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Horace Mann School Student Assistance Fund 
Guidelines 

  
The Student Assistance Fund (SAF) was created allow every Horace Mann student an equal opportunity to 

excel within the Horace Mann community and beyond.  No student should be at a disadvantage because of economic 
standing.  The SAF serves as a resource to supplement other sources of funding available to students.  Any cost, 
either directly or indirectly related to Horace Mann, and not included in the financial aid budget may be considered 
by the SAF.  The SAF’s goal is to allow all students at Horace Mann a complete experience, both within and beyond 
the classroom. Inquiries about the SAF should be directed to Mrs. Lisa Moreira, Director of Institutional Research & 
Enrollment Management. 

 
I. Eligibility 

1.  Eligibility is not restricted to those on financial aid. 
2.  Eligibility decisions are made by the Director of Institutional Research & Enrollment Management, the 

Associate Director of Admissions & Diversity Associate, the Assistant Director of Financial Aid, and other 
members of the administration who may participate (referred to henceforth as “the SAF Administrative 
Committee.”) 

3.  In reaching an eligibility decision, the SAF Administrative Committee may inquire about the financial 
situation of a student not currently on financial aid and his/her family.  Before applying, students must make their 
parents aware of the possibility of an inquiry, and parents must be willing to discuss the situation. 
 
II. Applications 

1.  Applications may be picked up in the Admissions Office in Spence Cottage. 
2.  Each application will contain a short essay question (One or two paragraphs) allowing the student to 

explain his/her need for the money and how the money can benefit the student.  In addition the application will 
include personal history questions about past experiences with the activity or club for which money is being 
requested. 

3.  Applications and inquiries will be dealt with exclusively by the SAF Administrative Committee.  
Faculty Advisors of the activities involved may be contacted for information and input.   

4.  Applications and individual information should not be directed towards the student representatives of 
the SAF.  These students do not know the names of individuals applying, are not involved with the decision process 
and do not have access to any financial information. 

5.  Applications should be completed and returned to the SAF Administrative Committee no later than two 
weeks (10 school days) prior to the date that the money will be needed.  

6.  Students who have extenuating circumstances or just learn of their need for money with less than two 
weeks notice will not be penalized and will be evaluated in the same manner as all other applicants, but those 
extenuating circumstances must be outlined in a supplementary letter, and must be confirmed by a Faculty Advisor. 

7.  The SAF Administrative Committee will try to evaluate but can not guarantee a thorough evaluation for 
students who submit late applications without valid extenuating circumstances.  On-time applications take 
precedence and late applications may be subject to a partial or complete loss of funds. 
 
III. Uses of Money 
 1.  Club trips, outings (including hotel, conference fees, and food), related supplemental conferences i.e. 
journalism conferences, or other school related activities. 
 2.  Athletic equipment and/or team/ organization uniforms. 
 3.  Class trips/school events 
 4.  The SAF will not fund optional student trips that are not associated with clubs or school organizations.  
The SAF may give lower priority to requests for assistance with events and trips where a student’s participation is 
not essential to the performance of the group. 
 5.  The SAF’s goal is to allow all members of Horace Mann to experience HM life as completely as 
possible.  The above list does not include all events which may merit funding.  Any need for money that does not 
include the direct academic cost of attending the school (i.e. books, test fees, supplies) may be requested.   Requests 
for academic needs should be directed to the Financial Aid Committee. 
 6.  Due to currently limited funding, the SAF will not fund international travel.   
 7.  The SAF Administrative Committee makes all decisions as to which claims may receive funding and 
which claims do not.  All decisions are final. 
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IV. Evaluation Process 
 1.  Verification of student’s financial situation.  The SAF Administrative Committee will evaluate whether 
the student applicant meets the financial criteria. 
 2.  Evaluation of student’s commitment and past experiences with the organization.  The SAF 
Administrative Committee may evaluate the student’s past experiences with other organizations. 
 3.  Students must be aware that in an attempt to evaluate the student’s past performance in an organization, 
the SAF Administrative Committee may contact the faculty advisor to the organization for which the student is 
requesting money.  That is the only member of the faculty whom the SAF Administrative Committee may consult.  
Under no circumstances are the student leaders or members of the organizations contacted, and faculty advisors will 
be advised not to discuss the matter with the students.  The student may choose to have another faculty member who 
is familiar with his/her situation or need contact the SAF Administrative Committee on her/his behalf. 
 4.  The SAF Administrative Committee will also consider the application statement. 
 5.  The SAF Administrative Committee may also consider the number of past requests the applicant has 
made. 
 6.  The SAF Administrative Committee will not consider the number of SAF requests for a particular 
activity.  Each student will be evaluated individually and without regard to others applying for the same activity. 
 
V.  Distribution of Budget 
 1.  The total SAF budget will be divided among the three trimesters of the academic year based upon past 
fund usage and distribution. 
 2.  Any money not used at the end of the first trimester will be divided equally between the second and 
third trimesters. 
 3.  Any money not used at the end of the second trimester will be added to the third trimester’s funds. 
 4.  Any money not used at the end of the academic year will be added to the SAF budget of the next school 
year and therefore be divided equally among the three trimesters. 
 5.  Any money raised or acquired during the course of the year will be divided equally among the 
remaining trimesters, including the trimester during which the money was acquired. 
 6.  Money may not be transferred between trimesters in an attempt to replenish one trimester’s budget that 
could not accommodate all requests.  Money will always move in a “forward” direction (fall, winter, spring) and 
will never move in the reverse direction. 
 7.  The SAF Administrative Committee has the right to alter the distribution of the budget if there is a 
statistically higher amount of money requested during any trimester. 
 8.  When special donations are made and restricted to particular needs or events, those specific amounts 
will be allotted as requested, separate from the guidelines above.   
 
