RESPECT TO ANY MATTER WHATSOEVER ARISING OUT OF THIS MSA.

Open Records Laws. Ascendium shall comply with al]{_;c;a_';'}plicap_le:prqyisié'ﬁé of any state open records laws.

Relationship of the Parties. No agency, part_ngféh_ip,"‘joinf 'ven:ﬁ]_rie',:""employee—employer, or franchiser-franchisee
relationship is intended or created with the use of the Service::Neither shall have the power to bind the other or incur
obligations on the other's behalf without the other’s prior written consent.

Notice. Any notice, demand, or commqhidét'iqn required or permitted to be given by any provision of this MSA shall be
in writing and deemed to have begn;_gtjfﬁci_enﬂy“given or'served for all purposes if sent by U.S. Mail, electronic mail to
the party’s electronic mail address (not:inciuding’a:spam filter), delivered personally to the party to whom the same is
directed, or sent by overnight malil/courier d'd'r‘e_gsed‘to the party’s address, as follows:

If to Ascendium:
Ascendium-Education:Solutions;:inc.
Attn: Ms.:Beth Erickson™
38 Buttonwood Court  ~
Madison;W153718

. Email: BEﬁckson@ascendiumeducation.org

If to Client:

Email:

Either party may change its address for notice by giving notice in writing, stating its new address for notices to the other
party. Except as otherwise provided herein, any such notice delivered by mail shall be deemed to be given on the date
on which the same is received by the intended recipient if by personal delivery or by email, and cne calendar day after
being sent by confirmed overnight mail/courier.
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Appendix G
NASFAA Training and Conference Receipts

Financial Aid Training Presentation

2023-2024 FAFSA Filing Demo Event Invitation to
Financial Aid, Admissions, TRIO, CCTC Counselors

Student Development Monthly Report Example



M NASFAA

NATIONAL ASSOCIATION OF STUDENT FINANCIAL AID ADMINISTRATORS

P.O. Box 426067, Washington, DC 20042-6067

(202) 785-0453 Ext. 1

Fax: (202) 785-1487

Sold Mrs. Abbie A. Steinberg (Member ID 225759)
To: Director of Financial Aid

North lowa Area Community College

500 College Drive
Mason City, IA 50401-7299

Email: membership@nasfaa.org

Invoice

Ship Ms. Grace Heimer (Member ID 275210)
To: Financial Aid Advisor
North lowa Area Community College

500 College Drive
Mason City, 1A 50401-7299

NASFAAFed. TaxID | Purchase Order No. Order Date Invoice Number Due Date
83-0211970 12/2/2022 B225759-160089 Due Upon Receipt
Qty Description Unit Price Extended Price
Fundamentals of Student Financial Aid - January 2023
Registrant: Ms. Grace Heimer (275210) Order No. 656890
1 Fundamentals of Student Financial Aid - January 2023 $299.00 $299.00
Subtotal $299.00
Account Credit Applied $299.00
Amount Received $0.00
Amount Due $0.00
Payment Method: Check Enclosed AMEX Discover Visa MasterCard
Name On Card: Card Number: Security Code:
Expiration Date: Signature:
Cardholder's Phone Number: Amount to be Charged:
Page 1 of 1 B225759-160089



M NASFAA

NATIONAL ASSOCIATION OF STUDENT FINAMCIAL

AID ADMINISTRATORS

P.O. Box 426067, Washington, DC 20042-6067

(202) 785-0453 Ext. 1

Fax: (202) 785-1487

Sold Mrs. Abbie A. Steinberg (Member ID 225759)
To: Director of Financial Aid

North lowa Area Community College

500 College Drive
Mason City, IA 50401-7299

Email: membership@nasfaa.org

Invoice

Ship Mrs. Abbie A. Steinberg (Member ID 225759)
To: Director of Financial Aid
North lowa Area Community College

500 College Drive
Mason City, 1A 50401-7299

NASFAAFed. TaxID | Purchase Order No. Order Date Invoice Number Due Date
83-0211970 5/1/2023 B225759-174105 Due Upon Receipt
Qty Description Unit Price Extended Price
2023 NASFAA Virtual Conference
1 Registrant: Mrs. Abbie A. Steinberg (225759) Order No. 687990 $300.00 $300.00
Subtotal $300.00
Account Credit Applied $300.00
Amount Received $0.00
Amount Due $0.00
Payment Method: Check Enclosed AMEX Discover Visa MasterCard
Name On Card: Card Number: Security Code:
Expiration Date: Signature:
Cardholder's Phone Number: Amount to be Charged:
Page 1 of 1 B225759-174105



M NASFAA

NATIONAL ASSOCIATION OF STUDENT FINANCIAL AID ADMINISTRATORS

P.O. Box 426067, Washington, DC 20042-6067

(202) 785-0453 Ext. 1

Fax: (202) 785-1487

Sold Mrs. Abbie A. Steinberg (Member ID 225759)
To: Director of Financial Aid

North lowa Area Community College

500 College Drive
Mason City, IA 50401-7299

Invoice

Email: membership@nasfaa.org

Ship Mrs. Abbie A. Steinberg (Member ID 225759)
To: Director of Financial Aid
North lowa Area Community College
500 College Drive
Mason City, 1A 50401-7299

NASFAAFed. TaxID | Purchase Order No. Order Date Invoice Number Due Date
83-0211970 7/16/2021 B225759-103546 Due Upon Receipt
Qty Description Unit Price Extended Price
New Director Group Coaching - September 2021
1 Registrant: Mrs. Abbie A. Steinberg (225759) Order No. 484043 $995.00 $995.00
Subtotal $995.00
Amount Received $995.00
Amount Due $0.00
Payment Method: Check Enclosed AMEX Discover Visa MasterCard
Name On Card: Card Number: Security Code:
Expiration Date: Signature:
Cardholder's Phone Number: Amount to be Charged:
Page 1 of 1 B225759-103546



Financial Aid
Training

2022-2023



Financial Aid Workflow

» www.fafsa.ed.gov

e NIACC School
Code : 001877

*|SIR = SAR (Student Aid Report)
with information from FAFSA

¢ |SIR has comment codes which
trigger our communication with
students

*Verified - student receives
request for additional information

* Non-verified - file reviewed by FA
staff

e Student receives award letter

*OR

e Student is selected for
verification



Verification Process



Tax Return Transcripts

¢ Tax Return Transcripts

= Ways to get Tax Return Transcripts
= Use IRS Data Retrieval Tool by logging into FAFSA
= Request from www.irs.gov (Download or Mail)
= Call 1-800-908-9946




Financial Aid Workflow

e Student
returns o _
requested * File is « Corrections |
documents reviewed made to * File
by FAFSA if complete
Financial needed

Aid Staff



Awarding

Assign Budgets (Cost of Attendance) in Datatel

= Based on enrollment level, grade level, dependency status,
residency, and housing plans as outlined on budget charts

Review for Aggregate Loan Amounts and First Time Borrower
Status

= May review for Lifetime Eligibility of Pell Grant

Awarding Process
= Reviewed for accuracy

Award Packets Assembled and Mailed to Student’s Primary
Mailing Address



Award Packet

o Cover Sheet

Defines contents of packet
and gives instructions of
next steps

o Brochures

Direct
Subsidized/Unsubsidized
Loan Brochure

Parent Plus Loan Brochure
(for dependent students
only)



Award Letter

¢ Award Letter displays :

Cost of Attendance
Expected Family Contribution (EFC)
Need
Aid Outline
- QGift Assistance
- Grants & Scholarships
- Work Assistance
- Work Study
« Other
- Federal Student Loans



Annual Direct Stafford
[.oan Limits

Additional
Base_ Stgfford Unsubsidized Academic Year
Eligibility D :
: Eligibility Maximum
(if unmet need D
remaining) (can not Eligibility
exceed COA)
Freshman $3,500 $2,000 $5,500
Dependent
Sophomore $4,500 $2,000 $6,500
Freshman $3,500 $6,000 $9,500
Independent

