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Institution Eligibility
The PT-TAP for Non-degree Workforce Development program is limited by NYS statute to a
SUNY or CUNY community college or a SUNY public agricultural and technical college, which

e Islocated in New York State;

o Is approved by the State Education Department of New York to offer undergraduate
degrees

o Participates in the New York State’s Tuition Assistance Program (TAP) and Part-time TAP
program

o Offers approved non-degree workforce development credential programs

e Provides listing of programs that meet the criteria for the program. Programs may be
updated per semester.

o Programs that directly lead to employment or advancement in a significant
industry as defined by the Department of Labor.

Student Eligibility

To be eligible for a PT-TAP for Non-degree Workforce Development program, a student must:

e Be alegal resident of NYS and have resided in NYS for 12 continuous months prior to
enrolling in the program or be qualified as a non-NYS resident under the NYS DREAM
Act

e Be a United States citizen or eligible noncitizen or be qualified under the Senator Jose
Peralta New York State DREAM Act (NYS DREAM Act)

e Be enrolled as a part-time student taking the equivalent of one to eleven credits,
applicable per semester at a participating college located in New York State

o Be accepted for admission in an approved non-degree workforce development eligible
program listed here:



https://www.hesc.ny.gov/pay-for-college/apply-for-financial-aid/nys-tap.html#horizontalTab2
https://www.hesc.ny.gov/dream/

o https://www.laguardia.edu/ce/career-skills-training/certified-medical-
administrative-assistant-cmaa/
o https://www.kbcc.cuny.edu/ce/tap-for-workforce.html
o https://www.suny.edu/attend/find-a-suny-program/tap-programs/
Be charged at least $200 tuition per year
Not have exhausted Tuition Assistance Program (TAP) eligibility
Meet income eligibility requirements
Be in compliance with the terms of any service condition imposed by a NYS award and
Not be in default on a federal or State student loan or on any repayment of state awards

Note:

e A student is not required to have a high school diploma, equivalent, or passing score
on an ability-to-benefit test in order to be eligible for an award.

e A student enrolled as nonmatriculated in an approved non-degree workforce
development program is not required to meet the 15-week requirement to be
eligible.

e A student does not need to meet the requirement to be a first-time freshman in
2006 and thereafter.

Participating SUNY Community Colleges

School Name School Code
Adirondack 2000
Broome 2025
Cayuga 2005
Clinton 2036
Columbia-Greene 2038
Corning 2042
Dutchess 2053
Erie 2065
Finger Lakes 2256
Fulton Montgomery 2240
Genesee 2252
Herkimer 2254
Hudson Valley 2080
Jamestown 2085
Jefferson 2220
Mohawk Valley 2105
Monroe 2180
Nassau 2113
Niagara 2215
North Country 2258
Orange 2125

Rockland 2147


https://www.laguardia.edu/ce/career-skills-training/certified-medical-administrative-assistant-cmaa/
https://www.laguardia.edu/ce/career-skills-training/certified-medical-administrative-assistant-cmaa/
https://www.kbcc.cuny.edu/ce/tap-for-workforce.html
https://www.suny.edu/attend/find-a-suny-program/tap-programs/

Schenectady 2243

Sullivan 2225
Tompkins Cortland 2260
Ulster 2230

Participating SUNY University Colleges of Technology

Canton 3010
Cobleskill 3015
Delhi 3020
Farmingdale 3025
Morrisville 3030

Participating CUNY Community Colleges

Kingsborough Community College 1402
LaGuardia Community College 1403

Citizenship and Residency

Non-degree TAP applicants follow the same requirements for citizenship and residency as
matriculated students. Students will be considered to have fulfilled the citizenship requirement if
they meet citizenship requirements for federal programs.

Students who do not meet the eligibility requirements for citizenship or NYS residency may be
eligible under the Dream Act. For more details on Dream Act eligibility, visit NYS Higher
Education Services Corporation - NYS TAP

Student Application Process

For the Spring 2023-24 semester, students will complete a 2023-24 FAFSA and TAP application.
Students should select the school code for their college. Prior to applying, applicants need to
review the eligible programs to ensure their program of study is an allowable program.

