Student Withdrawals

Training for School Administrators

North Carolina’s K12 Scholarship Programs
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Helpful Hints for Zoom

Slides and a recording of this session will be posted to https:www.ncseaa.edu/k12/school-
administrators/ within a week.

* Note that Zoom has closed captioning available

Asking Questions
« Use the Q & A to ask your questions (chat is disabled)

« Email NPS@ncseaa.edu to ask questions about an individual student

Answering Questions
« Presentation team will answer questions from the Q & A at certain points

« Only questions related to this session’s content will be addressed live
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Presentation Notes
The trainings will be linked from SEAA’s website. 

We will not answer questions about specific student situations (not live, nor via the Q & A). 

We may not be able to answer questions in the Q & A unrelated to the session’s topic. 

mailto:NPS@ncseaa.edu
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e Official and Unofficial withdrawals
When to submit withdrawal information

Refunds
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3. Withdrawal Roster

* Taking a look at the Withdrawal Roster
4,

Policies
Deadlines for the NCSEAA Withdrawal Process
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. NCSEAA Withdrawal Process
 How schools can use MyPortal for the Withdrawal Process
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Student Withdrawals


Presenter
Presentation Notes
The State Education Assistance Authority (SEAA) administers the North Carolina K12 Programs: the Opportunity Scholarship and the Education Student Accounts (ESA+). 

The Withdrawal Process applies to both of the North Carolina K12 Programs. 

By signing the Nonpublic School Agreement: 

The School agrees that it will not refund any of the Programs’ funds directly to a Parent or an eligible student in any manner at any time, unless specifically authorized by the Authority. If a refund of Program funds is due, the School agrees to contact the Authority directly and refund any scholarship funds to the Authority, in the manner and by the deadline required by the Authority. Scholarship funds will then be routed to the appropriate entity or individual’s account.

All Direct Payment Schools have agreed to abide by the Withdrawal Policy to remain compliant and continue receiving funds on behalf of scholarship recipients. 


When is Withdrawal Information Required?

Schools must submit Withdrawal Information when a student
discontinues enrollment for any reason during a school year,
(whether or not funds are to be returned), if any of the
following are true.

IF:

* The student attended one day or more, or
 The school received payment for the student, or

* The school certifies the student as attending, but the student does not attend.
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Under what circumstances is a school required to submit Withdrawal Information? 
When a school has previously certified that a student is attending the school, the school must submit Withdrawal Information if the student does not in fact enroll, or if the student withdraws; whether or not payment has disbursed to the school. 

A school does not need to submit Withdrawal Information if: 
• the school has certified the student as Not Enrolled. 
• the student completes the school year but plans to attend another school the following school year.

 


=
Types of Withdrawals

Schools must notify the K12 programs if a student meets the requirements for a
withdrawal by submitting information through the MyPortal Withdrawal Roster.

e Official Withdrawal:

The parent notifies the school that the student is withdrawn. Schools must notify
the K12 Programs within 10 school days.

e Unofficial Withdrawal:

The student stops attending without notification from the parent. Schools must
notify the K12 Programs after 10 consecutive school days where a student has not
attended school.
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Presentation Notes
 What about a student who stops attending school but is not officially withdrawn? 

After 10 consecutive school days where a student has not attended school, and where the school is unable to communicate with the parent, the school should assume the student has withdrawn and notify the K12 Programs at SEAA. The withdrawal date is the last day the student attended classes or submitted work to the teacher. 



Policy

e Schools must submit withdrawal information within 10 days after a
student stops attending or withdraws.

e Submitting the withdrawal information is a program requirement. Schools
cannot withhold withdrawal information due to a dispute with the family.

* If a refund is owed, SEAA must receive the funds no later than 30 days
from the student’s last day of attendance.

* Submission of withdrawal information is required whether funds must be
returned or not.

* If a school certifies a student as attending, then SEAA expects a withdrawal if
the student does not attend, stops attending, or withdraws.
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The withdrawal policy is an IMPORTANT program requirement. Please note:

Schools are out of compliance if K12 Program recipients withdraw or stop attending and SEAA does not receive withdrawal information, and a refund if necessary, by the required deadlines. 


What are the deadlines for schools regarding this withdrawal policy? 
• The school must notify the K12 Programs, via the MyPortal Withdrawal Roster, within 10 school days (two weeks) of the student’s withdrawal date. 
• The school must return funds to the Authority, if necessary, via check, within 30 calendar days (one month) of the student’s withdrawal date. Note the process below. 

Can a school transfer funds from a withdrawn student to another student? 
No. Funds must be returned to the K12 Programs within 30 days (one month) of the student’s withdrawal date. 

What are the consequences of failing to comply with this policy? 
Any school that fails to comply with this policy may lose eligibility to participate in the K12 Programs for all its students. SEAA will use all available State resources to recover any funds that a school owes to the K12 Programs, including referral to the North Carolina Attorney General’s Office for collection, and referral to external collection agencies. 


