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Passport to College Promise Scholarship
Program Manual - 2017-18

WELCOME to the Passport to College Promise Scholarship program manual. The online
manual format allows for real-time updating during the year, saving significant printing
and mailing costs, and reducing waste.

To search for a specific topic or key word, hold down “Ctrl-F” on your keyboard, and type in
the word or topic you are looking for. You will be directed to all occurrences located within
the manual.

Program Background and Administration

Program Background

The Passport to College Promise Scholarship program was created by the state of
Washington in 2007, to help students from foster care attend and succeed in college. The
program was initially authorized as a six-year pilot, and was made permanent in the 2012
Legislative Session.

The Passport to College Promise Scholarship program (which will be referred to as
“Passport” in many places in this manual) is a comprehensive program providing support
to students from high school through higher education completion.

The primary purposes of Passport are to:

¢ Provide former foster youth with financial assistance beyond other state,
federal, private, and institutional financial aid for which they are eligible.

¢ Provide incentive funding to postsecondary institutions that designate
campus support staff, and take other steps to recruit and retain former foster
youth.

¢ Establish additional student intervention and retention services to foster
youth through a contracted nonprofit group. The current contract is with the
College Success Foundation.

Passport is managed by the Washington Student Achievement Council (WSAC). WSAC
works in cooperation with the Department of Social and Health Services (DSHS) to
determine student eligibility, and contracts with the College Success Foundation for
student outreach and support services.

WSAC also manages the Supplemental Education and Transition Program (SETuP) to
provide support to students from ages 13 through 21.



Program Administration

As most Passport to College Scholarship recipients also will receive funding from the State
Need Grant (SNG) program, and some from the College Bound Scholarship (CBS) program,
we recommend that Passport administrators be very familiar with the program rules of
both SNG and the CBS.

Information on these programs is provided in the 2017-18 State Need Grant and College
Bound Scholarship Program Manual - available at: www.wsac.wa.gov/FAA-resources



http://www.wsac.wa.gov/FAA-resources

Chapter 1 - Passport to College Eligibility Determination

Student Eligibility Criteria
Eligibility for the Passport program requires that a youth must:

O Have been a dependent! of the state of Washington, and in foster care on
their 18th birthday, or in care at age 17.5.

O Have spent at least one year in foster care after their 16th birthday.
O Be aresident of Washington State.

O Enroll at least half-time in an eligible institution of higher education in
Washington before their 22nd birthday.

O Be working toward earning their first bachelor’s degree, and not be
pursuing a degree in theology.

In order to be considered for the scholarship, students must submit one of the following:

1. Passport Consent Form
2. Common Application for Foster Youth (online at www.independence.wa.gov)
3. Free Application for Federal Student Aid (FAFSA)

By submitting the form(s), students consent to the sharing of information between
DSHS, WSAC, and institutions of higher education—for the processing of financial aid
and for support services on campus.

WSAC will send students a letter notifying them of their Passport eligibility status.

Documentation of Foster Care Status for Financial Aid Purposes
A student’s eligibility is determined by DSHS, and documented on the WSAC Portal.

Eligibility Checker

Single | Multiple | File Upload

Enter an SSN and/or Name (partial allowed) to search for.

AND/OR il -
Check Eligibility || View As Excel
Name Eligible for Passport Was Foster Youth
s clicibe Yes Add/Edit awards

Screenshot from WSAC Portal

1 Foster care means twenty-four hour per day temporary substitute care for the child placed away from the child's
parents or guardians, and for whom the DSHS or a licensed or certified child placing agency has placement and care
responsibility. DSHS defines foster care in WAC 388-25-0010. It includes any out-of-home care (including a relative
or suitable person) so long as the child is under the placement and care responsibility of DSHS, and placed in out of
home care by DSHS.


http://www.independence.wa.gov/
http://app.leg.wa.gov/WAC/default.aspx?cite=388-25-0010

For instructions on accessing the Eligibility Checker, refer to page 20. Information
provided about Passport students through the Eligibility Checker on WSAC’s Portal
should be used as documentation of a student’s foster care status.

