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

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.

1. Submit withdrawal information to the K12 Programs within 10 school days of withdrawal date.

2. Refund K12 Program funds according to the policy articulated in this document.

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.

Weeks attended Percent to return
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%

Under what circumstances is a school required to submit withdrawal information?

When a school has previously certified that a student is enrolled in 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:
e the school has certified the student as Not Enrolled.
e the student completes the school year but plans to attend another school the following school year.

What about a student who stops attending school but is not officially withdrawn?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communicate with the parent, the school should assume the student has withdrawn and notify the K12 Programs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.
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What are the deadlines for schools regarding this withdrawal policy?
e The school must notify the K12 Programs, via electronic submission of withdrawal information in
MyPortal, within 10 school days (two weeks) of the student’s withdrawal date.

e The school must return funds to SEAA, 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.

What is the process to notify the K12 Program of a withdrawal?
1. Go to the Student Withdrawal section of your MyPortal account.
2. Enter withdrawal information for any student who has withdrawn from your school and save your
responses. See step-by-step instructions following this policy.
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 in case it is needed for verification. K12 Program staff would ask for attendance information, if
needed, before calculating a refund and finalizing the withdrawal.

Then, if a refund is due:
4. Make the check payable to the State Education Assistance Authority.

5. Mail a printed copy of the email from K12 Programs that specifies the refund amount, with the check,
to:
North Carolina State Education Assistance Authority
K12 Programs — ROF
P.O. Box 41046
Raleigh, NC 27629

Notes regarding the Return of Funds:
e Wait to receive confirmation of the amount due from K12 Program staff.
e The school will return funds to the K12 Programs, and not to the parent.
e Opportunity and ESA+ funds may be returned via one check.
e You may include funds to be returned for multiple students in the same check.
e You will not be asked to return cents; the refund amount will be rounded up to the next dollar amount.
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Entering Student Withdrawal Information in MyPortal

Student withdrawals should be calculated on a semester basis. A student who withdraws between July and
December is a fall semester withdrawal. A student who withdraws between January and June is a spring semester
withdrawal. The first and last dates of attendance entered for the student should be based on the first and last
dates the student attended your school during the semester in which they withdrew. If the student withdraws in
the spring, for example, their first date of attendance cannot be a date prior to January.

1. From your MyPortal account, go to the Student Withdrawal section, 4 Recipients
located under “Recipients.” The Withdrawal Roster will allow you to B
select any student who has been certified as attending by your school.
Select “Search” to view all students available on the Withdrawal Roster,
or use the name and PID filters to look for a specific student.

—| Rosters

| Student Withdrawal

= Student Withdrawal Information

2. Select the pencil icon, , hext to the desired
student to enter withdrawal information.

Name: Test Student

On the Student Withdrawal Information screen, enter PID: 713000000
the term in which the student withdrew, the student’s

. Withdrawal Term: Fa L4
first and last date of attendance, the reason for the
withdrawal, and the number of weeks the student First Date of Attendance: DE/15/2023
attended your school that semester. Enter all dates in

MM/DD/YYYY format. If the reason for submitting the bt s il o R
withdrawal information is “Did Not Attend”, you will T

not be required to enter a first or last date of

attendance. Weeks Attended: 8 wesks - Return 60%
Status: Pending
4. Save your responses.
Save Cancel

Be sure to enter your information carefully and accurately.
You will not be able to edit the withdrawal information after you have saved your response. Repeat this process
for all students who have withdrawn from your school. If you need to make corrections to saved withdrawal
information, email NPS@ncseaa.edu.

Upon submission of your withdrawal information, the student will appear in a “pending” status. NPS staff will
review and approve the submitted withdrawal information within 5-7 business days and will contact your school

via email to confirm the amount of the refund owed for the student and the deadline to return funding.

You can return to your Withdrawal Roster at any time and use the Withdrawal Status filter to view all students
whose entered withdrawal information has either been processed by NPS staff or is still in a pending status.
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To view the value of the refund owed for each processed withdrawal, go to “Standard Reports” and select

“Refunds Due.” View the report for the current academic year to see the amount of funds to be returned to SEAA
for each student.

Questions? 919.695.8742 NPS@ncseaa.edu Contact information for schools only

Under G.S. § 115C-562.2(3) and G.S. § 115C-112.6(d), SEAA must establish a policy to provide for the pro rata return of funds if
a student withdraws prior to the end of the semester from a school to which K12 Program funds have been disbursed. The
Authority shall permit a student to transfer to another school during the year and receive a pro rata share of the unexpended
portion of the of the K12 Programs for required tuition and fees at the school to which the student transfers, or for other

Qualified Expenses in the case of ESA+. Timely collection of K12 Program refunds is necessary for the Authority to comply with
this statutory requirement.

November 2023


mailto:NPS@ncseaa.edu

