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What Is ADEA DHCAS? 
The American Dental Education Association Dental Hygiene Centralized Application Service 
(ADEA DHCAS) is the online application for applicants who wish to become dental hygienists, 
or those who are already licensed hygienists and would like to continue their education. 
Applicants complete one application which is used to apply for multiple programs. ADEA 
DHCAS applicants can search for participating programs by using the ADEA DHCAS Search 
Engine (programpages.dhcas.org/search). Applicants may search by institution name, program 
type, or the state where the program is located.  
 
The ADEA DHCAS is cycle is open from November through August each year. Applicants can 
only open one application per cycle.  
 
It is the applicant’s responsibility to read, understand and follow all ADEA DHCAS and 
program-specific instructions. 
 
Applicants can begin an application by visiting dhcas.liaisoncas.com. To complete the 
application, an applicant must complete five sections: Program Selections, Personal 
Information, Academic History, Supporting Information, and Program Materials. 
 

Creating and Managing Your ADEA DHCAS Account 
 
Account Basics 
When creating an account, consider the following: 

• Create only one account per application cycle to avoid processing delays and 
difficulties.  Duplicate accounts and any documents associated with those accounts are 
deleted. See below for information for the difference between new account and 
reapplicant processes. 

• For your own security, do not share your password or account information with anyone. 
• Usernames and passwords are case-sensitive. 

 
New Applicants 
Applicants applying to ADEA DHCAS for the first time should click on the “Create New 
Account” button.  Applicants will be asked to provide basic information including name, 
contact information, and account information, as well as agreeing to the ADEA DHCAS Terms 
and Conditions. Applicants must select at least one program to continue to the application; 
programs may be added or removed prior to submission. 
 
Applicants Who Previously Applied to ADEA DHCAS 
Applicants who applied to ADEA DHCAS in the previous application cycle and are re-applying 
for the current admissions cycle are eligible to have some of their application information 
carried forward. 
 
To apply as a re-applicant to ADEA DHCAS: 

• Do not create a new account. Review profile information. 
• Enter in the e-mail address and password for the account used in the most recent 

application cycle. 

https://dhcas.liaisoncas.com/applicant-ux/#/login
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• When prompted, select between beginning a new application or carrying forward 
information provided in the previous cycle. The decision to copy application data 
cannot be changed once selected. If applicant chooses to proceed with a new 
application, data from previous application cycle will be removed and the applicant will 
have to proceed with a blank application. 

• If opting to bring information forward, select which pieces of information to carry 
forward.  Note that unselected items will not carry over and cannot be recovered. 

• Application sections that can be carried forward include data entered in the Personal 
Information section, all Academic History information including previously entered 
coursework and any transcripts received, and data entered in the Supporting 
Information section.  Letters of evaluation, essays, payments, and program specific 
information cannot be copied into a new application. Applicant can update coursework 
information to reflect courses taken or degrees obtained since the previous cycle. 

• A review of all information being carried forward is required, and updates to this 
information are allowed. It can take up to 24 hours for the copying process to be 
completed and applicants will receive a message once the process is complete. 

 

Program Selection 
Each applicant must select at least one program on the “Add Program” page. Applicants can 
apply to only one (1) program type at a time, selecting between applications for certificate, 
entry level, degree completion, or graduate programs. It is recommended that the applicant 
add all programs he or she intends to apply to when the account is created.  Following are 
descriptions of the different program types: 
 

• Certificate: These programs offer a post-degree certificate in dental hygiene for licensed 
dental hygienists who have graduated from a Commission on Dental Accreditation 
(CODA) accredited dental hygiene Association program.  

• Entry Level: These programs offer either a certificate or an Associates, Bachelors, or 
Post-baccalaureate degree in dental hygiene for those who are interested in becoming a 
dental hygienist and looking to start their dental hygiene education.  

• Degree Completion: These programs offer a bachelor’s degree in dental hygiene for 
licensed dental hygienists who have graduated from a Commission on Dental 
Accreditation (CODA) accredited dental hygiene Associate’s program. 

