Ravenna Financial Aid

7 Financial Aid Setup Mistakes & How to Avoid Them

Introduction

Financial aid season is one of the most important and sensitive times of the year for private
schools. Families depend on clear communication and fair, consistent decisions, while schools
need processes that support both efficiency and flexibility.

Unfortunately, small setup issues can create significant challenges later in the cycle.
Inconsistent award decisions, unclear expectations, and communication breakdowns can
increase administrative workload and erode family confidence.

Use this guide to identify common financial aid process gaps and ensure your team is
prepared for a smooth awarding season.
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Mistake #1: Applying Different Standards Across Reviewers

When multiple staff members review applications, differences in interpretation can lead to inconsistent
award recommendations.

Why It Matters How to Avoid It

Families expect fairness. Inconsistent decisions « Establish clear awarding guidelines before
can create confusion, increase appeals, and review begins.

make it difficult to defend awarding decisions. + Document policies and decision criteria.

« Conduct calibration sessions with reviewers
to ensure alignment.

Mistake #2: Waiting Too Long to Review Policies

Financial aid policies often evolve over time. Without an annual review, outdated criteria and exceptions
can create unintended inconsistencies.

Why It Matters How to Avoid It
Policies that no longer align with school priorities « Review policies before awarding season begins.
can impact enrolliment goals and family trust. «  Confirm eligibility requirements and deadlines.

«  Ensure all stakeholders understand current guidelines.

Mistake #3: Creating Too Many Manual Workarounds

Spreadsheets, email chains, and disconnected processes increase the risk of errors and missed information.

Why It Matters How to Avoid It
Manual processes consume staff time and make « Centralize application and review workflows.
it harder to maintain consistency. « Reduce duplicate data entry whenever possible.

+ Standardize processes across your team.

Mistake #4: Failing to Define an Exception Process

Every school encounters unique family circumstances. Without a documented process, exceptional cases
may be handled inconsistently.

Why It Matters How to Avoid It
Exceptions should be thoughtful—not arbitrary. « Establish criteria for special reviews.
« Document decisions and rationale.
« Create a consistent approval process for exceptions.
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Mistake #5: Sending Unclear Family Communications

Families often have questions about requirements, timelines, and next steps.

Why It Matters How to Avoid It
Confusing communication leads to more calls, «  Review all family-facing communications.
emails, and frustration for both families and staff. « Clearly outline deadlines and required documents.

« Provide consistent messaging throughout the process.

Mistake #6: Overlooking Reviewer Access and Permissions

As staff responsibilities change, system access can become outdated.

Why It Matters How to Avoid It
Incorrect permissions may expose sensitive « Audit user permissions annually.
information or create workflow bottlenecks. «  Confirm reviewers have appropriate access.

*  Remove unnecessary permissions promptly.

Mistake #7: Skipping a Final Process Audit

Many schools move directly into awarding season without validating their workflows.

Why It Matters How to Avoid It
Small issues become larger problems once Perform a final readiness review:
applications begin moving through the process. . Test application workflows.

« Verify communication templates.

«  Confirm reviewer assignments.

* Review timelines and deadlines.

« Validate reporting and tracking processes.

Final Thoughts

The most successful financial aid seasons are from having clear Ready to Strengthen
policies, consistent processes, and the right tools in place before Your Financial Aid
application reviews begin. Process?

Taking time now to address common setup issues can help your team
reduce administrative burden, improve consistency, and create a
better experience for families throughout the financial aid process.

With Ravenna Financial Aid®, schools standardize financial aid reviews, Learn More
streamline workflows, and support consistent awarding decisions.
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