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Reason for Procedure

National Archives and Records Administration, Code of Federal Regulations 34 CFR 68.43(a)(5)(v) states
institutions must disclose educational programs designed to meet educational requirements for a
specific professional license or certification that is required for employment in an occupation or
advertised as meeting such requirements. The following disclosures are required to comply with 34 CFR
668.43(a)(5)(v):

General Disclosures:

e List all professional licensure programs on the institution’s website with state determinations.

e Professional licensure programs must state, the program leads to or is advertised to lead to
professional licensure on the program’s webpage.

Direct disclosures to students:
e Send disclosure to students whose location is not lowa AND have an activated professional
licensure program prior to enrollment.

e Send disclosure to students who are enrolled in a professional licensure program and their
location is a state where there has been a determination change within 14 calendar days.
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The Procedure

Filler For the purpose of professional licensure disclosure compliance, Kirkwood determines:

e Astudent’s location as the state listed in the permanent address. In instances where a student’s
location is not a U.S. state or territory, their location will be considered the state of lowa. A
student is enrolled when they have an activated program of study AND are registered for classes
in the current or following term.

Student addresses are collected from the application for admission. Students can update their address at
any time through the MyHub student portal. Students are asked to confirm their address through the
reapplication for admission/major change request.

Direct Student Disclosures

Enrollment Services runs a weekly report identifying students in a professional licensure program whose
location is a U.S. state other than lowa or a U.S. territory. Identified students are sent a disclosure to
their Kirkwood student email through Colleague. Documentation of these direct disclosures is stored in
Colleague.

Every spring, Institutional Effectiveness notifies academic deans to review professional licensure
programs and state determinations. If a change in state determination is identified, Institutional
Effectiveness notifies IT to update the report used by Enrollment Services to send direct disclosures
through Colleague to students in the professional licensure program whose location is the state or
territory that had a change in determination within 14 calendar days of the determination change.
Documentation of these direct disclosures is stored in Colleague.

Web Disclosures

Institutional Effectiveness notifies Marketing if there are changes in professional licensure programs and
state determinations. Marketing will update Kirkwood’s Professional Licensure Disclosure and individual
program websites accordingly.

Definitions
Activated Program: PROGRAM ON FILE THAT HAS AN ACTIVE STATUS.

Enrolled Student: A STUDENT WHO HAS AN ACTIVATED PROGRAM AND IS REGISTERED FOR CLASSES IN THE CURRENT OR
FOLLOWING SEMESTER.

Permanent Address: THE ADDRESS STUDENTS WOULD USE ON THEIR TAX RETURN AND WHERE THEIR DIPLOMA CAN BE
MAILED WHEN THEY GRADUATE. FOR STUDENTS LIVING AWAY FROM HOME, THIS IS
WHERE THEIR PARENTS LIVE.
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Professional Licensure Program: A PROGRAM THAT LEADS TO PROFESSIONAL LICENSURE OR CERTIFICATION THAT IS
REQUIRED FOR EMPLOYMENT IN AN OCCUPATION, OR IS ADVERTISED AS MEETING SUCH REQUIREMENTS.

State Determination: THE DESIGNATION GIVEN TO EACH U.S. STATE OR TERRITORY IDENTIFYING IF THE PROGRAM’S
CURRICULUM MEETS, DOES NOT MEET, OR HAS NOT BEEN DETERMINED TO MEET STATE OR TERRITORY LICENSURE OR
CERTIFICATION REQUIREMENTS.

Student Location: THE U.S. STATE OR TERRITORY LISTED IN THE STUDENT’S PERMANENT ADDRESS. IF THE STUDENT’S
PERMANENT ADDRESS IS NOT A U.S. STATE OR TERRITORY, THEIR LOCATION WILL BE DETERMINED AS [OWA.

* STUDENT LOCATION DETERMINATION IS NOT THE SAME AS RESIDENCY STATUS. FOR QUESTIONS ON RESIDENCY STATUS,
VIEW THE RESIDENCY POLICIES ON https://www.kirkwood.edu/get-started/enrollment/policies

Resources

Code of Federal Regulations
Kirkwood'’s Licensure and Certification Disclosure Website
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