VI. Distribution of Funds 
 1.  Based upon our current budget, the fund limit per year, per student is $1000.  In addition, the fund will 
not grant more than $700 per student for any one activity or event. These limits will be evaluated on an annual basis 
and may be increased or decreased annually based upon the availability of funds. 
 2.  Our long term goal for the fund will be to remove the limit completely such that all appropriate requests 
can be funded. 
 3.  Money will be awarded per individual request.  Clubs may not apply for a “lump sum” to cover several 
students. 
 4.  The SAF serves as a supplement to funds already provided through club, department, and other school 
budgets.  Applicants are expected to participate in any previously organized fund raising efforts and to investigate 
other possible sources of money before requesting large sums of money from the SAF.  The SAF Administrative 
Committee will also compile a listing of other available funds in order to ensure that students are taking advantage 
of every possible opportunity.  Faculty Advisors may be requested to provide detail in this area. 
 5.  The SAF will not accept applications or distribute money retroactively.  As stated in section II, 5 
applications must be completed two weeks in advance.  Any applications that are submitted after money has been 
spent will not be considered. 
 6.  All applications are assessed individually and applicants may be granted up to 100% of the cost of an 
activity.  Other cases may be awarded as little as 10% of the cost.  Students must re-apply every year or every 
trimester to continue funding a particular event.  The SAF can not guarantee support for each subsequent request.  
The SAF Committee makes the final decision. 
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 7.  The SAF does not have a set yearly budget, and therefore requests may be judged differently each year.  
The SAF Administrative Committee will not decide eligibility or the amount of money granted based upon past 
decisions.  Decisions will be based on the amount of money in the fund during a particular year. 
 8.  The SAF can only estimate the number of requests and the amount of money that will be requested 
during the course of a trimester.  In the event that an unexpected number of requests is received towards the end of a 
trimester, the SAF will try to distribute money as fairly as possible, but requests will be reviewed on a first come 
first served basis.  The SAF therefore suggests that all applications be submitted as early as possible. 
 9.  After funds have been distributed, the SAF Administrative Committee reserves the right to contact the 
student or club advisor to verify appropriate use of the funds. 
 
 VII. Notification of Decisions 
 1.  Students will be notified as soon as the SAF Administrative Committee reaches a decision. 
 2.  If, for logistical reasons, a student must know the decisions by a specific date, it is the responsibility of 
the student to clearly state that date on the application. 
 4.  Any money awarded will be sent by mail to the recipient in the form of a check, will be transferred to an 
existing Horace Mann subaccount, or will be paid to a requesting organization if proper documentation is provided. 
 5.  Any student who would prefer to receive money in the form of cash must clearly state this on the 
application and provide a reason; an attempt will be made to accommodate reasonable requests. 
 6.  Any student whose request is denied will receive confirmation of the SAF Administrative Committee’s 
rationale; this reason may (and will often) include insufficient funds available, the student having exceeded his or 
her fund limit, an application submitted for an ineligible activity, or an application submitted past the deadline. 
 
VIII. Student Representatives Committee 

In some years, based upon student involvement and program need, a Student Representatives Committee 
will function as noted below. 

The chair of the SAF Student Representatives Committee will be picked at the end of the previous school 
year. An application, written by the chair and the SAF Administrative Committee, will be sent out to the student 
body in mid-September. The chair and the SAF Administrative Committee will pick representatives for the Student 
Representatives Committee. The Student Representatives Committee will have between five to ten students. 
 
Student representatives will have the following responsibilities: 

1. Review SAF guidelines and application on a yearly basis. Update or make necessary changes to the 
guidelines. Any changes must be approved by the SAF Administrative Committee and are subject to further 
administrative approval. 

2. Review previous year’s budget and expenditures. The SAF Administrative Committee will release 
general information such as the budget and expenditures for student representatives to analyze. Representatives will 
report back to the SAF Student Representatives Committee on the distribution and usage of the budget. When the 
SAF Administrative Committee releases budgetary information all names and other personal information will be 
withheld and remain strictly confidential. If noting participation in a particular activity would make it possible to 
identify an individual student, the SAF Administrative Committee will identify those requests in general terms only. 
In all cases, maintaining the confidentiality of Financial Aid information will be our top priority. 

3. Report to the student body about the SAF, through meetings with club leaders, team captains and the 
Community Council once a trimester. Student representatives are also responsible for making the student body, new 
students in particular, aware of SAF. The SAF Administrative Committee is responsible for making sure that new 
parents are aware of SAF. 

4. The chair of the Student Representatives Committee should send an email once a trimester to the HM 
Upper Division, reminding students about the SAF and encouraging them to use it as a resource.  

5. Coordinate student fund raising efforts. All money raised will be added to the SAF annual budget or to 
the Lynne and Lizzie Koch ’05 Student Assistance Sunshine Fund Endowment 

6. Student representatives will not be involved in any requests and will direct any individual inquires 
directed to them to the SAF Administrative Committee. Student representatives may not respond to questions about 
a particular student’s specific request. Student representatives may only respond and discuss the program in general 
terms. If asked specific questions, student representatives should tell the student to bring questions to the SAF 
Administrative Committee.  
 
    