Applications will go through the same edits as all other TAP applicants, including IVP, residency,
and citizenship.

Once the application is approved, a full-time award will be calculated using the school’s full-time
tuition as listed on the HESC college table. (This is currently how Part-time TAP awards are
handled)

The student information will be provided on the Student Status Listing (SSL) to the schools.


https://www.hesc.ny.gov/pay-for-college/apply-for-financial-aid/nys-tap.html#horizontalTab2
https://www.hesc.ny.gov/pay-for-college/apply-for-financial-aid/nys-tap.html#horizontalTab2

Schools will be responsible for the following:

1. Identify if the program is credit based or clock hours.
a. If clock hours, school will need to convert the hours to credit hours prior to
certification.
2. Determine actual tuition to be updated at certification.
3. Set payment terms
a. Does the program fit in a fall and/or spring term?
i. If so, disbursement date will follow the regular TAP schedule.
b. Does it cross multiple terms?
i. If the program length falls in multiple terms, schools will determine which
term the award payment will occur.
c. Isit longer than one year?
i. Student must file a FAFSA for both years and awards will be assessed
based on term of program.
4. Disbursement dates
i. Disbursements will be no earlier than the date allowable for regular TAP
payments.

Students appearing on a TAP Payment Roster are calculated with a full-time TAP award. PT-TAP
awards are recalculated after a school identifies part-time students when certifying its roster.
There will be an indicator to identify they are in an approved non-degree program.

View Student Record

- 24
Date of Birth: CD:
Address:

4

Marital Status:
Spouse SSN/Last Name:
Spouse ISIR SSN Match Code:

NYS Resident: 1 - RESIDENT FOR ENTIRE ACADEMIC YEAR -
APPLICATION

Reported Citizenship: 1 - UNITED STATES CITIZEN
Verified Citizen: 1 - UNITED STATES CITIZEN
Loan Default Status: 0 - NOT IN LOAN DEFAULT
Loan Default Date
VIAC Indicator: 0 - NO VIAC RECORD
VIAC Letter Status:
Refund Status: 0 - NO REFUND ACCOUNT
TAP Refund
Refund Reduction: 0 - DO NOT REDUCE APPLICANT'S AWARD
Roster Suspension: 0 - ALLOW STUDENT TO APPEAR ON A ROSTER
Schol. Min. Flag: 0 - TAP REQUESTED
Leave Status: S - SCHOLARSHIP REVOKED

Marital Status Date: 01/0001

Dreamer Type:

Default Amount : $0.00
Number in College (FT): 1

Leave Reason: 0 - OTHER THAN MILITARY LEAVE
TAP Requested: 0 - TAP REQUESTED
Correspondence Code:
Denial Code:
Muttiple Year Module:
Points Update: 01/19/2023

Program of Study

Opportunity Program: 2 - NO

“Youth in Care: 2 - NO
FIS Claim: 2 - NO

S Year Program: 2 - NO
Non-Degree TAP: 1- YES

ISR Date: 01/01/0001
Excelsior/ETA Income Verification Status:
Excelsior/ETA Household Federal AGL
Excelsior/ETA Income Verification Date:

Parent 1 SSN/Name:
Parent 1 ISIR SSN Match Code:

Parental Information

Application Date: 01/26/2023

Financial Independence 2022 2023 2024
Residence With Parents: 1-YES 1-YES
Tax Dependent of Parents: 2-NO 2-NO
Parental Assistance: 1-YES 1-YES
Veteran Status: 0 - 'NO' OR BLANK ANSWER ON APPLICATION
+ G & S Income Data __Year: 2023 - 24
FAFSA AGI Verification Application AGI Verification
Parent's Income: S0 0 $42,943 4
Parent's Exemp: 0 0 2 4
Applicant's Income: S0 ) $20,562 4
Applicant Exemp: 0 0 0 s