• Graduate: These programs offer a master’s degree in dental hygiene for licensed dental 
hygienists who have graduated from a CODA-accredited dental hygiene program. 

 
Adding Program Designations 
The “Add Program” tab contains a list of all programs participating in ADEA DHCAS in the 
selected program type, and can be filtered by school, program type, or location.  Using the full 
program list, applicants can apply to any available program by clicking the blue plus sign next 
to the program name, or remove any designated programs prior to submitting the application 
for that program by clicking the “Undo” button under the program name.  Additional available 
programs can be added at any time by returning to this page, using the “Add Program” tab at 
the top of the application dashboard. 
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Paying for and Submitting Applications 
The “Submit Application” tab displays all selected programs and the associated application 
fees. Applicants can only make limited changes after their application has been submitted, so 
they are advised to review the application prior to submission. The application can be 
submitted prior to required documents being received by ADEA DHCAS. Applicants ready to 
submit can do so using this page by clicking the “Pay and Submit this Program” button beneath 
the program name. Submitting an application is the first step of the process; required 
documents must be submitted prior to the dental hygiene programs review of the application. 
 
Monitoring Application Status  
The “Check Status” tab allows applicants to check on the status of each dental hygiene 
education program application that they have submitted, as well as the receipt status of their 
official transcripts and letters of evaluation. Applicants are responsible for monitoring the status 
of their applications and following up with ADEA DHCAS on any missing documents. 
 
Application statuses include the following: 

• In-Progress: The application has not yet been submitted for this program, and the 
program is not able to view application materials or information. 

• Received: The application for this program has been submitted and ADEA DHCAS fees 
for this program have been paid, but the application is missing one or more required 
documents.  The selected program can view the application materials, but will not 
consider the application complete until all required materials are received by ADEA 
DHCAS. 

• Complete: All required materials have been received and the application is in line for 
verification. 

 All required official transcripts must be received and posted to ADEA 
DHCAS. 

 Any letters of reference required by the dental hygiene programs must 
be complete and submitted to ADEA DHCAS; and the application and all 
application fees must be submitted electronically to ADEA DHCAS 

• Verified: The application coursework has been processed, if required, and provided to 
the selected program. 

• Undelivered: An error was found in the application and it has been returned for 
correction. Once corrections have been made, the application must be resubmitted for 
processing to continue. 

 
Only ADEA DHCAS application statuses are provided. ADEA DHCAS will notify applicants if 
there is a problem with the application, or if incomplete or unofficial transcripts have been 
received. In addition, applicants will be notified via e-mail when official transcripts or letters of 
evaluation are received, and when the application is submitted and processed.  It is vital for 
applicants to proactively check the status of their documents and applications to avoid delays. 
Once an application is complete for a designated program, no further updates on the 
admissions status of the application will be provided by ADEA DHCAS.  
 
All admissions decisions will be provided directly to an applicant by the program. ADEA 
DHCAS makes no determination on the eligibility of an applicant for a program, nor does ADEA 
DHCAS have any influence over any dental hygiene program’s admissions status of an 
applicant. Questions regarding offers of admissions should be directed to each individual 
program. 
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Personal Information 
This section includes biographic information, personal contact information, and background 
information. 
 
Release Statements 
 
Pre-submission Release: By agreeing to this, the designated programs will receive the 
applicant’s name and email address prior to submission. This enables designated programs to 
communicate with applicants directly prior to submitting the application. 
 
Code of Conduct: All applicants are required to agree to the ADEA Code of Conduct in order 
to submit an application. It is important to understand and abide by these principals during the 
application process.  To view the full text, click here or type the following web address into your 
browser: 
http://www.adea.org/GoDental/Application_Prep/ADEA_CAS_Release_Statement_and_Code_of_Condu
ct.aspx.aspx 
 
Biographic, Contact, and Citizenship Information 
Collected information includes alternate name, gender, birth information, current and 
permanent addresses, email most often checked by the applicant, phone number, citizenship 
status, residency information, and visa information, if applicable. 
 
