
Department Name: 

Director/Manager:   

Section 1: Mission, Goals, and Objectives 

a. Provide your department’s mission statement

b. Goal Matrix for FY2021
Complete the matrix below with your Goals and Objectives for FY2021.

Major goal and/or objective 1:  

Related strategic objective:    N/A 

Timeline to achieve goal/objective: Status (ongoing, completed, or date of anticipated completion): 

Performance indicator: Assistance needed in order to complete goal or objective: 

Analysis of Results and Implications: (Describe what analysis of the results indicates and provide any other relevant information.) 

GREAT FALLS COLLEGE MSU 
2021 Administrative Program Review 

All fields have a max character count, which range from 100-750 characters. 
Please be concise with your answers. 



Major goal and/or objective 2: 

Related strategic objective:    N/A 

Timeline to achieve goal/objective: Status (ongoing, completed, or date of anticipated completion): 

Performance indicator: Assistance needed in order to complete goal or objective: 

Analysis of Results and Implications: (Describe what analysis of the results indicates and provide any other relevant information.) 

Major goal and/or objective 3: 

Related strategic objective:    N/A 

Timeline to achieve goal/objective: Status (ongoing, completed, or date of anticipated completion): 

Performance indicator: Assistance needed in order to complete goal or objective: 

Analysis of Results and Implications: (Describe what analysis of the results indicates and provide any other relevant information.) 



c. Goal matrix for FY2122
Complete the matrix below for your goals for FY2122:

Major goal and/or objective 1: 

Related strategic objective:    N/A 

Timeline to achieve goal/objective: Status (ongoing, completed, or date of anticipated completion): 

Performance indicator: Assistance needed in order to complete goal or objective: 

Analysis of Results and Implications: (Describe what analysis of the results indicates and provide any other relevant information.) 

Major goal and/or objective 2: 

Related strategic objective:    N/A 

Timeline to achieve goal/objective: Status (ongoing, completed, or date of anticipated completion): 

Performance indicator: Assistance needed in order to complete goal or objective: 

Analysis of Results and Implications: (Describe what analysis of the results indicates and provide any other relevant information.) 



Major goal and/or objective 3: 

Related strategic objective:    N/A 

Timeline to achieve goal/objective: Status (ongoing, completed, or date of anticipated completion): 

Performance indicator: Assistance needed in order to complete goal or objective: 

Analysis of Results and Implications: (Describe what analysis of the results indicates and provide any other relevant information.) 

d. Primary Duties and Objectives
Describe your department’s primary duties and objectives

e. Mission, Vision, Values and Strategic Plan alignment
Describe how your department goals and objectives tie to the College’s mission.

f. Improvements
Concerning mission, goals, duties and objectives, please describe any improvements that need to be addressed.



Section 2: Policies and Procedures 

a. Internal Procedures
Describe the process for creating internal desk manuals for your department.  Who makes them, and how are they updated?  Where are they located so that all
employees in the department can access them?  How often are they updated?

Section 3: Resource Adequacy 
a. Current Staffing
Please complete the department organizational table. Please add a table for each employee. Use additional paper if needed.

Employee Name: Position/Title: 
FTE: Years in Position: Highest Education Level: 
Functions of Position: 

Employee Name: Position/Title: 
FTE: Years in Position: Highest Education Level: 
Functions of Position: 

b. Updating Policies/Procedures
Describe the process for creating institutional policies/procedures specific to your department.  Who creates them, and how are they updated?



Employee Name: Position/Title: 
FTE: Years in Position: Highest Education Level: 
Functions of Position: 

b. Staffing Needs
Please discuss any critical staffing needs and any plans for staffing.

c. Professional Development & Campus Involvement
Provide evidence of professional development activity and employee engagement (e.g., participation in trainings, leadership or service on campus committees)
by members of this department.

Employee Name Professional Development Activities



Section 4: Organization Context and Impact 

a. Collaboration
Please list the other departments your department interacts with on a regular basis and the nature of those interactions.

b. Dependencies
Describe any dependencies your department has on other College personnel, departments, or divisions. Discuss any improvements that could be made to those
functional relationships.

c. New Collaboration
Discuss any relationships that do not currently exist but that would be helpful in reaching your department’s goals and objectives.



Section 5: Communication and Stakeholder Feedback 

a. Primary Customers/Stakeholders
Who are your primary customers? (Internal & external)

b. Communication
Please describe your methods of communication with customers/stakeholders (postal mail; phone calls; University website or other Internet presence, such as
Facebook, Twitter, etc.).

c. Decision Making Support
Please discuss any client satisfaction data (from surveys, focus groups, etc.) or performance data (from activity logs, reports, etc.) your department receives and
uses to support decision-making.



