American Academy McAllister Institute of
Funeral Service, Inc.

Student Location Policy

Purpose

The purpose of this policy is to establish procedures for determining, documenting, and
maintaining the accurate physical location of students enrolled in distance education
courses and programs. Accurate student location information supports compliance with
state authorization requirements, federal regulations, accreditation standards, and
institutional reporting obligations.

Policy Statement

The institution shall collect and maintain each student's physical location at the time of
enrollment and require students to notify the institution whenever their physical location
changes during enrollment. The institution will use the student's reported physical location
to determine applicable state licensing requirements.

This policy applies to:
e Allstudents

e All staff members who are responsible for admissions, registration, student records,
financial aid, advising, and compliance.

Student Responsibilities
Students are responsible for:

1. Providing accurate physical location information during the admissions or
registration process.

2. Certifying the accuracy of their reported location.
3. Updating their physical location

4. Understanding that failure to provide accurate location information may affect
professional licensure.

Institutional Responsibilities

The institution will:



1. Collect each student's physical location at admission and/or registration.
2. Maintain location records in the Student Information System.
3. Verify student location when required for compliance purposes.
4. Monitor changes in state authorization requirements.
5. Notify students if their location affects potential licensure concerns.
Procedures
Initial Collection

Student physical location will be collected through the application, admissions and
registration process.

Annual Verification

Students will verify their physical location at least once each academic year during the
registration process, which occurs three times per year.

Changes in Location

Students who relocate during enrollment must update their physical location through their
academic coordinators.

Institutional Review

The administration will review reported locations to determine professional licensure
requirements or concerns.

Compliance

The institution will maintain procedures consistent with applicable federal regulations,
accreditation standards, state authorization requirements, and institutional policies
regarding student records and privacy.

Failure to provide accurate location information may result in:

e Restrictions on enrollment in distance education courses where potential licensure
concerns exist.

Confidentiality

Student location information shall be maintained as part of the student's educational
record and handled in accordance with applicable privacy laws and institutional records
policies.



Responsible Office

AAMI's administration, in collaboration with the Admissions Team, Registrar, and Academic

Coordinators are the parties responsible for compliance.

Review Cycle

This policy shall be reviewed annually as required by changes in federal regulations,
accreditation standards, or state authorization requirements.