Sophomore $4,500 $6,000 $10,500



Federal and State Grants

e Based on e Based on e Based on

* EFC between O- * O EFC (full * lowa Residency
6206 need)  Career Program

* Enroliment e File FAFSA e Filed FAFSA
Level before March 1 before July 1

e Complete » See SEOG e See Voc - Tech
before end of Grant Chart Grant Chart
term

e Use Pell Charts
to determine
award



Work Study

¢ Based on EFC of 10,000 or Less
o Must file FAFSA by March 15t

¢ Must indicate on FAFSA they are interested
in Work Study

¢ Use Work Study Chart to determine award
Full Time $2000

% Time $1500
% Time $1000



Scholarships

o Refer to gold Financial Assistance sheets

¢ Review with students
Trustees’ Scholarship
President’s Scholarship
LINK Scholarship

Minnesota/lllinois/Wisconsin/Missouri/Nebraska
Scholarship

¢ Other - if student already knows of awards they’re
receiving

Q 3 d J



Student Reminders

o First Time Borrowers
o Complete Master Promissory Note
o Complete Entrance Counseling

= www.Studentaid.gov
= Need FSA ID

o Paying Student Bill
o Aid is applied to NIACC student account

= |f bill is paid and financial aid remains, student’s receive a
refund check to use on other student expenses

¢ NELNET Payment Plans
= Enroll on Trojan Home portal
= Automatic Withdrawal from Debit/Credit



Financial Aid Estimations

¢ Program of Study
= Used to identify some grant eligibility
o Estimate Direct Costs with students

= Estimated Direct Cost IS DIFFERENT than Cost of
Attendance (use Tuition and Fees Chart)

o Cost of Attendance (used in FA calculation)
= Use Budget Charts
o Estimated Family Contribution (EFC)
= Comes from SAR/ISIR
¢ Financial Need
= (Cost of Attendance - EFC = Financial Need)
= Can not award more than Financial Need



EFC Estimator

¢ College Board EFC Estimator @




Financial Aid Estimations

¢ Review Gold Scholarship Sheet & discuss Foundation
Application

o0 Use grant charts to see what student qualifies

o Estimation Calculation

Financial Need

Anticipated Scholarships

Anticipated Grants

Remaining Financial Need

Student Loans (Can not exceed Financial Need)

¢ Provide copy of estimation to student and copy to FA
Office



Calculating Loan Eligibility

Cost of Attendance
- EFC

Unmet Need

Financial Need

Financial Need
- Scholarships
- Grants

- Work Study

- Use Annual Loan Limits Chart
to determine Subsidized Loan
Eligibility if unmet need is
remaining.

- Unsubsidized Loan can have
remainder of maximum loan
eligibility as presented on Annual
Loan Limits Chart, but not to
exceed COA

Unmet Need

- Parent PLUS Loan Option can
not exceed COA, for dependent
students only. Parent must go
through credit check.




Paying Student Bill

Can view bill on MyNIACC - Financial Aid disbursements

Make Payments at business office, via phone, or on
MyNIACC Portal

Financial Aid Refund Checks

o Notified of Refund in MyNIACC Portal
¢ Pick up in Business Office

¢ Must have photo I.D.

NELNET Payment Plans
¢ Enroll online

o Automatic Withdrawal or Debit/Credit



Selt-Service

¢ Students can follow their financial aid
process by watching their Checklist

o View their financial aid awards

¢ Review their financial aid Satisfactory
Academic Progress

¢ Link to important resources



Re: FSA Webinar: 2024-25 FAFSA® Demonstration

Steinberg, Abbie

Wed 8/16/2023 12:14 PM

To:Hausmaninger, Melanie <Melanie.Hausmaninger@NIACC.EDU>;Gonzalez, Valeria <Valeria.Gonzalez@niacc.edu>;Boyer,
Anne <Anne.Boyer@niacc.edu>;Frenz, Chris <Chris.Frenz@niacc.edu>;Kelly, Steven <Steve.Kelly@NIACC.EDU>;Moh|,
Mark <Mark.Mohl@niacc.edu>;Vaught, Bradley <Bradley.Vaught@NIACC.EDU>;McGuire, Rachel
<Rachel.McGuire@niacc.edu>;Vance, Lisa <Lisa.Vance@niacc.edu>;Shultz, Bridget <Bridget.Shultz@niacc.edu>

Cc:Riley, Lori <Lori.Riley@NIACC.EDU>;Green, Aubury <Aubury.Green@NIACC.EDU>;Wilcox, Sarah
<Sarah.Wilcox@NIACC.EDU>;Molencamp, Kristy <Kristy.Molencamp@niacc.edu>

Hello everyone!!

I'm looking forward to the 2024-25 FAFSA Demonstration tomorrow.
Please join us in the Activity Center Room 101 to view the demo together.

Lunch of Pulled Pork Sandwiches, Beans, Chips, Watermelon & Bars will be served. BYOB.

Abbie Steinberg

Director of Financial Aid

North lowa Area Community College
641-422-4313 « AB102C

Book an Appointment
www.hiacc.edu

VAN | NORTH

[OWA AREA
COMMUNITY
NIACC | COLLEGE

From: Steinberg, Abbie

Sent: Tuesday, July 11, 2023 3:06 PM

To: Steinberg, Abbie <Abbie.Steinberg@niacc.edu>; Hausmaninger, Melanie <Melanie.Hausmaninger @NIACC.EDU>; Petersen,
Denise <Denise.Petersen@niacc.edu>; Gonzalez, Valeria <Valeria.Gonzalez@niacc.edu>; Boyer, Anne
<Anne.Boyer@niacc.edu>; Frenz, Chris <Chris.Frenz@niacc.edu>; Kelly, Steven <Steve.Kelly@NIACC.EDU>; Mohl, Mark


https://outlook.office365.com/owa/calendar/AbbieSteinbergsAvailability@tragicgenius.onmicrosoft.com/bookings/
http://www.niacc.edu/

<Mark.Mohl@niacc.edu>; Vaught, Bradley <Bradley.Vaught@NIACC.EDU>; McGuire, Rachel <Rachel.McGuire@niacc.edu>;
Vance, Lisa <Lisa.Vance@niacc.edu>; Shultz, Bridget <Bridget.Shultz@niacc.edu>

Cc: Riley, Lori <Lori.Riley@NIACC.EDU>; Green, Aubury <Aubury.Green@NIACC.EDU>; Wilcox, Sarah
<Sarah.Wilcox@NIACC.EDU>; Molencamp, Kristy <Kristy.Molencamp@niacc.edu>

Subject: FSA Webinar: 2024-25 FAFSA® Demonstration

When: Thursday, August 17, 2023 12:00 PM-1:30 PM.

Where: AC 101

FSA Webinar: 2024-25 FAFSA® Demonstration

Date/Time: Thursday, August 17 2023, 1-2:30 p.m. ET

Big changes are coming to the 2024-25 FAFSA form! Join us as we tour new features and discuss important updates
to the FAFSA experience. Our demonstration will include a look at the new roles page, inviting contributors, new
question order, student demographic questions, the parent wizard, and other exciting features. We will also view
how to provide consent to retrieve and disclose Federal Tax Information (FTI).

Link to Join Webinar: Microsoft Teams Link for 2024-25 FAFSA® Demonstration August 17
<https://teams.microsoft.com/I/meetup-
join/19%3ameeting_NjMxYzdIZTMtYzFjMCO00ZjI1LTkzZjAtINmMMxYjZjMzgyMDNm%40thread.v2/0?
context=%7B%22Tid%22%3A%22bd5d4514-84de-4928-a9fd-
6ae10bbad677%22%2C%220id%22%3A%22b728783b-4b3a-4305-834c-
76ad7d504e6c%22%2C%221sBroadcastMeeting%22%3Atrue%2C%22role%22%3A%22a%22%7D&btype=a&role=a>

A PDF of the Presentation Slides will be available to download from the FSA Training Center the day before the
webinar from the “Upcoming Webinars <https://fsatraining.ed.gov/course/view.php?id=411> " page on the FSA
Training Center.