Race and Ethnicity (Optional) 
Collected information includes ethnicity and race, gender and other identifying information 
(answers about ethnicity and race are optional). 
 
Other Information 
Collected information includes disclosure of legal and academic or professional disciplinary 
actions, DENTPIN®, previous enrollment in a dental hygiene program, information about 
previous ADEA DHCAS applications, and relatives in the dental profession. 
 
DENTPIN®  
A DENTPIN is a unique identification number that is used instead of the social security number. 
DENTPINs are assigned by the American Dental Association. For more information or to obtain 
a DENTPIN, please visit: http://www.ada.org/en/education-careers/dentpin. 
 

Academic History 
This section includes secondary (high) schools and college data as well as specific coursework. 
Many portions of this section are required for all applicants.  
 
High Schools Attended 
Applicants must list their high school name and location, along with graduation information.  
Some programs may require an applicant to submit an official high school transcript to ADEA 
DHCAS. Please see the “Program Materials” section of the application to determine if the 

http://www.adea.org/GoDental/Application_Prep/ADEA_CAS_Release_Statement_and_Code_of_Conduct.aspx.aspx
http://www.ada.org/en/education-careers/dentpin
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program selected requires these transcripts.  If a high school transcript is required, a transcript 
request form will be made available, and should be mailed along with an official copy of the 
transcript to ADEA DHCAS.  Applications for programs requiring a high school transcript will 
not become complete until the transcript has been received.  Applicants with a GED should 
contact ADEA DHCAS customer service for more information.  
 
Colleges Attended 
This section requires all undergraduate, graduate and professional institutions an applicant 
attended or is currently attending to be listed, including dates of attendance and graduation 
information. Each institution attended should only be listed once on the application, regardless 
of any gaps in attendance or the number of degrees received from the institution. 
 
Institutions must be listed on the application even if the courses completed were transferred to 
another institution. This includes non-degree programs, courses taken at a community college, 
and courses taken as part of a dual-enrollment program during high school, if college credit was 
received. 
 
Adding an Institution 
To add an institution, type the full name of the institution and select the official name of the 
college from the drop-down list, making sure to search for all possible formats of the institution 
name. If the institution does not appear in the list after typing the full name, select “Can’t find 
your school?”  Please note: if the name of the institution includes a specific campus, a hyphen 
may be needed after the name of the school before the campus name to bring the institution 
up on the list.  Also, if the school name includes abbreviations such as “St.” for Saint, a period 
may be needed at the end of the abbreviation. 
 
Complete the instructions for adding degrees, dates, term types and coursework. For more 
information on completing these steps, please follow the detailed instructions linked within 
ADEA DHCAS. 
 
Sending Official Transcripts 
 
Programs have the option of requesting official or unofficial post-secondary transcripts. 
Depending on the programs selected, the applicant will be prompted to add either or both. 
 
If the Program Requires Official Transcripts: 
For each college entered, click the Download Transcript Request Form button to download and 
print a transcript matching form. Provide this form to the college's Registrar’s Office so that they 
can send an official transcript to ADEA DHCAS.  
 
Note that if the applicant attended a foreign college – and depending on the program's 
requirements – the applicant may be required to send a WES Foreign Transcript Evaluation.  
 
If the Program Requires Unofficial Transcripts: 
For each college entered, click the Upload Transcript button and upload any associated 
transcripts. 
 
If the Program Doesn't Require Transcripts to be Submitted Through ADEA DHCAS: 
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Some programs choose this option when they want your transcripts mailed directory to their 
office. Double-check the program's requirements to determine if you need to send your 
transcripts by mail. 
 
 
Please send all transcripts to: 
ADEA DHCAS Transcript Processing Center 
P.O. Box 9129 
Watertown, MA 02471 
 
Disclaimer: ADEA DHCAS is not responsible for any materials lost in the mail or delays caused 
by the Registrar’s Office. Express or certified mail does not guarantee faster processing or 
receipt. 
 
