Return to Title IV (R2T4)

A student is subject to Return to Title IV (R2T4) under the following conditions:

The student is a Title IV grant and/or loan recipient AND
The student does not complete any credits in a payment period (term).

A student is exempt from Return to Title IV process under the following conditions:

The student was awarded Oregon Opportunity Grant only.

The student received Title IV funds and never began attendance in any class are not subject the Return to
Title IV funds calculation. However, 100% of Title IV funds must be returned and the student is
responsible to repay OCCC for those funds returned.

The student has completed at least one class within the period of enrollment, but has dropped other
classes. This is treated as a change in enrollment status rather than a complete withdrawal. If the student
received a Pell Grant disbursement and the dropped class(es) were never attended (i.e. late starting or
module class dropped before class start date, or no show per instructor) and the change in enrollment
status reduces Pell Grant eligibility, we are required to recalculate Pell Grant eligibility and return the
difference to the Department of Education.

If the student received a Federal Direct Loan and the dropped class(es) were never attended (i.e. late
starting or module class dropped before class start date, or no show per instructor) and the change in
enrollment status results in less than half time enrollment, no return of Direct Loan Funds is

required. Similarly, if the student received the Oregon Opportunity Grant, OSAC does not require return
of funds for dropped classes.

Notification of change in enrollment status is reported by the Associate Dean of Academic Affairs and the
Office of the Registrar throughout the term.

The return of funds as a result of the Return to Title IV calculation process must occur within 45 days after
the date OCCC determines the student has withdrawn or received all non-passing grades. In order to
meet these Federal guidelines, OCCC makes every reasonable effort to process complete withdrawals
within two weeks after the date of withdrawal and within 30 days of the date the grades are posted for
students with all non-passing grades.

OCCC must return Title IV funds to the programs from which the student received aid during the
payment period or period of enroliment as applicable, in the following order, up to the net amount
disbursed from each source:

Federal Direct Unsubsidized Loan
Federal Direct Subsidized Loan
Federal PLUS Loan

Federal Pell Grant



Withdrawal Date

OCCC is not required to take attendance for Title IV purposes. Since OCCC is not required to take
attendance, the definition of withdrawal date is as follows:

Complete withdrawal: The date of the last course dropped for which a W grade was received (beyond the
refund period).

Unofficial withdrawal: The last date of attendance established by the instructor for classes in which all
non-passing grades are received, or the midpoint if no last date of attendance has been recorded, or if
the student earned zero credits and there is a combination of non-passing grades and withdrawals, the
last date of the combination of non-passing grades and withdrawals.

The definition of the date OCCC determined (became aware) the student withdrew:

Complete withdrawal initiated by the student: Date of last withdrawal
Complete administrative withdrawal: Date of administrative withdrawal
Unofficial withdrawal (all non-passing grades): Date the grades are posted at the end of the term.

Faculty members are responsible for:

Submitting first week attendance for each student on the class roster indicating a “P” or "A."
Submitting a last date of attendance on the grade roster for any student being assigned a non-passing
grade.

The decision to rescind a student’s withdrawal and allow re-registration is made by the Associate Dean of
Academic Affairs and the Office of the Registrar. If the student subsequently ceases attendance, receives

all non-passing grades, or withdraws, the Return to Title IV process will be completed in accordance with

current policy.

Leave of absence (LOA) policy is not applicable to OCCC.
Withdrawal Process

OCCC does not have an official withdrawal process. The student is responsible for dropping classes via
the on-line registration system on the student portal. Classes dropped after the 100% refund period will
be designated with a “W" withdrawal grade. The refund period varies based on the length of the course.

The Dean of Students or other administrative official may make an administrative decision to approve an
administrative withdrawal of the student.

Students who have questions or need assistance in withdrawing from classes should contact their
academic advisor.

The Associate Dean of Academic Affairs and the Office of the Registrar is responsible for sending
enrollment data, including withdrawals to the National Clearinghouse. Reporting is done three times each
term.

Roles and Responsibilities



Associate Dean of Academic Affairs and the Office of the Registrar

The Associate Dean of Academic Affairs and the Office of the Registrar reports enrollment status changes
to NSLDS throughout the term.

Financial Aid Office

At OCCC, the Financial Aid Office has the primary responsibility for managing and processing Return of
Title IV Funds and will work in collaboration with its third-party servicer to ensure these tasks are
managed appropriately, including the following:

e Maintain and update policies and procedures

e Identify students who have completely withdrawn or unofficially withdrawn (received all non-passing
grades)

o Calculate Return to Title IV Funds, post-withdrawal disbursements, and overpayments of financial aid
funds

e Reverse appropriate funds from student’'s OCCC student account as required

e Communicate with students regarding return of funds, instructions and referral to Student Account
Services to make arrangements for payment, and post-withdrawal disbursement options, if applicable

e Document and maintain student file

e Transmit disbursement records to and from COD

e Determine if overpayment exists and refer overpayments to ED when appropriate

Finance Office

The Finance Office has the primary responsibility of managing the return of funds in a timely manner to
the appropriate Title IV programs through the G-5 system.

Student Accounts Office

The Student Accounts Office has the primary responsibility for the following in relation to the Return of
Title IV funds:

e Maintain system accounting and fund codes including identification of institutional charges

e Communicate with student regarding amount student owes and consequences of non-payment,
including referral to collections and State Department of Revenue

e Receive and post funds paid to OCCC by students for Return of Title IV Funds or other reversals of
financial aid funds

e Make decisions about student requests to make satisfactory arrangements to pay OCCC for financial
aid funds owed

e Maintain appropriate holds on students’ records

e Monitor stale dated refund checks or undeliverable funds

e Communicate with the Financial Aid Office and OCCC's third party servicer to reverse and return funds
to Title IV programs when appropriate