Note: If you do not have a username and password for the FSA Training Center <https://fsatraining.ed.gov/> , click
on "Create new account" at the bottom of the login page and follow the instructions to create a username and
password.

If you have any questions, please contact us helpdesk.fsatraining@ed.gov <mailto:helpdesk.fsatraining@ed.gov> .



https://teams.microsoft.com/l/meetup-join/19%3ameeting_NjMxYzdlZTMtYzFjMC00ZjI1LTkzZjAtNmMxYjZjMzgyMDNm%40thread.v2/0?context=%7B%22Tid%22%3A%22bd5d4514-84de-4928-a9fd-6ae10bbad677%22%2C%22Oid%22%3A%22b728783b-4b3a-4305-834c-76ad7d504e6c%22%2C%22IsBroadcastMeeting%22%3Atrue%2C%22role%22%3A%22a%22%7D&btype=a&role=a
https://teams.microsoft.com/l/meetup-join/19%3ameeting_NjMxYzdlZTMtYzFjMC00ZjI1LTkzZjAtNmMxYjZjMzgyMDNm%40thread.v2/0?context=%7B%22Tid%22%3A%22bd5d4514-84de-4928-a9fd-6ae10bbad677%22%2C%22Oid%22%3A%22b728783b-4b3a-4305-834c-76ad7d504e6c%22%2C%22IsBroadcastMeeting%22%3Atrue%2C%22role%22%3A%22a%22%7D&btype=a&role=a
https://teams.microsoft.com/l/meetup-join/19%3ameeting_NjMxYzdlZTMtYzFjMC00ZjI1LTkzZjAtNmMxYjZjMzgyMDNm%40thread.v2/0?context=%7B%22Tid%22%3A%22bd5d4514-84de-4928-a9fd-6ae10bbad677%22%2C%22Oid%22%3A%22b728783b-4b3a-4305-834c-76ad7d504e6c%22%2C%22IsBroadcastMeeting%22%3Atrue%2C%22role%22%3A%22a%22%7D&btype=a&role=a
https://teams.microsoft.com/l/meetup-join/19%3ameeting_NjMxYzdlZTMtYzFjMC00ZjI1LTkzZjAtNmMxYjZjMzgyMDNm%40thread.v2/0?context=%7B%22Tid%22%3A%22bd5d4514-84de-4928-a9fd-6ae10bbad677%22%2C%22Oid%22%3A%22b728783b-4b3a-4305-834c-76ad7d504e6c%22%2C%22IsBroadcastMeeting%22%3Atrue%2C%22role%22%3A%22a%22%7D&btype=a&role=a
https://teams.microsoft.com/l/meetup-join/19%3ameeting_NjMxYzdlZTMtYzFjMC00ZjI1LTkzZjAtNmMxYjZjMzgyMDNm%40thread.v2/0?context=%7B%22Tid%22%3A%22bd5d4514-84de-4928-a9fd-6ae10bbad677%22%2C%22Oid%22%3A%22b728783b-4b3a-4305-834c-76ad7d504e6c%22%2C%22IsBroadcastMeeting%22%3Atrue%2C%22role%22%3A%22a%22%7D&btype=a&role=a
https://fsatraining.ed.gov/course/view.php?id=411
https://fsatraining.ed.gov/
mailto:helpdesk.fsatraining@ed.gov

“ . Student Development Monthly Report
August 2023

NIACC

Tanya Dadisman Advising

Metrics - Not able to get report at this time. Will try again to get data and import

Projects (Current projects; Active, Waiting for Input, Completed)

e Active- Implementation of Navigate for Faculty Progress Reports
e Week I Progress Report sent by Student Development to Faculty
o Walk in appointments first week of classes for changes
e Orientation — Everyone was able to participate and created an amazing

environment campus wide

e Waiting for Input

e Working with Records and Faculty to finalize Spring 2024 schedule

e Completed
Plans (Upcoming Projects)
Upcoming Events

Continue to work with faculty on implementation of Navigate for Ad Hoc progress
Reports and alerts. Week 5 will be the next Progress Report sent by Student

Development
Other items
Anne Boyer Admissions
August Metrics
Fall 2023:
This time
Current (as of 8.31.23) last year*
Total applications: 1468
e Traditional age (18-22) 1103
- Total 2023 graduates 807
- Areall (2023 graduates) 466
e Adult (23+) 365
Total new students (head count) registered for 633 677
FA23
Total new students (head count) registered for 73
SU23




**Spring 2024 and Fall 2024 metrics to be added next month

Acuity Scheduling (data represents appointments scheduled):

e Campus Visits: 41

e Virtual Campus Visits/General Questions: 10

e FAFSA Appointments: 5

Other Recruitment Activity

e High School Visits: 18 (recruiting visits, CareerLink registrations/orientations, and

assessment testing)

e Group Campus Visits: 1 (Mason City Schools PD Tour)

e C(ollege Fairs: 0

e Other: Attended a FAFSA Updates Webinar, Hosted New Student Orientations

Prospect Tracking (data of prospects entered; prospects can be duplicated in numbers):

2023-2024 2022-2023
July Overall July Overall
Adult Campus Visits 15 27 6 8
College Fair Prospects 0 0 0 10
Campus Visits (Traditional) 41 74 24 61
High School Visits 0 0 0 8
Group Campus Visits 0 0 0 0
Saturday Visit 0 0 0 0
Totals 56 101 30 87

Tawk (Online Chat):




CCTC Highlights:
e Hired Kristy Molencamp to serve West Fork, West Hancock and Belmond-Klemme

e (CCTCs met with each school to go through strategies and goals for the upcoming school
year

e Lori contacted all the students she had worked with over the past year and received the
following response from one of them: “Hey, thanks for reaching out, yes my first couple
of days at NIACC have gone tremendously well and that's because the atmosphere is very
welcoming and all of my instructors are easy to talk to. I will for sure stop by sometime
and say hi. I will however, let you know if I do need to talk to you or ask for help for
things.”

Career Advising:
e Melissa Hocken started mid-July
e Has provided 7 students with 1:1 career advising
e Provided a presentation at Orientation with 6 student attendees
e Hosting tables across campus to remind students of services
e Meeting with faculty to provide introductions and possible services
e  Working collaboratively with Melinda McGregor in services provided
Projects (current projects; Active, Waiting for Input, Completed)
Active
o Navigate Implementation (Boyer, Marzen, Gonzalez) - intake survey
o Website revisions (Boyer, Gonzalez, Marzen) — continuous review of Admissions pages

o Recruiting Communication Plan and HubSpot implementation (Boyer, Marzen,
Marketing)

0o NCAL — Human Services and GED Short-term — Credit program processes



0o Onboarding packet — making revisions and preparing for initial print (Boyer, Dadisman,
Calhoun)

o Student Ambassador on-boarding (Marzen)

o CareerLink Registration and Orientations (All)

0o Scheduling travel — high school visits and college fairs (Marzen and all)
Waiting for Input

o Strategic Enrollment Plan (Boyer, TBD): revisit strategic enrollment initiatives

o Story-driven marketing (McGuire, Boyer, Dadisman, Zahorski-Schmitt): Continuing
meetings monthly; development of additional stories

o Research and development of an international recruitment strategy (Gonzalez): currently
researching potential resources

o Drawing Boards for Clear Lake HS by Meta-Major (summer project - Knudson)
o College and Career Day 2024: planning phase
o NIACC Job Fair (CCTCs and Hocken, CE)

Completed

0 Orientation Reboot for Fall 2023 (All Student Services) - sent student survey on 8/31 for
feedback in planning for next year

Plans (upcoming projects)
e Interactive Viewbook — 2023; after new Graphic Designer is hired (Boyer)

e Social Media recruitment/communication plan — 2023; after new Enrollment Advisor is
hired

Upcoming Events
Other items

e Angie Marzen took the new position of Enrollment Services Coordinator and will support
the staff in coordinating travel and large-scale events as well as co-advise the Student
Ambassador program

e Grace Juhl has accepted the position of Enrollment and Academic Advisor and starts on
September 5.