Electronic Transcripts 
ADEA DHCAS accepts transcripts sent electronically from Credential Solutions and Parchment 
only.   
 

• A list of institutions using Credential Solutions can be obtained by clicking here. 
• A list of institutions using Parchment service can be obtained by clicking here. 

 
If you attended an institution that participates in one of these services, please click here to have 
a transcript sent to ADEA DHCAS. Once requested, it will take 7-10 business days for the 
transcript to show as received on ADEA DHCAS. 
 
Transcript Entry and Review 
 
Programs have different requirements for transcript entry. For example, some programs may 
require entering all coursework, some may require entering only prerequisite coursework, and 
others might not require that you enter any coursework. To view each program's transcript 
requirements, visit the Program Requirements section of the application's Transcript Entry 
page. 
 
If the Program Requires Full Transcript Entry 
 
Enter all the coursework completed at any college or university attended. Note the following: 
 
Reporting coursework accurately is the applicant’s responsibility. Since credit values, grade 
values, and course subjects vary widely from school to school, programs need some type of 
standardization so they can accurately compare applicants. This standardization is achieved by 
using coursework to create a standard set of GPAs, ensuring applicants are compared to other 
applicants fairly and equally.  
 
Complete the Colleges Attended section before entering courses. Report all courses on all 
transcripts, not just prerequisites. Applicants should include withdrawn courses, repeated 
courses, ungraded labs, test credits, gym courses, orientations or other non-graded courses. 
Use official copies of your transcripts. Coursework must exactly match your official transcripts; 
don't use an unofficial version, like a printout from your school's website. List your courses 

https://www.credentials-inc.com/cgi-bin/dvcgitp.pgm?ALUMTROLIAISN
https://www.parchment.com/all-schools/
http://www.transcriptsplus.net/order
http://www.transcriptsplus.net/order
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under the correct term, year, and class level. Department prefixes and course numbers must 
precisely match those on the transcripts. 
 
Enter courses under the institution where the course was originally taken, exactly as they appear 
on the original school's transcript. Don't list courses under the school in which the credits were 
transferred.  
 
ADEA DHCAS will verify coursework entry for accuracy, and the application will be returned if 
there are any inconsistencies, which may result in delays in submitting your application. 
 
If Your Program Requires Transcript Entry for Prerequisites Only 
 
Entering prerequisite coursework is a 3-step process: 
 

1. Visit the Program Materials section of the application to review each program's 
prerequisite coursework requirements. Program's that require prerequisites will have a 
Prerequisites tab where applicants can view this information.  

2. Once familiar with the requirements, applicants should navigate to the Transcript Entry 
section and enter only the specific courses completed which match each program's 
prerequisite coursework requirements. 

3. When the applicant is finished entering the prerequisite coursework and has completed 
the transcript review, he or she should return to the Program Materials section and visit 
each program's page to identify the courses that fulfill each program's requirements. To 
assign a prerequisite on the Prerequisites tab: 

a. Click Assign Course. 
b. Click the plus sign next to the course(s) that fulfills the prerequisite. Applicants 

can match multiple courses to one prerequisite, if applicable.  
c. Click Save and Exit. 

 
ADEA DHCAS will provide a standard set of GPAs to your selected program(s). 
 
Note that if any program requires full transcript entry, the applicant must enter all coursework. 
Applicants only need to add this information once, as it can be used for every program  
 
If Your Program Doesn't Require Transcript Entry 
 
Applicant’s don't need to enter any coursework and ADEA DHCAS won't provide GPAs to the 
program(s) selected. 
 
If the program(s) require official transcripts be submitted to ADEA DHCAS, then a Per Transcript 
GPA(s) and an Overall GPA will be provided to the program(s). 
 