Section 6: Budget and Efficiencies 

(Program budget from Budget Office here) 

a. Changes in Revenue and Expenses
Please explain any changes to your budget – shortfalls or loss of revenue.

b. Improved Efficiency
How has your department improved its efficiency? What are the impacts of these efforts?



Section 7: Successes/Strengths and Challenges 

a. Successes/Strengths
Please describe any successes/strengths of your department from this past year.

b. Resource Needs
Is your department currently in need of resources, such as space, equipment, additional funds, and personnel? Explain your answer.

c. Challenges
Please describe the greatest challenges faced by your department from this past year.



341060  Financial Aid Office 2018 Budget 2018 Actuals 2019 Budget 2019 Actuals 2020 Budget 2020 Actuals 2021 Budget 2021 Actuals 2022 Budget
Salaries & Benefits 224,694 224,925 227,966 233,854 224,132 226,261 229,016 228,303 221,284
Contracted Services 2,500 1,186 2,500 1,456 2,300 904 1,800 772 1,800
Supplies 1,600 799 1,300 2,319 1,300 627 1,300 957 1,300
Communication 5,750 4,886 7,300 2,342 5,800 3,806 4,800 3,938 4,800
Travel 1,450 680 1,450 910 1,450 709 1,450 0 1,450
Maintenance 785 785 785 1,785 785 785 1,885 2,085 785
Other 1,590 1,686 1,245 1,721 1,775 1,260 1,750 1,337 1,775
Total 238,369 234,947 242,546 244,387 237,542 234,352 242,001 237,392 233,194
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	Performance indicator: Staff are trained and cross trained within the department on key roles to include packaging and R2T4, as well as general areas related to financial aid regulations.  Staff participated in overall skills training. 
	Performance indicator_2: Created, learned, and refined processes to implement CARES Act regulations, responded within regulations of other COVID-19 generated programs/rules/exceptions.
	Performance indicator_3: 
	Mission Statement: The mission of the Financial Aid office at Great Falls College MSU is to deliver financial resources which provide access and choice to students who without such assistance would not be able to attend an institute of higher learning.
	Status: ongoing
	Department Name: Financial Aid
	Director Name: Leah Habel
	Duties/Objectives: Administer federal and state student aid funds, Administer internal scholarships and process external scholarships,  Administer Veterans Benefits, Complete required reporting and funds management, Maintain federal Program Participation Agreement
	Mission/Vision: The Financial Aid Office COVID response goals directly tie to the College's mission, by providing students with the resources to pay their college costs.  Indirectly, our training goals allow us to maintain compliance with federal and state regulations insuring the College and the academic programs offered remain eligible for federal and state funding. 
	Improvements: The stated goals address needed improvements, or at least current attention within the financial aid office.  We are continually working toward greater efficiency and understanding as we navigate changing federal regulations and well as campus and/or state initiatives and how to support those initiatives within the boundaries of federal financial aid. 
	Policies/Procedures: Office staff have instructions/procedures for various duties within their role descriptions.  These written procedures are kept on the financial aid shares drive and often in desk manuals used by individual staff.  Updates to the instructions occur as needed to address changes in regulation, procedure, or Banner processing.  Updates are usually made by the staff member performing that particular duty, with assistance/overview by the director.  Federal regulations require the financial aid office to have an internal "Policy and Procedure Manual" within the department.  The manual is updated and maintained by the financial aid director. 
	FTE1: 1
	FTE2: 1
	Employee Name1: Leah Habel
	Employee Name2: Victoria Bull
	PositionTitle1: Director
	PositionTitle2: Financial Aid Specialist II
	Years in Position1: 17
	Years in Position2: 5
	Highest Education Level1: Bachelors
	Highest Education Level2: Bachelors
	Functions of Position1: Compliance with regulations, supervises staff, provides leadership, completes federal and state reporting, reviews Satisfactory Academic Progress, manages scholarships, maintains Banner forms settings, packages aid, reviews appeals and special consideration requests. Monitors enrollment changes by reviewing add/drop/withdrawal in all parts of terms to disburse aid accordingly. Processes 1-2 Free for dual enrollment. Manages all Department of Education COVID response related to financial aid and/or emergency grants.
	Functions of Position2: Veteran benefits certifying official, TA/MyCAA contact, work study, creates/maintains forms and website, packages aid, consults with students, parents, VA. 
	Employee Name3: Jan Hergesheimer .75 fte/ Amie Kenczka 1 fte
	PositionTitle3: Financial Aid Specialist II/ Financial Aid Specialist  I
	FTE3: 
	Years in Position3: 7
	Highest Education Level3: Bachelors
	Functions of Position3: Jan (.75 fte/7 yrs) Packaging aid, scholarship processing, revisions of aid, check credit monitoring, student loan processing, entrance/exit counseling, return of title IV funds, processes tribal funding, default prevention