Lisa Vance Disability Services/Data Analytics

Metrics - 85 students registered with DS so far.

Projects (Current projects; Active, Waiting for Input, Completed)



e Active— CTP

e Waiting for Input — Student Life Website updates

e Completed — finished video for CETL training about checking for accessibility, data
project for Rachel re: gender, HLC data on Technical Programs, fillable PDF for
Rachel’s paperwork, CCSSE data, Orientation video.

Plans (Upcoming Projects)- updates to CCSSE summary report, data for Postsecondary
Enrollment by JE Experience

Upcoming Events

Other items — Met with Glean rep for demo, Presented for AHEAD via Zoom, presented for
new faculty, presented to Bridge participants, taught session for Success Seminar

Abbie Steinberg Financial Aid

Metrics



Projects (Current projects; Active, Waiting for Input, Completed)
o Active
e 23/24 Financial Aid Offers — 1126
e Consumer Information Updates
e Federal Compliance Report
e Waiting for Input
0 Program Participation Agreement Approval
0 SFA Audit
e Completed
o 2022-2023 Financial Aid Award Year
e Total Aid Transmitted to Student Accounts - $10,022,576.76
o Fall 2023 Deregistration
e Outreach Conducted — 62 students by Financial Aid & Business Office
o Received Notification — 45 students email that payment must be made
with past due balance below $500 by August 4"
o Deregistered on August 4" — 16 students
e 11/16 students paid their bill and are now enrolled Fall 2023
o Summer Satisfactory Academic Progress
e Students Evaluated — 483
Satisfactory - 398
Suspended - 59
Failed Plan - 4
e Warning — 22
o Promise Scholarship Informational Meeting
e 92/126 (73%) Students Attended
o 2023-2024 FAFSA Demo

Plans (Upcoming Projects)
Fall Aid Transmittal — September 6™
e Re-award Fall Scholarships
o HSE Event — September 14"
Upcoming Events
e Fall IASFAA Conference — October 4™ — 6™, Cedar Falls

Other items

Michelle Petznick Records




Metrics

Fall 2023 Schedule Changes

Cancelled

15 low enrolled sections
Moved to 2"! 8 week offering

2 sections

Changed modality after students were enrolled

New sections were created and enrollments were moved
1 section f-2-f to online (8 students)

1 section f-2-f to hybrid (13 students)

1 section flex to f-2-f (16 students)

2 sections f-2-f to hybrid (47 students)

679 records included in the degree verification file sent to the National Student Clearinghouse
for graduates from 2/25/23-08/25/23

1138 High school students registered as of 9/5/23 for Fall 2023

Projects (Current projects; Active, Waiting for Input, Completed)

e Active

Federal Compliance Report

NCAL

VA Training w/Grace Heimer —including submission of Fall 2023 enrollments
Working with Tech Services to revise datasets in Informer 5 for outstanding data
requests

Weekly data checks every Monday to catch inaccurate/missing data weekly

(Data checks include programs, high school info, race, gender, ethnicity, SSN, first
generation, and address information)

e Waiting for Input

Academic Calendar Committee-Proposed 2024-2025 Calendar

e Completed
o Hired Krista Lipp as Records Office Assistant
o New Faculty Orientation — FERPA and Grading

(0]

Submitted Catalog Worksheet for VA Approval to State Approving Agency-
received approval on 9/5/2023

Plans (Upcoming Projects)

e Create 5-year reports for highly requested items (e.g. First Generation, Low Income)
o Website revisions and updates (prior to 10/9) HLC submission



Upcoming Events

College Fair — September 27, 2023  9:15 a.m. - 10:45 a.m.
(Expecting 60 colleges and 20 high schools)

NIACC Transfer Fair — October 23,2023 11 am. - I p.m. in Activity Center
New Faculty Orientation- Academic Policies — September 13, 2023
NIACC/Waldorf ADN-BSN Articulation & Marketing Meeting — September 19, 2023
Other items
Professional Development
MECA Conference — September 14-15, 2023 Davenport, A

Fall ICCSSA Conference — October 12-13, 2023  Sheldon, IA
UMACRAO Conference — October 25-27, 2023 Des Moines, IA

Jeremy Winters Student Housing

Metrics
Total move in from August was 333
Total Applications for fall 373

C-store August Sales: $2,102.45

Projects (Current projects; Active, Waiting for Input, Completed)
e Active
e Floor Meetings for each wing in housing

o Waiting for Input
e Completed
o New Vender for the C-store
o Hired three security guards for housing

Meetings:
e RA training
e Director Meeting
e [CCAC Basketball Meeting
e Marketing Meeting about Gym
e P-card Training
e Emergency Response Training/Active Shooter training



Bridget Shultz TRIO / SSS

Metrics

TRIO In-Takes: 11 (JM), 7 (KB) 12 (BS), 17 (JG)
TRIO Appointments: 9 (JM), 27 (KB) 13 (BS), 4 (JG)
Advising Appointments: 49 (JM), 82 (KB) 34 (BS)
New Student Appointments: 2 (JM), 19 (KB) 8 (BS)
Fin. Aid Plan: 1 (JM), 4 (KB)

Tutor Requests: 4 (JG)

Requests Filled: 0 (JG)

TrojanTime: 14.25 hrs

Projects (Current projects; Active, Waiting for Input, Completed)

e Active

0 SDV 127 planning & class (KB, JG, IM)

Fall events on CANVAS “class’(BS)
ICCSSA Conference Planning (BS)
Budget Spend Down — Year End (BS)
Reviewed pre-advising forms/Reviewed Intakes (BS)
Intake eligibility paperwork (AS)
Updated TRIO list, financial literacy tracking, Campus Orgs (AS)
TRIO acceptance and wait list letters (AS)
TRIO student contacts in Student Access (AS)
Called and letters sent to individuals that have submitted TRIO apps (AS)
Created Campus Orgs lists for 23-24 (AS)
Scanned tutoring applications, hiring paperwork (AS)
Entered APR data for priors in Student Access (AS)
Removed contacts prior to intake date for cohort 30 (AS)
Prospective TRIO letters (AS)
TRIO data to Rachel (AS)
Success Seminar letters (AS)
Created 23-24 Cultural events/campus visits spreadsheet tracking (AS)
Mailed and emailed TRIO welcome letter and fall events  (AS)
Tracking TRIO registered and non (AS)
Success Seminar contacts (AS)
0 FA/ETI wkshts. (AS)

e Waiting for Input

O OO OO O0OOOO0OOO0OOO0OOoOOoOOoOOoOOoOOoODOo

e Completed:
O Success Seminar Planning and Class (All)
TRIO Events and Beginning of semester Newsletter materials — (KB) (BS)
TRIO Fall Letter - (BS)
TRIO Kickoff — Aug 29 & 30 (All)
Contacted Housing not registered-partial list (BS)
2 Bridge Presentations (BS)
Revised PP for Core Meta Major Breakout (BS)

O O OO0 O o



Upcoming Events
e Time Mangement workshop (9/6)
e TRIO & Friends Club (9/11)
e Clear Lake Cultural Trip (9/15)
e Best Practices for Studying workshop (9/19)
e Sculpture Walk cultural event (9/25)
e C(Craft-a-preneur (9/13)

Other items

Orientation (All)

Ag/Skilled Trades Orientation (BS)
Welcome Week Table (All)
Cornerstone Trainings (JG)

Professional Development:
Adjunct Dinner (All)

All Staff Meeting (All)

Early Alerts, Copy Leaks (KB) (BS)
FAFSA Webinar (BS)

Meetings:

Navigate Team Meeting (JM)

CETL Meetings (JM)

Enrollment & Academic Advisor Hiring Committee (KB)

Food Pantry committee work (KB)

Student Leadership Conference committee (KB, BS)

TRIO, NCAL. Director’s Meeting, ICCSSA Board, VIT Group, Password Vault Meetings (BS)
1 on 1 with Sarah Wilcox, Heather D-F, and Laurel (BS)

SI new faculty meeting (JG)



Appendix H

NIACC Employee Standards of Conduct
(excerpt from Employee Handbook)

Screenshots from Employee Training Modules

Cornerstone Training Transcript Example
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Employee Standards of Conduct
Adopted: March 20, 1984
Reviewed: May 2023

Revised: October 2, 2019

General Policy: It is the policy of the College that no full-time employee shall have any interest,
financial or otherwise, direct or indirect, or engage in any business transaction or professional
activity or incur any obligation of any nature which is in substantial conflict with the proper
discharge of his or her duties.