Transcript Review 
If an applicant enters coursework, a review process will be initiated to provide information on 
special designations. Special designations may include:  
 
Repeated Courses: Courses should only be marked as repeated if applicant repeated them at 
the same institution for a higher grade. Withdrawn courses, courses taken at different schools, 
and courses taken multiple times for new credit are not considered repeated. 
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Honors: Applicants should specify honors coursework and indicate which courses were honors 
level courses. Note that earning Latin honors upon graduation does not mean courses are 
retroactively considered ‘Honors’ 
 
Study Abroad: Applicants should identify completed coursework under a study abroad 
program. Study abroad coursework should be listed under the U.S. institution that sponsored 
the program. All courses must be designated as “study abroad.” Do not list study abroad 
coursework under a “Not Listed U.S./Canadian (foreign) Institution” or under the name of the 
foreign institution. 
 
Advanced Placement/CLEP: Applicants should specify Advanced Placement/CLEP credit and 
indicate which courses were AP/CLEP level courses. 
 
Coursework Verification 
For applicants with coursework, after entering all coursework from official transcripts and 
submitting the application, the application will be placed in a queue for the coursework 
verification process. During this process, ADEA DHCAS will verify an applicant’s self-reported 
courses against all official transcripts. If course discrepancies or omissions are found, ADEA 
DHCAS will return the application to the applicant for corrections or explanation. Failure to 
properly enter all courses when the application is first submitted, or not making corrections as 
requested and then resubmitting the application, may result in processing delays and missed 
deadlines.  ADEA DHCAS does not offer application fee refunds for missed deadlines due to 
coursework entry errors. 
 
Academic Update Post-Submission 
ADEA DHCAS allows applicants to log back in to their completed applications between January 
15, 2018 and April 15, 2018 and May 15, 2018 and August 31, 2018 to update courses from terms 
initially marked as “Planned/In Progress”, or add new terms using the Academic Update 
feature.  An updated copy of official transcript showing this coursework as completed is 
required in order to complete the Academic Update process, and should be sent to ADEA 
DHCAS as soon as the newly completed coursework is reflected.   
 
To update any coursework originally listed as planned /in-progress: 

• Navigate to the Transcript Entry section of the application and click the blue “EDIT” 
button under the school where the coursework to be updated was completed.   

• Click the blue edit pencil icon next to the term being updated, and individually click the 
blue edit pencil icon next to EACH course.   

• Once all courses have had the edit icon clicked, uncheck the box next to the term 
labeled “In-Progress/Planned”, which will allow the entry of credits and grades. 

• Save each course after credit and grade information has been entered.   
• After updates have been made to all courses in a term, click the blue “Save” button 

under the term information, and return to the “Transcript Entry” section of the 
application to complete the Transcript Review process. 
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Self-Reported Standardized Tests  
Many dental hygiene programs require applicants to take an entrance or admission exam. Test 
requirements vary by each program, and information about test requirements can be found on 
the ADEA DHCAS Search Engine or Program Materials portion of the ADEA DHCAS 
application.  
 
All test information collected by ADEA DHCAS is self-reported. ADEA DHCAS will not accept 
official score reports sent by the applicant or testing agency. Please provide information about 
all tests taken, or planned including: 
 

• ACT (American College Testing) 
• ACCUPLACER 
• DAT (Dental Admissions Test) 
• GMAT (Graduate Management Admissions Test) 
• GRE (Graduate Record Examination) 
• HOBET (Health Occupations Basic Entrance Test) 
• HESI (Health Education Systems, Inc.) 
• HSRT (Health Sciences Reasoning Test) 
• MAT (Miller Analogies Test) 
• SAT (Scholastic Aptitude Test) 
• TEAS (Test of Essential Academic Skills) 
• TOEFL (Test of English as a Foreign Language) 

 
Collected information includes date the test was taken or the date the applicant plans to take 
the test, the overall score and sub-section scores. If a program requires a test not listed above, 
applicants should send official test scores directly to that program. Applicants can continue to 
add new test entries to test score section after submitting their application; however, they 
cannot update or delete previous entries 
 

Supporting Information 
Experiences, Achievements and Certifications  
In addition to the academic history, many programs review applicants’ experiences and 
achievements along with licenses and certifications. This section allows applicants to report 
their experiences within the application.  
 