Calculating Refunds

&
the Withdrawal Roster
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2 weeks or less 100%
3 weeks 90%
4 weeks 80%
5 weeks 70%
6 weeks 60%
7 weeks 50%
More than 7 weeks 0%

Funds must be returned to the K12 Programs within 30 days (one month) of the student’s withdrawal date.
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This withdrawal policy applies to all K12 Program students regardless of withdrawal or refund
policies at the nonpublic school.
To calculate the withdrawal date, identify the last day when the student attended classes or
submitted work to the teacher at the nonpublic school.
To calculate the weeks attended, count the number of weeks in the semester when the student
attended or submitted classwork on any weekday (Monday – Friday) portion of a week.
To understand if a refund will be due, and if so, to anticipate the amount of that refund, see the
chart below. 
*Note that upon receipt of withdrawal information, K12 Program staff will calculate
the amount due and notify schools of the amount to refund.

What is the process to notify the K12 Program of a withdrawal?
1. In MyPortal, under Recipients, go to Student Withdrawal to access the Withdrawal Roster
2. Enter in withdrawal information for each student who has withdrawn and save.
3. K12 Program staff will calculate a refund, if one is due, and notify the school official via email.
K12 Program staff may request the student’s attendance record in cases where a discrepancy
occurs. Keep the attendance record unless or until it is requested.
Then, if a refund is due:
4. Make the check payable to the State Education Assistance Authority.
5. Mail a copy of the email from K12 Programs with the
check to:

NC State Education Assistance Authority
NC K12 Programs- ROF 
P.O. Box 41046            
Raleigh, NC 27629

Notes regarding the Return of Funds: 
• Wait to receive confirmation of the amount due from K12 Program staff. 
• The school will return funds to the K12 Programs, and not to the parent. For ESA+ students, the school will not return funds to ClassWallet.
• Opportunity and ESA+ funds may be returned via one check. 
• You will not be asked to return cents; the refund amount will be rounded up, to the next dollar.


O
The Withdrawal Roster

Withdrawal Roster Overview

 Completed via MyPortal
* One location for both programs (ESA+ and Opportunity)
* Input information electronically

* Automatically sent to a member of our team for review
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The K12 Programs at SEAA disburse funds to schools on the assumption that the student will attend the school for the entire semester for which the funds are awarded. When a student withdraws from school, the school has two important responsibilities. 
Notify the K12 Programs within 10 school days by submitting information via the MyPortal Withdrawal Roster. 
Refund K12 Program funds according to this policy. 


Schools should only certify students as attending if they are enrolled and should only endorse students if they are attending. Schools should NOT endorse a student’s funds if the student has not yet attended the school. 




The Withdrawal Roster

— 2023-2024 » 4a Help 8 |Logout

: Hello, Test Admin - K12 School

There are incomplete tasks an your Task Pad,
# Taskpad .. School 4 Recipients
View Tasks va  School Information Rosters
Student Wathdrawal
| Reports Payments 4 Data File Transfer
i Standard Keports Lisbursements [/ Kefunds g Send Roster Flle

g Flle Transfer Results
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Presentation Notes
To access the roster, under Recipients, select Student Withdrawal.




The Withdrawal Roster

i
A033-2034 ¢ el | | Logoul
MENL Ay g BLos \
b Hello, Test Admin - K12 Schoal
HOME > Student Withdrawal
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Student Withdrawal \
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for & student, vou will not be able to make any changes, Emall NPSEncseas.adu If vou need to make cormections L
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Search Criteria
i
Last Nane: First Name: |
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Withdrawal Term: A W
Withdrawal Status: e
Clear |
N
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Select the Search button to look up all students currently attending your school. The Withdrawal Roster will only show you students who have an award offer that have already been certified by your school. 




Entering Withdrawal Information
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Presentation Notes
To input the student withdrawal information, schools should select the pencil icon located next to the student’s name.  Students with a yellow flag icon have already had withdrawal information entered and are currently in a pending or processed status.




Entering Withdrawal Information
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Withdrawals are calculated per semester.  Students who withdrew between 7/1/24 and 12/31/24 are considered fall withdrawals and students who withdrew between 1/1/25 and 6/30/25 are considered spring withdrawals.  Please select the term in which the student withdrew.  Next schools should input the student’s first and last dates in attendance in accordance with the semester in which they withdrew. The dates schools may enter are restricted by the term in which the student withdrew. If the student withdrew during the spring term, the first date of attendance should be the first date they attended during the spring semester, not necessarily the first day they attended your school at the start of the school year (this is likely a fall semester date).

Select the Withdrawal Reason for the student, either Did not Attend, Withdrawal, and Expulsion. Selecting Expulsion will not prevent the student from receiving their scholarship award in the future. 

