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Return Of Title IV Funds Policy For Students Receiving U.S. Financial Aid (R2T4 Policy)
1
Overview
The following policy relates to the principles and procedures for the handling of the return of Title IV Refunds under the Federal Family Educational Loan Programme FFELP.

This policy is designed in compliance with the requirements set out by the US Department of Education and relates to students who withdraw from, or otherwise curtail, their studies part way through an academic year for which they have Federal Stafford, Parent PLUS or Federal PLUS loans.

U.S. Federal regulations require the return of Title IV funds where a student in receipt of U.S. Financial Aid terminates their studies before the end of a payment period or period of enrolment.

The regulations require the University to calculate the portion of Title IV aid earned by the student at the date the student ceased attendance. The University is then required to complete a return calculation for any such student and return the funds as appropriate. This policy outlines the York St John University’s procedures for calculating the student’s date of withdrawal, completing the return calculation and returning funds.

2
Determining the Date of Withdrawal
2.1
Process a Student Must Follow to Withdraw
The University publishes online the process that a student should follow to withdraw from their studies. This information (along with a withdrawal form) is found on the University’s website at www.yorksj.ac.uk/studentpolicies. The official withdrawal form should be returned to Registry.
Study terminations are approved and processed by the above offices and notification is given to the Graduate Schools and Undergraduate Office’s in order for the student’s record to be updated. The Graduate School and Undergraduate Office notify the Financial Aid Officer of withdrawals affecting students that have Federal Stafford or Federal PLUS or whose parents have Parent PLUS loans.

2.2
Determining the Date of Withdrawal When Official Notification is Given

The withdrawal date is calculated as the date the student began the formal withdrawal process. The date that the student began the formal withdrawal process is defined as when the relevant office received the leaver’s form.
Where the student provides notification (written or oral) of withdrawal other than the appropriate leaver’s form, the date that the notification was communicated to the relevant office will be considered the date of withdrawal. 
Withdrawal dates are calculated from the point of notification where notification is given.  

2.3
Determining the Date of Withdrawal When Official Notification is Not Given

When no notification is received from the student the withdrawal date is the date that the student ceased attendance due to an unforeseeable event, where such an event exists, or where no such event exists, the midpoint of the payment period, or the last date of an academically related activity in which the student participated. 

Students present themselves to collect their cheques from the Finance Office. On presentation Finance Office staff verify that the student concerned is registered and is in attendance at the University. Uncollected cheques are reviewed and used as a secondary measure to aid identification of students who withdraw without notification. 

Withdrawal dates are calculated within 30 days of the earlier of the end of the payment period, the academic year or the student’s educational programme.

3
Determining the Proportion of Earned and Unearned Funds

The University uses payment periods to determine the proportion of earned and unearned funds. The total number of days completed is divided by the total number of days in the payment period to determine the proportion of earned and unearned funds.
Where the earned proportion is less than 60% a return calculation is completed and the unearned funds returned. Where the earned proportion is more than 60% a return calculation is completed but no return of funds is made.

4
Completion of the Return Calculation
York St John University courses are credit-hour courses, therefore a credit-hour programme return is completed, and returned to the relevant lender. The lender is asked to confirm the account to which the return funds should be made.

5
Notification of the Return to the Student

Once the withdrawal date has been confirmed and the return calculation completed written notification of the return is given to the student. 

6
Making the Return to Lenders

On confirmation of the account payee a cheque is drawn in US Dollars for return of unearned funds to the lender.

7
Example of Calculation

A student withdraws on 19th October 2008 midway through a payment period that began on 1st October 2008 and ends on 31st December 2008. Nineteen days out of a possible 92 days within the payment period were completed by the student, 20.7% of the days available.

The student has earned 20.7% of their Title IV funds and 79.3% of the Title IV funds are unearned.  

8
Providing Information to Students

Information of the R2T4 Policy is available to students on request

Students are notified via our Institutional Stafford Loans webpage that details of our R2T4 Policy are available on request

9
York St John University Refunds Policy
Students should request a refund in writing, stating the reason for their request, from the Finance Office. Refunds can be considered in the following circumstances and by following the stated procedures. All refund requests are considered checked and processed by the Finance Office.

9.1
Withdrawal From a Course
· Student/Sponsor must request the refund

· Withdrawal date has to be on SITS

· Accommodation charges adjusted accordingly within SAM

· SAAR file has been downloaded and credit is on the account.

9.2
Leave of Absence 

· Student/Sponsor has to request refund

· Leave of Absence date is on SITS

· Accommodation charges adjusted accordingly within SAM

9.3
Overpayment of Fees 

· Has the student enrolled?

· Has student got a bona fide reason for requiring a refund?

· Has evidence been obtained from the Faculty supporting reason for refund?

· Was the original payment made in cash?

· Who paid the original amount?

· Stringent checking of all the above

· 4- 8 weeks before refund processed (unless student has paid maintenance in error directly to the University then each case would be dealt with individually).

9.4
Other Reasons for a Refund
(Accommodation Compensation/Change of Status/Reduction in Fees)

· Documentary evidence/authorisation from relevant Department/Section/Office

· SITS record updated

10
Individuals/Offices Relevant to this Policy
	Office
	Responsibility

	Registry
	Office Responsible for R2T4 Policy

	Faculty Administration Offices

Student Support Offices
	Receive notifications of withdrawal, determine withdrawal date, notify relevant Offices

	Finance Office
	Refund students in line with York St John University Institutional Refunds Policy

Pursue any outstanding payments due from student

	Finance Office
	Arrange any return payments to student
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