The categories of experiences are: 

• Dental Experience: Both paid and unpaid work in a dental field where the applicant was 
directly responsible for a patient's care. 

• Dental Shadowing: Time spent officially following and observing a dental professional at 
work, preferably in the dental hygiene field. 

• Non-Dental Healthcare Experience: Both paid and unpaid work in a health or health-
related field where the applicant not directly responsible for a patient's care, but may 
still have patient interaction; for example, filling prescriptions, performing clerical work, 
delivering patient food, cleaning patients and/or their rooms, administering food or 
medication, taking vitals or other record keeping information, working as a scribe, CNA 
(depending on job description), medical assistant, etc. 

http://en.wikipedia.org/wiki/Health_profession
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• Employment: All paid work; for example, a retail or restaurant job 
• Training Attended: Identify any training or development received, preferably in the 

dental hygiene field. 
• Volunteer: Volunteer work done outside of the health care field; for example, working for 

Habitat for Humanity, tutoring students, participating in or working for a fundraiser walk 
or blood drive, etc. 

 
For each category, include supervisor or employer name, dates and hours worked/volunteered and 
additional information pertinent to the experience. 
 
The categories of achievements are: 

• Awards: Awards received as a prize, such as trophies and medals. 
• Honors: Honors received as a special distinction for work done, including Dean's List 

and memberships in honor societies. 
 
Applicants can enter any relevant professional or academic achievements in several categories, 
or types.  
 
Although applicants can enter any achievements that are relevant to the application, ADEA 
DHCAS recommends focusing on those achievements within the last 10 years and at the 
collegiate level and above. 
 
Certificates are collected via ADEA DHCAS and are also requested by some programs in the 
Program Materials Section. 
 

Program Materials 
Program profiles will appear in the Program Materials section for all programs selected by the 
applicant. This page contains a short program introduction, any program-specific questions, 
and any program-specific requirements applicants must adhere to.  
 
Applicants cannot submit the application for a program until all required program-specific 
questions and requirements are fulfilled. Additional program-specific materials that could be 
requested under this section include additional documents, pre-requisite coursework 
identification, letters of evaluation and personal essays. Each program designates if the 
information or document is required or optional. Pre-requisite coursework can only be 
identified after the transcript entry is complete. The programs reserve the right to ask additional 
questions of all applicants.  
 
If a program requests letters of evaluation, please note: 

• An Evaluator Portal is available for applicants’ designated evaluators to submit their 
letters. 

• Applicants can create and submit an evaluation request to their chosen evaluators, as 
well as complete the FERPA waiver which allows them to waive their right to access the 
evaluation (applicant’s selection cannot be changed once they have completed their 
waiver) 

• Letters of evaluation must be electronically submitted by the evaluators themselves, not 
the applicant or another party on behalf of the evaluator 
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• ADEA DHCAS is not responsible for verifying the identities of evaluators, but reserves 
the right to contact the appropriate individuals to investigate any discrepancy that may 
be found and share the discrepancy with all programs. 

 

Payment  
On the “My Program Selection” page, the green status bar indicates the completeness of an 
application to a specific program. Once complete, a blue “Pay and Submit to this Program” 
button will appear.  Use this button to submit applications (prior to the program deadlines). 
Applicants can then add programs and pay the application fee by clicking the blue “Pay For My 
Programs” button at the top of the page. Payment must be posted by 11:59pm EST on the 
program’s deadline date. 
 
Applicants should carefully review their applications prior to submission to avoid errors that 
cannot be corrected later. 
 
The application fee for ADEA DHCAS depends on the number of programs to which an 
applicant applies. The fee is $50 for the first program designation and $35 for each additional 
program designation. Below is a sample fee structure: 
 

One program $50 
Two programs $85 
Three programs $120 

 
Payment for the ADEA DHCAS application can be made by credit card or debit card only (Visa, 
MasterCard, American Express or Discover). 
 