Select the number of weeks the student attended your school. SEAA defines a week of attendance as any one day during a regular school week (Monday – Friday) during which the student either attended classes or submitted coursework.

If you select Did Not Attend as the Withdrawal Reason, the only option you may select for Weeks Attended is 2 Weeks or Less. You will not be required to provide a first and last date of attendance if you select a Withdrawal Reason of Did Not Attend.

Important – Once you save withdrawal information for a student you cannot edit it. Submit your information carefully and accurately. Email NPS@ncseaa.edu if you make a mistake.



Pending vs. Processed
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Presentation Notes
Once you save the information from the previous slide, the student will appear in a Pending status.  Our team will not process the withdrawal if funding is owed to the school and the funding had not yet disbursed. If the semester or the school year ends without funding being disbursed, we will have to process the information regardless of this. Schools should have policies in place in the instance that a parent refuses to complete the endorsement to disburse funding through the programs.  

Once the information is processed the student will appear in a Processed status, and if a refund is owed back to the programs your school should receive an email with instructions. 

Important: Do not endorse a student as “No” if the student has withdrawn. Endorsing the student as “No” automatically makes the student appear “processed” on the Withdrawal Roster and your school will not be able to edit to submit withdrawal information to us. If you see a student on your Not Yet Endorsed roster who has withdrawn from your school, STOP, and go to the Withdrawal Roster to withdraw the student. Once our team has processed the student’s withdrawal they will be removed from your roster.



Related MyPortal Reports


Presenter
Presentation Notes
MyPortal can help you doublecheck the withdrawal information you provided for your students and track the refunds.  


Withdrawal Process (Rosters and Reports)

There are incomplete tasks on your Task Pad.
# Taskpad . School s Recipients

View Tasks s School Information | Rosters

Stuclent Withdrawal

1= Reports + Payments ¢ Data File Transfer

J," Standard Reports Disbursements [/ Refunds g Send Roster Flle

g Fila Transfer Results
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Presentation Notes
Schools have access to Reports and Rosters that will help them understand where students are at in the process of receiving or returning funding.  

Schools can see these Reports and Rosters on their homepage of their MyPortal.   We will discuss the Disbursed Roster and the Withdrawal Report today. 


Withdrawal Process (Disbursed Roster)

Roster:
Campus: Test School
Program: All Programs
Academic Year: 2020-2021
Term: Fall
Previous |Page1 v | Next (expand all) (contract all)
E (714347729) Sibling, Test (Fall)
K12 School Grade Level: Current Year Attending:
Fourt rac W ag LY
Standard Cost: Individual Cost: Fall Tuition/Fees Owed:
10000 10000 6000
Withdrawal Reason: Last Date of Attendance: Number of Weeks Attended:
W Choose One: b
School Parent i i New Term Term Term Annual
Endorsed Endorsed Amount Award Paid Award
“w En - . L2 srants $1,850.00 1,950 3,900 1,950
(@ &) |- v  Endorse . ) $1,050.00 1,050 2,100 1,050
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You can use the Disbursed roster to view amounts disbursed by student. These amounts will update once withdrawal information is processed for a student. You can use the status icons on the Disbursed roster to track where a student is in the refund process, as well as view the adjusted disbursement amounts for a student. This slide shows an example for what the “Disbursed” roster will show before a refund is received for a withdrawn student. 
• A “Red Arrow” under the status will show if a refund is due for a student 
• Certification Code “C” – Student Withdrew, Eligible for Reduced Award 
• A “New Term Amount” will show based on the amount of funding that the school will keep for the student 


Withdrawal Process (Disbursed Roster)

Campus: est School

Program: All Programs

Academic Year: 2020-2021

Term: Fall

Previous |Page 1 v | Next (expand all)

(contract all)

E (714347729) Sibling, Test

K12 School Grade Level:

LN W
Standard Cost:
10000
Withdrawal Reason:
0 LY
ndorsed
W
v

Save

Current Year Attending:
b

Individual Cost:
10000

Last Date of Attendance:

(Fall)

Fall Twtion/Fees Owed:
6000
Number of Weeks Attended:

Term Term Annual
Paid Award

$1,050.00 1,950 1,950 1,950
$1,050.00 1,050 1,050 1,050

New Term
Amount Award

W
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Presentation Notes
After a refund is received and processed by SEAA for a student, the status icons on the Disbursed roster will update to show a “Green $”


Withdrawal Process (Refunds Due Report)

Standard Reports

Report: | Refunds Due v

Selection Criteria

Academic year:
2020-2021 v

. View Report __ Export to PDF Export to CSV

Report Information

Academic Year 2020-2021

Drag a column header here to group by that column.