Amie (1 fte/ 1.5 months) Front line service, document management, pre-screening, bookstore charging, consortium agreements, maintains website content, forms, and office supplies,provides support to office staff.
	Staffing Needs: The number of staff is sufficient at this time.  As 8 Week Advantage continues, we have discovered that the amount of monitoring and manual processing has increased substantially.  If enrollments grow substantially I would like to explore the option of increasing our .75 FTE to a full time role. 

There are very few functions within the office that are not mandated and we must maintain administration capability by federal regulation, so there is very little room for reduction of resources.  While we collaborate with other offices on campus to streamline as much as possible, due to federal separation of duties rules, the ability to share resources with other departments is limited.  
	Collaboration: The Financial Aid office collaborates with Admissions, Registrar’s office, IR, Advising and Career Center, Student Accounts, and Business Office.  Additionally, the Veterans Coordinator collaborates with the Veterans Center.   Collaboration with these departments is critical to daily tasks and delivery of aid.  Adding/dropping of courses, academic plans, billing and payment of aid, are a few examples.
	Dependencies: The collaboration described above is reiterated here as a dependency.  We depend on these departments to provide information, complete their tasks timely so that we can respond with student aid effects, etc.  Our work is often interlaced, with one action in a department having a ripple effect for our students.  I believe we work well together and together often work to improve our processes for our own departments and the student experience as a whole.  One recent example is related to billing for Veteran/Military benefits.  Victoria works regularly with Kayla in Student Accounts and with systems that Kellie in Records keeps updated to keep the flow of funding balanced coming from the Department of Veterans Affairs and Department of Defense
	New Collaboration: Continuing reaching out to other schools within the state to explore how they may be handling administrating a similar structure to our 8 Week Advantage, VA benefit certification requirements, and other topics related to the delivery of financial aid.  This happens as things arise, we value our relationships at other schools for help as needed. 
	Customers: Students and their families, faculty and staff, OCHE and the Department of Education (reporting)
	Communication: postal mail, phone calls, email, Banner Web MyInfo, face to face.
	Decision Making: In the past we have used results from the SENSE, CCSE surveys to get an idea of customer satisfaction, but those are no longer used.  We have not done a focus group or survey for several years because most often, our decisions in the financial aid office are driven by federal regulation. 
	Changes: While the FAO has not seen budget shortfalls in the last few years, we have seen significant "savings" by not being able to travel due to COVID.  Most conferences are virtual now.  Additionally, outreach to area schools for FAFSA completion assistance has moved to virtual offerings to keep spending down, as well as continue safety for staff not only related to COVID considerations, but also travel during evening hours, with potential inclement weather. 
	Efficiency: The department continues to use resources to automate as much as possible to use Banner effectively.  We communicate with students electronically to save costs of printing and postage.  Our forms are fillable and available on-line, which decreases printing costs as well.  We will be implementing text communication for occasional information "pushes" related to financial aid, to hopefully encourage timely FAFSA applications which will, in turn, increase efficiencies with getting student aid packages out to students sooner. 
	Success/Strenghts: Strengths include being able to capitalize on virtual conferences.  My staff were able to attend far more sessions that we would in a normal year due to the on-line format and vastly reduced costs.  I am also very proud of our campus response to the HEERF challenges.  We work well together, and because of that we were able to be responsive and get those funds into students’ hands. Overall, we kept up with our “normal” work while shouldering additional work, and we continued to serve students in what was a very weird year due to COVID.  The flexibility of the financial aid team to learn and implement so many "flexibilities", and changes to our work is pretty amazing.    
	Resource Needs: In general, no.  Staff has adjusted to the demands of delivering aid in the 8-week module environment.  More than support in the form of additional resources, our department would just ask for continued support at the current level.  While we are functioning well, any decrease in staffing would be impossible.  
	Challenges: COVID-19 and the multiple congressional responses over the last 18 or more months lent many opportunities for stress and frustration.  Keeping up with MANY changes to guidance, navigating our institutional interpretations and plans, monitoring OTHER institutional plans and opinions from all over the country to compare and make sure we were doing things correctly is a big weight that we have carried over the last year plus, and still carry. The addition of all of these considerations on top of the normal work to keep aid delivery functioning as "normal" was our biggest challenge.  It is ongoing, but we are managing it well. 
	EmployeeNamePD1: Leah Habel
	PD1: Various campus committees, MSU finaid Banner team, Annual conferences for MASFAA, RMASFAA.  FSA training. Various NASFAA/ED virtual trainings.  Campus trainings as offered.
	EmployeeNamePD2: Jan Hergesheimer
	EmployeeNamePD3: Victoria Bull
	EmployeeNamePD4: Amie Kenczka
	EmployeeNamePD5: 
	EmployeeNamePD6: 
	EmployeeNamePD7: 
	PD2: Annual conferences for MASFAA, RMASFAA.  FSA training. Various NASFAA/ED virtual trainings.  Campus trainings as offered.
	PD3: VA trainings regularly. Annual conferences for MASFAA, RMASFAA.  FSA training. Various NASFAA/ED virtual trainings.  Campus trainings as offered.
	PD4: Annual conferences for MASFAA, RMASFAA.  FSA training. Various NASFAA/ED virtual trainings as needed.  Campus trainings as offered.
	PD5: 
	PD6: 
	PD7: 
	Analysis of Results_3: 
	Analysis of Results: 1)Staff  attended trainings offered in-house. We attended the Excel training(s), the front line customer service training, and the fraud training with Oceane’s area
2) All staff took advantage of virtual financial aid conferences.  We attended RMASFAA, FSA, and MASFAA
3) Cross training on packaging and R2T4 did not get completed, mostly due to remote work during the busiest packing time, and upcoming changes to R2T4 in modules.  