Standards of Conduct

Everything employees do and say should always reflect a positive image. Each employee’s
conduct, both on and off campus, influences the general public’s opinion of the College.
Faculty and staff shall conduct themselves as responsible individuals in relationships with all
members of the College and community.

Employees, while conducting College business, are expected to:

e Behave in an orderly, courteous and dignified manner and not engage in misconduct or
insubordination.

e Competently perform job duties and responsibilities including abiding by applicable
College policies.

e Abide by any explicit or implicit expectations for maintaining employment with the
College. The College may establish specific conduct, appearance and attendance
expectations that bear on an employee’s ability to be effective in her/his job.

Implied Expectations:
Personal qualities of employees such as honesty, industriousness, and willingness to cooperate
with co-workers are examples of implied expectations.

Specific Expectations include but are not limited to:

1. Attentiveness to work responsibilities.

2. Observing all health and safety rules.

3. Dressing in a manner compatible with an employee’s assigned job responsibilities and
work environment, and observing good grooming and personal hygiene practices.
Strong smells are prohibited.

4. Maintaining a good record of regular, punctual attendance, and using leave
appropriately.

5. Refraining from conduct that is incompatible or in conflict with an employee’s College
employment or with the interests of the College; such conduct includes, but is not
limited to, the improper acceptance of gifts.

6. Refrain both from conduct which presents a conflict of interest and that which may
appear to present such a conflict of interest.
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Employee Standards of Conduct - continued
Adopted: March 20, 1984

Reviewed: May 2023

Revised: October 2, 2019

7. Honesty and truthfulness in everything an employee undertakes on behalf of the
College.

8. Display a NIACC ID badge while serving in an official capacity as a NIACC employee.
There may be some exceptions if you work in a potential hazardous area.

Violation of these standards of behavior and safety may result in discipline, up to and including
termination.

Standards of Ethics:

No employee shall:

Solicit in any form by requesting money, support or sell products, groups, organizations or
causes which are unrelated to the College. The only organization NIACC recognizes and allows
as an exemption from this policy is the United Way of North Central lowa.

Examples include but are not limited to:
e Seeking funds or donations for a non-profit organization
e Asking for signatures for a petition
e Selling merchandise or services
e Requesting support for a political candidate

Accept or solicit any gift, favor, or service that might reasonably tend to influence the discharge
of his or her duties.

Use his or her position to secure special privileges or exemptions for anyone, except as may be
otherwise provided by law.

Disclose confidential information gained by reason of his or her position, nor shall such
information be used for personal gain or benefit.

Transact any College business in any capacity with any business entity of which he or she is an
officer, agent, or member, or in which a substantial interest is owned.

Accept or maintain outside employment which conflicts with the complete performance of
assigned duties and responsibilities.

Use any facilities, equipment, or materials of the North lowa Area Community College for
personal purposes or for purposes which are not a part of the regular program of the North
lowa Area Community College, except as provided under regulation to all citizens of the area.



14

Employee Standards of Conduct - continued
Adopted: March 20, 1984

Reviewed: May 2023

Revised: October 2, 2019

Instructional Materials: The President shall establish procedures governing the required
purchase by students of instructional materials (including textbooks, study guides, syllabi, and
supplies) either (a) from a College employee; or (b) from which a College employee may receive
direct financial benefit.

Tutoring: Professional personnel shall not render tutorial services for pay to students enrolled
in classes of the North lowa Area Community College except as authorized by the President.



Trainings including FERPA, Title IX, Discrimination Awareness in the Workplace, and Hazard
Communication are found in Cornerstone; content is provided by Vector Solutions.

Screenshots from FERPA training:









Modules include a multiple-choice quiz.
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Campus Visit

At the invitation of Dr. Bridgett Golman, Vice President of Student Services at North lowa Area
Community College (NIACC) Dr. Laurie Wolf (Consultant) conducted a virtual review between
September 1 and 23, 2020. During this review, Dr. Wolf interviewed the following:

Dr. Steve Schulz President

Dr. Bridgett Golman Vice President of Student Services
Mary Bloomingdale Director of Financial Aid

Molly Knoll Director of the NIACC Foundation
Rachel McGuire Director of Enrollment Services
Jennifer Patterson TRIO Director

Michelle Petznick  Registrar

Scope of Services — Consulting Services

FAS entered into a limited agreement with North lowa Area Community College to provide
Consulting Services that addressed the following:

1. Review current financial aid awarding processes and determine:
e How to optimize available funds
e Address the need of low income students how to limit their student loan debt
e Offer best practices

2. Review College Foundation Award processes and determine:
e How to optimize available funds
e Identify and eliminate inherent biases
e Offer best practices

3. Determine how to upgrade current financial aid awarding system(s)
e Offer best practices

The Consultant conducted each interview by phone. Each call last approximately 45 to 60
minutes. The following questions were asked during each interview. In addition, clarifying
questions were asked based upon the responses to the core questions.

Please describe the NIACC Scholarship Foundation processes.

How can implicit bias be removed from the Foundation Application Process?
Please describe how the NIACC Housing Scholarship program works.

How can NIACC better utilized financial aid to attract students?

If you could be ‘In Charge’ what changes would you make to the financial aid and
foundation scholarship processes?



Note: FAS does not create policies for clients. However, we make recommendations for
crafting policies that are compliant, concise and easy to incorporate into operating procedures.



Summary of Virtual Review

The original agreement was that Dr. Wolf would conduct a virtual review, due to the COVID-19
pandemic. The following is a summary of the work conducted.

Review of Current Financial Aid Awarding Processes

The Consultant interviewed Ms. Bloomingdale, Director of Financial Aid, regarding current
processes within the Financial Aid Office. The processes discussed were limited to:

NIACC Financial Aid Processing and Awarding of Aid
NIACC Foundation Awards

NIACC Housing Awards

150 Percent Notification

Kibbie Grant and Last Dollar Scholarship Awards

To aid in this view Ms. Bloomingdale provided the Consultant with a data file of the 2019-20
Financial Aid Awards.

In addition, the Consultant reviewed state and federal financial aid policies and procedures
provided by the Iowa College Student Aid Commission (ICSAC) and the U.S. Department of

Education.

Observations and Recommendations

Financial Aid Office:

Ms. Bloomingdale has been at NIACC for 30 years, working the entire time in the Financial Aid
Office. The Financial Aid Office consists of five (5) full- and part-time employees, plus a
limited position that is responsible for scanning documents. These individuals conduct all work
associated with the processing, awarding, and reporting of federal, state, NIACC, and private aid.

The Financial Aid Office utilizes the Datatel/Colleague Financial Aid Suite software (since
2005) to help with the processes involved with financial aid: importing and exporting data;
verification tracking; calculating aid; award notification; transmitting aid to the Business Office;
reconciliation of accounts; running reports.

The Financial Aid Office is supported by one IT staff member who also supports the NIACC
Foundation. The previous person in this position retired during the summer of 2020. The
replacement person is the head of the IT Department, who has taken on the Financial Aid and
Foundation offices’ IT needs.