PID First Name Last Name Refund Due Amount

S est Sibling DGrants

7143247729 Test Sibling Opportunity
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Presentation Notes
Under “Standard Reports” tab on the home screen of MyPortal, schools can access a few reports that will help them track their Withdrawals/Refunds.  

The first report is the “Refunds Due” report. This report will show any outstanding refunds for students (separated by program). Use this report to see which students your school owes a refund for and how much is owed per student. Students are removed from this report once we receive and process refunds from your school.


Withdrawal Process (K12 Withdrawals Report)

Standard Reports ;~ &%J «%J «%J &%J

Report: K12 Withdrawals v
Selection Criteria & « & « «
Academic year: Term: Program: Withdrawal Reason: Number of Weeks Attended: _’9 @ @ 6 @

2020-2021 v| (Al v] [an v [a v Al v 2 ’& ’& '& '&Q/
. View Report _ Exportto PDF  Exportto CSV
Report Information

Drag a column header here to group by that column.

: - Number of Weeks Last Date of
Student ID Student Name Academic Year Program School Name Withdrawal Reason Attended A rdora Term Award Amount

85650 Sibling, Test 2020-2021 Test Schoo
85650 Sibling, Test 2020-2021 Test Schoo
85650 Sibling, Test 2020-2021 Test Schoo
85650 Sibling, Test 2020-2021 Test Schoo Withdrawal
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The second report is the “K12 Withdrawals” report. This report will show the information that your school included on the Withdrawal Roster for each student. It will list the withdrawal reason and the last date of attendance. The report also shows the new term award amounts. Use this report if you wish to review the withdrawal information you provided for withdrawn students at your school.

The Fall Term Award Amounts now reflect the 50% amount for this example student, and it shows that the status is in “Refund Due”. The Spring Term Award Amounts now show that the example student is ineligible to receive the scheduled spring funding since the student has withdrawn from the school.


Withdrawal Process (Processed Refunds)

£l DISBURSEMENTS

o REFUNDS

& o08/18/2020 Test School 1012345

Program Group [Disbursed Amount
DGrants $1,950.00)

(=] 08/18/2020

Processed Date

08/18/2020

Test School 1012345

Program Group Processed Date

Opportunity 1,050.00)| 08/18/2020

Deposit Date

Deposit Date

($1,950.00)

Method View Details Print Details Download File
Check Print Download File
($1,050.00)
Method View Details Print Details Download File
Check Print Download File

\ 4

Test School
Disbursement Date: 8/18/2020 4:36:46 PM Deposit Date: N/A
Return to Previous Screen

PID Last Name First Name Term Year Amount

Program

714347729 Sibling Test Fall = 2020-2021

Return to Previous Screen

(£1,950.00)f DGrants

Test School
Disbursement Date: 8/18/2020 4:36:46 PM Deposit Date: N/A
Return to Previous Screen

PID Last Name First Name Term Year Amount Program

714347729 Sibling Test Fall | 2020-2021 ($1,050.00)

Return to Previous Screen

Opportunity
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Presentation Notes
Schools can access their “Disbursements / Refunds” under the “Payments” tab on the home screen of MyPortal. Once refunds have been processed for a school, they will appear separated by program and date. Schools can click “View” in order to see the students that a refund was processed for and the amount refunded for that student.


Coming Soon!



EFT

What is it?

* An account that will allow you to send electronic payments to SEAA when a refund is
owed for a student.

What'’s so great about it?

* No more paper checks! EFT will allow you send refunds to SEAA faster than through
regular mail.

 No more questions about the amount of funding owed! Your EFT account will show
you exactly how much is owed for each student at your school.

When will it be available?

e Spring 2025. All schools will be required to use EFT for refunds to SEAA moving
forward once it becomes available.

How do | use it?

 TBD! We plan to hold additional training for schools on this new service once we’re
ready to go live.
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EFT (Electronic Funds Transfer) is coming soon for the K12 Programs. We hope to make this new feature available to all K12 schools by spring 2025. Once the EFT process goes live, we will no longer accept paper checks for refunds. Schools will be expected to submit all refunds to SEAA electronically through EFT. 

Schools will be able to see which students they owe funds for and exactly how much is to be returned for each student from their EFT account. EFT will allow you to select to return funds for all students in a refund due status or to select to return funds for individual students. EFT does not permit partial payments on an individual student. By selecting which students you want to pay, you are committing to paying the full amount of the refund owed for those students.

This will eliminate several concerns we hear from schools about the current check process including the amount of time it takes checks to reach SEAA and added delays in processing if a check is written for the incorrect amount. It is still required of all schools that refunds be sent to SEAA within 30 days. Schools will continue to receive regular reminders from SEAA concerning outstanding refunds until the refund is paid in full.


CONTACT US

ncseaa.edu | For School Use Only |

NPS@ncseaa.edu

(919) 695-8742

Monday-Friday: 9am-3pm

@0
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