Goals were set in the spring of 20 in anticipation of "being done" with COVID interruption.  As we continued to work from home until August, and then navigated further COVID implications
throughout the year, priorities on training shifted as COVID flexibilities in financial aid took precedence.


	Analysis of Results_2: 1)  Navigated CARES regulations, spent funding, complete reporting.
2) Continued to manage and respond to CRRSA and ARPA that came later in the year.

As the pandemic continues, the financial aid office is still in the midst of responding to many changes to regulations in the forms of Higher Education Emergency funding as well as regular aid processing new rules, exceptions to old rules, and various other allowances due to COVID.  The volume of work to manage the overall response in relation to aid has been a major focus and will continue.


	Status_2: CARES completed, response to continued efforts ongoing
	Status_3: 
	Timeline: through 6/30/2021
	GoalObjective:  Departmental Training
	Assistance Needed: none
	GoalObjective2: Navigate CARES Act response to COVID-19
	Timeline2: June 30, 2021
	Assistance Needed_2: collaboration with various entities on/off campus
	GoalObjective3: 
	Timeline3: 
	Assistance Needed_3: 
	FY1920GoalObjective: Departmental Training
	FY1920 Timeline: 6/30/2022
	FY1920 Status: ongoing
	FY1920 Performance indicator: at least two staff besides director trained to perform packaging duties.  One additional staff trained as backup to R2T4 processing.
	FY1920 Assistance Needed: none
	FY1920 Anaylsis of Results: continue to train and cross train staff within the department due to interruption of these goals due to COVID-19 redirect of priorities and regulation changes.  Specifically, packaging and R2T4 cross training
	FY1920GoalObjective2: COVID-19 response
	FY1920GoalObjective3: 
	FY1920 Timeline2: 6/30/2022 
	FY1920 Timeline3: 
	FY1920 Status2: ongoing
	FY1920 Status3: 
	FY1920 Performance indicator2: The financial aid office stayed current with any guidance and rules related to the Department of Education response to the pandemic and managed the college's actions accordingly.
	FY1920 Performance indicator3: 
	FY1920 Assistance Needed2: collaboration with other entities on campus and off for required planning
	FY1920 Assistance Needed3: 
	FY1920 Anaylsis of Results2: Create, learn, and refine processes to implement continued COVID-19 generated regulations/responses as pandemic continues and GFC is still in the process of managing HEERF funding for 2nd and 3rd rounds of funding (CRSSA and ARP).  Regulations surrounding regular aid processes such as verification, return of funds, SAP, Professional Judgment, and others are still in flux and we must be responsive as directives from the US Department of Education adjust. 
	FY1920 Anaylsis of Results3: 