Several of the individuals interviewed stated that Ms. Bloomingdale works very hard to keep
NIACC compliant with federal and state regulations.

Observation:

Factors that Affect the Timing of when financial aid award letters can be released.

The U.S. Department of Education allows students and their families to complete a Free
Application for Federal Student Aid (FAFSA) on or after October 1 for the next academic year.
(Example: Students can begin completing the FAFSA on October 1, 2020 for the 2021-22
academic year.) At the time of completion, the applicant is notified of his/her eligibility for the
federal aid programs. The applicant is also informed that they will be notified at a later date as
to their eligibility for state and institutional funds.

It should be noted that the State of lowa does not notify colleges of the next year’s allocations
until after the lowa Legislature allocates funds and those funds have been approved by the
Governor. This process is usually finalized by June 30 of each year.

In addition, the colleges are reliant on their software providers to make available financial aid
upgrades, based on changes in the federal processing requirements. Here is a summary of the
software update releases from Ellucian for the 2020-21 Award year. [The source is from another
Iowa Community College that also utilizes Datatel/Colleague.]

e Pell software updates generally arrive in June. In addition, there is a final release that
arrives every October.

The COD releases generally come after that, in a separate package.

Usually start the Communication Management process first.

Generally, wait to begin awarding/packaging until after the Spring Term Rush has ended.
Last year began sending out preliminary notices at the end of February. (Sometimes this
is held up for last minute Pell Table updates from the U.S. Department of Education.
Timing of this release is dependent on when Congress approves the Pell funding for the
upcoming award year.)

Per Ms. Bloomingdale:

e Our practice, in order to recruit and retain students is to project increased tuition and fees
and housing for our Cost of Attendance budgets and get award notices out as early as we
can.

e We have to wait until Ellucian has the correct Federal Pell tables and new awarding year
setup functioning and distributed to the College.

e Our first letters typically go out at the end of February at the latest. I believe, we are one
of the earliest within the community colleges in Iowa, per conversations with peers.

e As final tuition and fees [March/April} and state funding parameters are released [June],
we then update our Cost of Attendances, and re-run our entire student population and
send revised award notices, as needed, with explanation.



Note: The NIACC Financial Aid Office sends out one paper letter. All revised letters are
sent by email to students. Students receive an award notification packet with directions
on how to navigate the Trojan Home portal. Student can view the financial aid
information any time on their Trojan Home portal.

e This practice has been approved by administration and supported for many years.
¢ In addition, students must complete the verification process before an award notification
can be sent.

A sample of ten (10) students with an ISIR receipt date between October 1, 2019 and February 1,

2020 was reviewed (Appendix A). Per this review, the first 2020-21 award letters were released
on February 11, 2020.

Recommendation:

1. The Financial Aid should annually share the processing schedule with Student Services
and Foundation staff, as well as other appropriate administrators, so that others
understand the current process and restrictions related to the timing of awards. This
information will help staff understand the steps involved and help to address questions
students/families may be asking.

Award Letter

Observation:

The Financial Aid Director provided the Consultant with a copy of the NIACC Financial Aid
Award notification (Appendix B). The award notification contains disclosure notification
regarding what might cause an award to be revised.

References:
Federal Student Aid Handbook 2020-21, Volume 2, Chapter 6, page 143
https://ifap.ed.gov/sites/default/files/attachments/2020-01/1920FSAHbkVol2Ch6.pdf

NASFAA Guide for Creating an Effective Award Letter
https://www.nasfaa.org/uploads/documents/ektron/2{d4488b-f174-40eb-ad43-
eff711b46651/66833b4e08d2472¢953bb67d188532443.pdf

Recommendation:

2. The award letter is very factual and meets the federal requirements of what elements need
to be included in award notifications. The accompanying print out of the award is a
computer-generated form, which is austere and generic in appearance. Suggest working
with the NIACC IT and marketing departments to determine how this form could be
more attractive.



Manual Entry

Observation:

During a review of the 2019-20 NIACC Financial Aid Awards data file it was noted that of the
12,227 lines of data, 4,497 (36.78%) were manually entered into the database, 3,438 (28.12%)
were automatically awarded through Datatel/Colleague, and 4,292 (35.10%) were unknown as
the Award Action notes listed as either ‘Declined’ or ‘Cancelled’.

Data lines entered manually were attributed to all NIACC Foundation Scholarships, all outside
scholarships, all Dollars for Scholars awards, the majority of state grant awards and some student
loans (Appendix C). When asked about the large percentage of manual entries Ms.
Bloomingdale indicated the two major contributors are the Last Dollar Scholarship (L$S)
program and the NIACC Foundation awards as there is no bridge program which allows the
automate transfer of data from NextGen into the Datatel/Colleague system. She further indicated
that IT support is needed to resolve these issues, plus changes to the state rules for L$S program.

Recommendations:

3. Review the programs that require manual entry to determine what factors prevent them
from being automated.

4. Determine what factors could be automated if characteristics could be changed.
For example: List the characteristics associated with the Last Dollar Scholarship
Program and share with the lowa College Student Aid Commission (ICSAC) along with
the approximate amount of staff time needed to calculate the awards and place them into
the Datatel/Colleague system.

5. Explore administrative software options for resolution:
= What are other lowa Datatel/Colleague colleges doing to address similar issues?
= What programming assistance can be obtained from other lowa Datatel/Colleague
colleges?
=  What programming support can be provided through Ellucian?

6. Review other Financial Aid software management programs that go beyond a patch
option. See Recommendation 37 on page 20.



Review College Foundation Award Processes

The Consultant interviewed Ms. Molly Knoll, Director of the NIACC Foundation
regarding current processes associated with the NIACC Foundation Scholarships. The
discussion included:
e NIACC Foundation Selection Process
Instructions Provided to Screeners
How NIACC Foundation Scholarships are awarded
Communication of Awards to Students
Communication with Donors regarding Award Recipients
Reporting of Awards
Connectivity of the NextGen and Datatel/Colleague Software
e NIACC Housing Awards
e Purpose of Awards

The Consultant interviewed the Foundation Director of another lowa community college that
also utilizes NextGen and Colleague to determine what efficiencies are available.

In addition, the Consultant researched Implicit Bias within scholarship selection processes.

2019-20 NIACC Scholarship Awards Summary

Amount Awarded: $2,724,227
Amount Accepted: $1,797,967
Percent of Acceptance: 66.07%

Observations and Recommendations

NIACC Foundation Selection Process

The Consultant spent time discussing the process with each individual interviewed (see Page 2).
All offered a similar description of the process, though there were some distinct differences.

Similarities:
e Students apply online
March 1 Deadline
Group of reviewers convene to score applicants
The Foundation staff ranks the applicants based on average score
Potential award recipients are matched to scholarship types
Names of potential award recipients are sent to the NIACC Financial Aid Office for
processing
Award letters are mailed out
e Students instructed to accept by a certain date
e Students are asked to send a Thank You letter/note



Differences:
e Reviewers are told to take into consideration if an applicant already has been granted an
award.
High school information is not redacted from the materials provided to the reviewers.
Students with low EFCs should be provided higher eligibility points.
Students should be allowed to ‘stack’ awards.
Students should NOT be allowed to ‘stack’ awards.
e The selection and awarding processes are not transparent.
e Students with low EFCs should have their full need met.
e NIACC Foundation Scholarships should be used equally to attract students with means as
well as assist students with low EFCs.

Observation:

There are substantial differences in philosophies regarding the purpose(s) of the NIACC
Foundation Scholarship Program. It is important that a consistent understanding of the program
be shared by the College, and that a consistent message be delivered to potential applicants.
Without consistent messages, unintended misinformation may exist. In addition, several
interviewees indicated the need for campus buy-in regarding the purpose of the Reader event.