Fee Assistance Program Overview and Instructions 
The ADEA DHCAS Fee Assistance Program (FAP) was created to reduce the cost of applying to 
dental hygiene programs for students who demonstrate extreme financial need. FAP is an 
independent program offered by ADEA and is not affiliated with any government, college or 
university, scholarship, grant or fellowship program. Fee waivers are limited in number and 
provided to qualified applicants on a first-come, first-served basis. Fee waiver requests can be 
made as soon as an application is created; however, requests must be made and submitted 
before application submission. It is recommended that applicants contact customer service 
prior to submitting fee waiver request to determine if waivers are still available. Previous fee 
waiver recipients may still apply for another waiver in next cycle. 
 
The amount of fee assistance covers the initial application fee of $50 and allows applicants to 
apply to one (1) ADEA DHCAS program. Applicants receiving fee assistance are responsible for 
the incremental fee for each additional program applied to ($35 per program).  
 
ADEA DHCAS eligibility for fee assistance is based on income, or parental income if the 
applicant is claimed as a dependent, as reported on the most recent Federal Income Tax 
Return.  
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It is important to read all FAP policies and instructions carefully before completing a FAP 
application. Failing to follow instructions may result in a delay in processing requests, missed 
deadlines, and disqualification for fee assistance. Applicants applying to FAP should not submit 
the ADEA DHCAS application while the FAP application is under review.  
 
Fee Assistance Program Instructions 
To be eligible, an applicant’s income must be less than 300% (3x) of the U.S. Department of 
Health and Human Services’ (HHS’s) poverty level guidelines (see “ADEA Financial Assistance 
Program” chart below), based on number of people in the household. Applicants must 
complete the following steps to be considered for ADEA DHCAS FAP:  

1. Create an ADEA DHCAS application.  
2. Click on your name in the top right corner to access the “Fee Assistance Program” link 

from the dropdown menu.  
3. Fill out the fields in online form with the applicant or parent’s Household Annual Income 

for the most recent tax year and the current number of members in the applicant’s 
household. 

4. Attach a scanned copy of the most recent Federal Income Tax Return for the applicant 
or parent (Forms 1040, 1040A or 1040EZ) to the online form. Remember, if the applicant 
is still claimed as dependent by a parent or guardian, ADEA DHCAS requires the 
parent’s or guardian’s Federal Income Tax Return, not the applicant’s.  

Await Notification 
Applicants should not e-submit their ADEA DHCAS applications until they are notified whether 
or not they have been granted fee assistance. FAP processing takes up to ten business days. 
Fee assistance will be denied for applications submitted before a decision has been reached. 
All fee assistance decisions are final.  
 
FAP Approval 
Applicants awarded fee assistance will have 30 calendar days from the date fee assistance is 
granted to submit their application. If the application is not submitted within that timeframe, 
the fee assistance application will be voided, the funds will be allocated to another qualifying 
applicant, and the applicant cannot reapply for fee assistance.  
 
Low-Income Levels  
Use the ADEA poverty guidelines chart below to determine if an applicant and his or her family 
are eligible for the ADEA DHCAS FAP. The second column shows the U.S. Poverty Level 
Guidelines, which determine a family’s federal poverty level. The third column lists the ADEA 
DHCAS Poverty Guidelines, which are used to determine eligibility for the ADEA DHCAS Fee 
Assistance Program (the numbers in this column are three times greater than the numbers in the 
second column).  
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ADEA Financial Assistance Program 

Persons in family/household ADEA's Guideline 
1 $35,310 
2 $47,790  
3 $60,270 
4 $72,750 
5 $85,230 
6 $97,710  
7 $110,190  
8 $122,670  

Additional ADEA DHCAS Policies 
The policies that govern ADEA DHCAS are recommended by the ADEA DHCAS Advisory 
Group, an official committee of ADEA. ADEA DHCAS makes every effort to process and 
transmit application materials to the programs designated by the applicant. ADEA, however, 
assumes no responsibility for delays in processing application materials caused by the 
applicant’s failure to follow instructions or circumstances beyond ADEA DHCAS’s control. It is 
the applicant’s responsibility to monitor his or her ADEA DHCAS application and report any 
discrepancies or problems.  
 