*+ G & S Payment Data  Year: 2023 - 24
Summer Winter
College Code:
Student ID:
Previous Update Date:
Update Date:

Grant or Scholarship Type: 0
Tuition: $  0.00 $2,736.00
$ 000 $ 000
s 000 s 000
s 000 $ 000
Refund Deductions: $  0.00 $ 0.0
TAPAward: §  0.00 $ 47550
Scholarship Award: $  0.00 $ 000
CVICPFIVA Award: $  0.00 $ 0.0
0 0f
0 0
0 1
0 0
0 1
0 5

0.00 $2,736.00
0.00
0.00
0.00

SUNY/CUNY Tuition Credit: $
Educational Expenses: S
Other Benefits: $
0.00 $
0.00 $

0.00 $ 0.00
0.00 S
Roster Number: 0
RA Number: 0
Pay Status: 0
Roster Reason: 0
Reaward Code: 1
5

P=I=1
S
E=I=1
=

P
OO0 000 W®Y YV G B ®

Level: E]

Enroliment Status: 1-YES _
Non-Degree TAP: FT FT
TAP Points: 0.0 6.0 0.0 6.0
Scholarship Points: 0.0 0.0 0.0 0.0
VA Points: 0.0 0.0 0.0 0.0
CVICPF Points: 0.0 0.0 0.0 0.0
APTS Points: 0.0 0.0 0.0 0.0

Print

* top of page

For more information see Working_with View Student Record.

Satisfactory Academic Process (SAP)

Satisfactory academic progress for students in hondegree workforce credential programs is
measured by whether they have attained a minimum GPA in a given percentage of credits
necessary to the program they are enrolled in, rather than a set number of credits.

For students enrolled in programs whose terms are organized by semesters, the required
number of credits students must have completed before each payment can be certified shall be
the product of the minimum credit percentage indicated for that payment and the total number
of credits in the program.

Before Being

Certified for
This Payment

Minimum Credit

0% 10% 25% 45% 65% 85%
Percentage

With At Least
This Grade 0 1.3 1.5 1.8 2.0 2.0
Point Average



For students enrolled in programs whose terms are organized by trimesters, the required
number of credits students must have completed before each payment can be certified shall be
the product of the minimum credit percentage indicated for that payment and the total number
of credits in the program.

Before Being

Certified for This
Payment

Minimum Credit

0% 3% 10% 23% 37%
Percentage
With At Least
This Grade Point 0 1.0 1.3 1.5 1.5

Average

Before Being

Certified for This
Payment

Minimum Credit

50% 63% 77% 90%
Percentage
With At Least
This Grade Point 1.8 2.0 2.0 2.0

Average

Assessment for SAP will be determined at the end of each term of the academic year.

Students who lose good academic standing will have any further payments suspended until the
student is restored to good academic standing by either:

e Making SAP towards completion of their program’s academic requirements.
e Establishing evidence of their ability to successfully complete the approved program.



Certification

Students appearing on a TAP Payment Roster are calculated with a full-time TAP award. PT-TAP
awards are recalculated after a school identifies part-time students and reports the number of
credits or credit equivalent when certifying its roster.

Certification must be completed online on the HESC website or for Spring 2024, manually using
instructions below for students with 1-2 credits. Schools must wait until the appropriate
disbursement date to begin certification.

Go to “View/submit Pending TAP Certification” transactions to certify.
There will be a check box above the certification information indicating:
“Check here if student is in an approved non-degree part-time TAP program.”

Schools must certify using the actual tuition, number of credits (system will only pay for 3-11
credits), other benefits, and program length. For students who are taking 1-2 credits, this will
be a manual process and HESC staff will certify on the school’s behalf. A certification
spreadsheet will be provided to schools. The certification spreadsheet updated and sent via
HESC webfile transfer as a HE9970- manual certification spreadsheet.