Recommendation:

7. The College should review the purpose/function of the NIACC Foundation Scholarship
Program. Once the purpose is determined, an educational piece should be distributed to
the NIACC Community so that each staff member has a clear understanding of the
program’s purpose.

Observation:

The Consultant noted that several of the interviewees had strong opinions of who should be
responsible for individual steps of the selection and awarding processes. Some of these opinions
did not appear to be consistent with what is actually happening. In addition, several interviewees
indicated more transparency is needed regarding the steps, timeline, and responsibilities of each
department involved in the processes.

Recommendation:

8. Process mapping needs to take place regarding the NIACC Foundation Scholarship
Program. Staff needs to have a clearer understanding of how the NIACC Scholarship
processes work, and who (department/staff member) is responsible for which step.
Mapping out this process will help staff to understand the process, identify what steps are
duplicative, identifying gaps what steps can be automated, provide a clearer
understanding of each responsibility and who is responsible for what, provide a clearer
understanding of the timing needed for each step, possible problems at each step, and
what steps need backup systems for processing.
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Possible resources regarding process mapping are the Des Moines Area Community
College and Indian Hills Community College Foundations. Both Foundations have
conducted process mapping which included staff from the Foundation, the Marketing
Department, the Financial Aid Department, and Academic Advisors.

Observation:

The current selection process does not take into account the EFC value. While completing the
FAFSA is highly encouraged not all NIACC scholarship applicants complete it. The current
process asks the applicant to describe their need and makes the assumption that if a student is
applying for a scholarship they have need.

A review of the NIACC Foundation Scholarship applicants confirmed that 1,721 applicants had
completed the FAFSA. Of those who completed 919 had EFCs below 5576, which is the cut
point to qualify for federal Pell Grant funds. Of the Pell eligible applicants, 459 had ZERO for
their EFC.

It was also noted that 420 of the students did not complete a FAFSA. There are varying
positions on why students did not complete a FAFSA:

e Parents did not provide tax information.

e Family religious beliefs that discourage filing tax papers.

e The federal verification process was not completed.

e Student was not a documented U.S. citizen

Some of those interviewed believe that requiring the FAFSA will reduce the number of
applicants.

Recommendation:

9. The Foundation Board needs to determine what role an EFC plays in the eligibility
process. This discussion should at a minimum include:
e Should the FAFSA be a requirement for receiving a NIACC Foundation Scholarship?
e What can be used as an appropriate substitute if a FAFSA cannot be filed?
Possible options:
o USED Financial Aid Forecaster
o NIACC'’s financial aid office estimator
o Completion of a paper FAFSA which then will be hand calculated by the
Financial Aid Office
e Should an EFC be considered on a sliding scale, e.g., a Zero EFC receives more
points than a higher EFC?

Observation:

There was a distinct split between supporters of ‘do not stack’ and ‘stack” NIACC Scholarships.

11



Those that support ‘non-stacking’ feel that the NIACC funds can be offered to more students,
allowing the ability to attract more students. The supporters of ‘stacking’ believe that students
with high financial need should be awarded as much grant and scholarship aid as possible to
avoid student loan debt.

Recommendation:

10. Review the process to determine if the ‘stacking’ of scholarships is desired.

Instructions Provided to Reviewers

Observation:

The NIACC Foundation currently utilizes an Applicant Review Event that utilizes donors,
NIACC staff, and friends of the College. This event is used to not only review applications but
also to build community comradery, show case NIACC, and increase the exposure of the
Foundation’s Scholarship Program. Reviewers are provided instructions prior to reading/
reviewing the applications. (Appendix D)

Every college selection process, whether Admission or Scholarship, has areas where unintended
influences can be a factor, especially when bringing in volunteers to assist with the process.
Influencing factors can include, but not be limited to: high school rivalries, past personal
experiences, age differences, or just plain had a bad day prior to arriving at the event.

Recommendations:

11. Redact as much personal and potentially influential identifiers as possible.
Examples of a potential influential identifier — high school name; 4-H Chapter name, etc.

12. Provide each reviewer with clear instructions of what should be considered when
awarding points for each category.

13. Clearly define whether having been awarded another scholarship should be taken into
consideration when awarding points.

Communication with Students
Observation:
General Communication

Several interviewees stated they had witnessed students being bounced between the Foundation,
Financial Aid and the Business Offices when trying to get their questions addressed. All agreed
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that consistent services is needed regarding the scholarship programs and processes. When
asked to clarify issues, the following were mentioned the most:

Which staff member knows what
Inconsistent answers to questions

How to log into the Foundation system
How to log into the Financial Aid system
How to reset their Foundation password

Recommendations:

14.

15.

Train the NIACC Help Desk to assist with login and password reset issues. From the
student perspective, this would be a logical location as they contact the NIACC Help
Desk regarding their MyNIACC portal issues.

Students should not have to be bounced around to receive basic information regarding the
NIACC Scholarship process. Each staff member should have a basic fact sheet to refer to
regarding the most common questions students ask when coming to their offices. They
should also have specific information regarding where to send students when the question
is more specific.

Award Notification

Observation:

The Foundation Director provided the Consultant with a copy of the Foundation Scholarship
award letter (Appendix E).

Recommendations:

16.

17.

The timing of the NIACC Foundation Awards (April) may occur prior to when local high
schools and civic organizations announce their awards. If a student would receive an
outside award, that when combined with NIACC, federal and state aid the student’s
NIACC award may need to be adjusted. Language regarding the potential of an
adjustment should be added to the letter. [Note: the NIACC Financial Aid Award notice
contains such language.] Inclusion of this language could prevent confusion/hard
feelings if a NIACC Scholarship award has to be adjusted.

Paragraph 7 of the award letter states:

“Please note — if you have already received this email there may have been an
update to the scholarships you were previously awarded. Check the scholarship
site for details.”

It is assumed that the referenced ‘scholarship site’ is what is provided in Paragraph 2 of
this letter. It might be more understandable to a first-time recipient if a clearer reference
be made.

Suggested language:
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... the scholarships you were previously awarded. Check the scholarship site (above) for
details.

18. Periodically the NIACC Foundation Scholarship award letter should be reviewed. This
review should include a student focus group to determine if the message is clear to the
recipients.

Reporting
Observation:

Several interviewees expressed frustration that data reports are slow in being generated and
distributed.

Recommendation:

19. With the absence of a dedicated IT person to either Financial Aid or the Foundation (the
current I'T person supports both the Foundation and Financial Aid, plus is in charge of the
NIACC IT Department) staff need to determine who has the access to what data and the
ability to run reports.

The Foundation and Financial Aid Offices need to jointly establish a timeline of when reports
are needed, who is responsible for generating the reports, and to whom the reports are to be
distributed. [This recommendation relates to Recommendation 8.]

Marketing of Scholarships

Observations:

The Consultant was informed that the NIACC Foundation Scholarships are promoted during
high school visits, campus visit days, recruitment letters (Appendix F) and in the College’s
internal announcements (for current students).

A review of the 2019-20 Financial Aid database shows the average age of the students who
received financial aid (federal, state, institutional and outside) was 22.7. The age range was 17
to 69 years of age. The average age of students who received only NIACC funded awards was
21.1. The age range was 18 to 55 years of age.

When limiting the age range to the federal definition of a dependent student (18 to 24):
e 80.15 percent of all financial aid recipients fall into this age bracket
e Ofthose receiving only NIACC funded awards, 90.54 percent fall into this age bracket
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Recommendations:

20. The College should consider expanding its outreach efforts regarding scholarships.
Consideration should be given to attracting non-traditional students and students who did
not attend college right out of high school. At this time, it appears that the traditional age
students are covered through the activities in the Recruitment Matrix Plan.

Outreach efforts could include:
= Specialized media messages.
= Information distributed to non-profits, churches, civic organizations, etc.
regarding educational and scholarship opportunities.

The Foundation staff could meet with donors to get their input regarding outreach ideas.
This could be worked into already scheduled visits.