ADEA does not discriminate on the basis of sex, race, color, creed, religion, national origin, 
marital status, age or handicap. Such information in the ADEA DHCAS application is requested 
only for the purpose of gathering and reporting applicant flow data, or to confirm information 
used to process the application. 
 
ADEA Privacy/Confidentiality Statement 
ADEA will prevent the exposure of confidential personal data without the permission of the 
individual involved. Except for ADEA aggregate research, directory information and 
communications with participating schools and/or programs as a part of the application and 
record keeping process, information about individual applicants and matriculates is not shared 
with anyone in a way that would permit individual identification.  
 
Information about applicants who use one of ADEA’s centralized application services may also 
be disclosed to a limited number of third-party organizations that are involved in the application 
process and tuition assistance services, such as those that use information to identify and 
contact applicants who may be eligible for scholarships. Applicants to one of ADEA’s 
centralized application services will be required to release their application information and 
supporting documents by agreeing to the Release Statement and Code of Conduct within the 
application. 
 
ADEA will only discuss an application with the applicant and the applicant’s designated schools 
and/or programs. Staff will not discuss an application with a parent, spouse, relative, friend or 
employer. ADEA reserves the right to release information from an applicant or matriculate’s file 
to: (i) respond to information requests by law enforcement or other government authorities; (ii) 
comply with any law, regulation, enforceable subpoena or other legal process, or court order; 
(iii) investigate or prevent security threats, fraud, malicious activity, or inappropriate, 
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unauthorized, or illegal activity involving ADEA’s services or computer networks; or (iv) enforce 
or protect ADEA’s rights and property. In such circumstances, personal information may be 
disclosed without notice to the individual applicant or matriculate.” 
 
Information about applicants is, of course, disclosed to the schools and/or programs to which a 
student applies. Applicants to one of ADEA’s centralized application services will be required to 
release their application information and supporting documents by agreeing to the Release 
Statement and Code of Conduct within the application.  
 
Application data gathered by ADEA in the process of providing its centralized application 
services will only be reported in aggregate form so as not to divulge student-specific 
demographic information. ADEA will use this data to perform analysis on the national applicant 
pool and might use individual applicant information in the analysis, but will ensure that 
individual applicants will not be identified when publishing research. 
 
ADEA DHCAS Refund Policy 
It is a vital part of the process that the full instructions are read and the application is reviewed 
to ensure the necessary steps are taken to complete the application. Once an application is 
submitted, refunds are typically not granted. In special circumstances, though, refund requests 
will be reviewed. ADEA DHCAS applicants must submit a brief, written request within 30 
calendar days of the end of the cycle to HarrisE@adea.org. ADEA DHCAS reserves the right to 
grant or deny requests at its own discretion. Any refund granted will be returned to the 
applicant in the form it was paid. 
 

Criminal Background Checks 
ADEA DHCAS has partnered with Certiphi Screening to offer participating programs the option 
of a national criminal background check (CBC) process for accepted applicants.  Applicants who 
receive an offer of admission from a CBC participating program will receive an e-mail from 
Certiphi Screening with instructions on how to complete the background check process.  If you 
receive this e-mail, it is required as part of your acceptance to the program that you complete 
the criminal background check process.  Please Note: A fee of $55.00 USD payable by credit 
card, debit card, or PayPal is required before a CBC is completed. 
 

ADEA DHCAS Customer Service 
Customer service is available Monday through Friday from 9:00 a.m. to 5:00 p.m., Eastern Time. 
Be sure to have your CAS ID# (located under your name in the upper-right corner of the 
application) when contacting ADEA DHCAS via phone or email. 
 
Phone: 617-612-2095 
Email: dhcasinfo@dhcas.org 

mailto:HarrisE@adea.org
mailto:dhcasinfo@dhcas.org
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