Roster Data Transaction Data
Certification Status [ELIGIBLE -~

Tuition: $2664.00 |

Other Benefits: 50.00 [ |
Enroliment Status: FT

Academic Waiver: WAIVER NOT USED v

5 year Program: NOT ENROLLED IN A 5-YR PROGRAM ~

Maximum Scholarship Amount:

[

[

[
Educational Expenses: 50.00 [ |
Is Student Eligible for Part-time TAP? [

Online certification fields to complete:

+ Identify student as non-degree at certification
* Check box similar to ADA

« Add actual tuition based on credits and program
* Need to update the tuition as this reflects FT tuition
« Enter the actual part-time tuition



» Certification status completed- same as PT TAP

» Certification codes 1 through 3 are valid codes used when certifying a part-time
award.
+ Code 1= eligible
+ Code 2 = TAP- no scholarship
+ Code 3 — Withdrawn with Tuition Liability
+ Do not use certification code 5 (not full time) as this will not allow payment

» Other benefits- include any awards used for tuition only such as employer tuition
reimbursement, certain VA benefits

» Enrollment Status
» Please indicate the actual number of credits enrolled in
+ Eligible for 3-11 credits
* Manual process for 1-2 credits
* Do not use PT (part time) code

+ Certification submitted

» HESC calculates Part-time TAP award based on reported credits and actual tuition
« Remittance Advice (RA) and Student Status listing (SSL) reflect updated award

+ Single payment made after certification

» Award and accounting listed on RA and accounting reports

Payment Award Determination

Certification submitted

HESC calculates Part-time TAP award based on reported credits and actual tuition
Remittance Advice (RA) and Student Status listing (SSL) reflect updated award
Single payment made after certification

Award and accounting listed on RA and accounting reports

A PT-TAP award cannot exceed tuition charges.

Award payments to colleges for students in nondegree workforce credential programs will
always be made as a single payment after certification, rather than being split into installments.

Part-time Credits

Semester Schools
Partial payment will be made for students taking 1-11 credits as indicated in the charts below:



Points Accrual for Part-time TAP Payments - Semester Schools

1 8.33% 5
2 16.67% 1.0
3 25.00% 1.5
4 33.34% 2
5 41.67% 2.5
6 50.00% 3
7 58.34% 3.5
8 66.67% 4
9 75.00% 4.5
10 83.34% 5
11 91.67% 5.5

Trimester Schools
Partial payment will be made for students taking 4-7 credits as shown below:

Points Accrual for Part-time TAP Payments - Trimester Schools

4 50.00% 2
5 62.50% 2.5
6 75.00% 3
7 87.50% 3.5

Reporting
Eligible students will be identified on the Student Status Listing (SSL), certification roster, and
the remittance advice (RA).

A non-degree TAP indicator will be added to the SSL for schools to identify this population. For
the certification, HESC is asking schools to certify online at the HESC website at this time.
There will be an indicator for the non-degree population similar to ADA certification to bypass
edits that are not applicable for this group. A non-degree TAP indicator will be displayed on the
remittance advices (RA) as well. HESC will develop reports for non-degree students in
the near future.



School Responsibilities

Campuses will update SUNY/CUNY with any requested new programs for a term.
o Requests should be made at least 30 days prior to the start date to allow for
program review eligibility.
o An updated spreadsheet with newly approved programs as well as
updates/deletions will be sent to HESC for final review.
o SUNY/CUNY maintain course offerings and HESC will link to programs.

Campuses must update non-degree TAP recipients with a student ID once enrolled in an
approved program.

o Provide electronic file with student ID or update online on HESC web.

o Dream Act applicants must provide student ID as part of application process.

Prior to the start of the term, school will provide HESC a list of non-degree TAP
recipients to update the HESC system as non-degree TAP recipients. Spreadsheet will
be provided by HESC for schools to complete and return with student information.
o File to be sent to HESC as a HE9971 Non-degree TAP student information form
using the secure webfile transfer process.

Schools will certify awards online at HESC at appropriate time.
o Must meet eligibility
o Certify part-time

Once certification processed, post student account with award.