Housing Scholarships

Observation:

The Consultant was specifically asked by the Vice-President of Student Services to review the
Housing Scholarship process. During each interview, the Consultant specifically asked what
each individual knew about the Housing Scholarship and the awarding process.

Each interviewee recognized that there have been problems with the process:

= In the past, the appropriate staff were not at the table to make the awarding decisions.

= Lack of leadership; lack of direction.

= The purpose of the award is not clear.

= EFC is not a factor in determining eligibility.

= The Recruitment staff are not aware of how much aid is available, so are hesitant to push
too much.

= Don’t know who all might be interested in housing and a housing scholarship.

= Basically, spending the dollars to spend them.

All agreed that once the recipients have been selected that process runs smoothly.
[e.g., The names and amounts are sent to Financial Aid and are then loaded into the
Datatel/Colleague system and award adjustments are made, as needed. ]

The Foundation Director provided the Consultant with a copy of the current division of duties
related to the Housing Scholarship process and a summary of funds that have been set aside over
the last five years (Appendix G).

At the request of the Vice-President of Student Services, the Consultant reviewed the 2019-20
NIACC Financial Aid Award data file to determine who received NIACC Housing Scholarships.

The average housing scholarship offer was $1,000.
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There was one student who was offered and received $2,500 during the 2019-20 award year.

Summary of Recipients

PELL NON-PELL NO

ELIGIBLE* ELIGIBLE EFC
Offered Scholarships 20 24 5
Did Not Attend 1 1
Total Amount of NIACC $
Awarded** $47,553 $107,302 $20,406
Average Award $2,378 $4,665 $5,101
Range of Awards $500 to $6,375 | $1,000 to $10,133 | $4,000 to $6,157
Number of Athletic Awards 7 10 3

* 5576 is the EFC cutoff for Pell Funds
** Includes all NIACC Financial aid awarded to these groups.

Recommendations:

21. Determine the purpose of the NIACC Housing Scholarship.

22. Establish a committee to make the NIACC Housing Scholarship award selections.

23. Determine ways to identify students who might be interested in on-campus housing.

Examples:

= Add a question to the Admissions application.

* Add a question to Campus Visit registration materials.
= Add a question to Campus Orientation registration materials.
= Review FAFSA data — Question 101 b-h: Housing Plans

24. If want to provide more housing assistance to low EFC students, include EFC in the

selection process.

25. Provide NIACC Recruitment and Housing staff with guidance as to how this scholarship
should be promoted, and guidance as to who is responsible for the promotion and

recruitment of this scholarship.
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Implicit Bias
Background

Implicit biases are the product of learned associations and social conditioning. They often begin
in childhood, and most people are largely unaware that they hold them. The most harmful
impact is that we often end up treating people a certain way as a result of these biases. The term
itself was coined by psychologist Mahzarin Banaji who explains implicit bias as having two
essential components:

“When we observe something more than once, we start implicitly, or unconsciously,
building a pattern with our brains. That neuro-response coupled with cultural
underpinnings of what value those patterns hold solidify our implicit biases, at which
point we just go forward thinking that “that this is just the way things are”.

Source: https://www.wizehive.com/blog/how-to-make-sure-your-review-process-is-unbiased

Thoughtful program design and continuous review and refinement of the process can help to
reduce implicit biases in a scholarship application/selection process.

Observations:
Bias

The Consultant could find no signs of intentional bias during this review. However, there are
several areas where unintended/implied biases could exist.

= Application Construction

= Process

= Reviewers

= Scoring Matrix Values

Application Construction

Observation:

A paper copy of the Foundation Scholarship application was provided to the Consultant for
review (Appendix H). It is the Consultant’s understanding that the online application is a ‘smart’
application. When completing the ‘smart’ version, the applicant will not see all of the questions.

The paper copy includes all of the questions

It was noted that several questions were duplicates of what is asked on the NIACC Admission
Application and/or on the FAFSA.

As noted on page 13 of this report, a review of the 2019-20 Financial Aid database shows the
average age of the students who received financial aid (federal, state, institutional and outside)
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was 22.7. The age range was 17 to 69 years of age. The average age of students who received
only NIACC funded awards was 21.1. The age range was 18 to 55 years of age.

When limiting the age range to the federal definition of a dependent student (18 to 24), 80.15
percent of all financial aid recipients fall into this age bracket. Of those, receiving only NIACC
funded awards, the percentage is 90.54 percent.

Recommendations:

26. Review the application essay questions to determine if the questions generate the type of
responses the Foundation/College would like to see from applicants.

There is a statewide Community College Foundation work-alike group that meets on a
regular basis. This group could be a source to provide guidance/ideas on how to frame
questions.

One college within that group, Indian Hills Community College has recently revised its
application, in an effort to eliminate potential bias (Appendix I). This application may
provide some ideas on where question revisions could be made.

Example:
NIACC: Share with us how a scholarship will impact your life.
[HCC: Please list the obstacles you faced in pursuit of your education.

27. Review the current questions to determine if they are bias towards students 18 to 24 years
old, as well as to non-working students.

Process

Observation:

The Consultant was provided a copy of the Scholarship Awarding Timeline (Appendix J).
Recommendation:

No recommendations based on this review.

Observation:

Several interviewees indicated FERPA concerns when it comes to the information being
provided to the Reviewers. It was indicated that some applications did not have high school
names redacted, nor were distinct names of student activity groups, such as a 4-H Club name.
The concern is that the communities in North Central lowa are small and through a bit of
deduction these identifiers could help a Reviewer become aware of the applicant’s identity. This
knowledge could influence how the Reviewer rates a particular applicant.

This issue is also a confidentiality concern, as in ‘will a Reviewer disclose this information once
he/she leaves the event?’
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Recommendations:

28. Prior to releasing information to the Reviewers, make certain that all identifying
information has been removed. This includes not only information regarding the student,
but also includes any information that can identify what school the student attended or the
community the student lives in.

29. Staff and Reviewers need to be reminded not to share any information regarding the
applicants.

Reviewers
Observation:

The Consultant was provided copies of the Scholarship Application Rubric and the 2019-20
Scholarship Reader Form (Appendix K).

Recommendations:

30. Review the instructions provided to Reviewers. Consider the following during this

review:

=  When Reviewers are brought in for a group event staff needs to remind them not to
discuss the pros and cons of any of the applicants.

= Reviewers should not make any marks on the applications.

= Reviewers should be reminded to stick to predetermine evaluation criteria.

= An applicant’s score should not be affected if he/she mentions that they have already
received another scholarship.

Observation:

The Scholarship Reader Form is designed to capture the scores of the Reviewers and to allow
staff to track how many Reviewers have scored an application. While this is helpful, it can also
have undue influence on the scores subsequent readers will award an applicant.

Recommendation:

31. Reviewers should not be allowed to see the scores made by other Reviewers. The
Scholarship Reader Form should be revised to prevent this from occurring.

Scoring Matrix Values

Observation:

The Consultant noted that a student’s EFC is not considered part of the awarding process.
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Recommendations:

32. As mentioned earlier in this report the Foundation/Administration needs to review this
issue and determine if the EFC should be added to the review process. If this addition
occurs, the scoring matrix will need to be revised.

Observation:

It was noted that the Scoring Matrix contains a section regarding the applicant’s use of
‘Punctuation, Spelling/Grammar, Capitalization’. It appears that this element has the same range
of point value as each of the other elements. There was concern expressed by several
interviewees about the potential point value of this element.

Recommendation:

33. The Foundation/Administration should review the point Rubric to determine if all
elements should have the same weight, or if some elements should have more weight
than others.

Observation:

The application contains questions regarding high school extracurricular activities, NIACC
activities and athletic participation. While the application asks for information regarding
volunteer work it does not ask for community or civic group involvement.

34. The Foundation/Administration should review the Scholarship Application questions to
determine if the questions are bias towards younger, non-working students receiving
awards. If this is proven, perhaps a different scoring matrix for older students should be
considered.

35. Add