The Portal information also can be used to determine priority funding for the State Need
Grant and State Work Study programs.

Priority funding is intended for those students who were not identified during packaging
because they enrolled later in the year. It is not meant as a supplemental allocation for
foster youth at an institution.

Scholarship Processing

Financial aid administrators must access the WSAC web Portal, to confirm student
eligibility and enter awards, at: https://fortress.wa.gov/wsac/portal/default.aspx.

The Portal is a web-based tool used by WSAC, institutions, and DSHS to determine student
eligibility and to post awards. It is also a medium for communication.

Scholarship Requirements

Students meeting the initial eligibility for Passport must complete a FAFSA or Washington
Application for State Financial Aid (WASFA)2 annually, and have documented financial
need. However, they do not have to reapply to the program.

Once enrolled at least half-time, as defined by the institution, Passport students must
maintain their school’s state Satisfactory Academic Progress (SAP) policy to receive

scholarship payments (see detailed information in Chapter 3)

Students must enroll in an eligible college before their 22nd birthday and may receive the
scholarship for up to five years, or until their 27th birthday.

Scholarship Requirements

Washington Residence Status Yes. Undocumented students may also be eligible.
Submit an Approved Application FAFSA or WASFA and Passport Consent.

High School Graduation Required HS graduation or equivalent such as GED®.

Initial Enrollment Timeframe Prior to 22nd birthday.

Usage Timeframe If enrolled by age 22, up to 27th birthday

Is There a Family Income Limitation? No. However, student must have financial need.

15 quarters / 10 semesters of full-time usage (not

Maximum Terms of Usage ororated for part-time).

2 The WASFA exists for students who meet Washington residency requirements, want to be considered for state
financial aid, and who are unable to file a FAFSA due to their immigration status.
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Programs of Study

An eligible program is one at a location approved by the U.S. Department of Education for
participation in the Title IV financial aid programs.

The student must be enrolled in an educational program that does one of the following:
1. Leads to a baccalaureate, associate, or undergraduate professional degree.

2. Leads to a postsecondary vocational certificate or degree in a program of at
least 600 clock hours, 16 semesters, or 24 quarter credit hours.

Program completion must prepare the student for gainful employment in a
recognized occupation.

Note: It is permissible to count needed remedial coursework toward the Passport
enrollment requirement.

To recognize where a lack of college preparation exists, aid administrators may, for up
to one academic year, consider awarding a Passport-eligible student for the
scholarship based upon an institutionally documented educational pathway that leads
to an eligible degree or certificate.

A documented educational pathway can include prerequisites that must be met before
admission into a degree or certificate program, or a short-term course that connects to
a degree or longer certificate program.

Because students participating in the Running Start program are non-matriculated, and
are not charged full tuition, they are ineligible to receive Passport scholarship funds.

Theology Degree

Students pursuing a degree in theology are ineligible to receive state financial aid. Each
institution must determine whether the student is pursuing this type of degree in light of
Washington State Constitution, Article 1§11, that no “public money or property shall be
appropriated for or applied to any religious worship, exercise or instruction.”

To apply this constitutional prohibition, the institution may look to Washington Supreme
Court decisions that interpret the constitutional provision as prohibiting “that category of
instruction that resembles worship and manifests a devotion to religion and religious
principles in thought, feeling, belief, and conduct, i.e., instruction that is devotional in
nature and designed to induce faith and belief in the student.”



Chapter 2 - Calculating Passport to College Awards

Award Amounts

Passport awards are based on legislative appropriations. In the 2017-18 academic year,
the maximum Passport scholarship is $4,500. Students who attend summer quarter may
receive an additional $1,500 ($2,250 for semester-based institutions), if funds are
available.

NOTE: Passport awards are considered part of the state’s commitment to eligible College
Bound Scholars. More information about this commitment is provided in Chapter 2 of the
2017-18 State Need Grant and College Bound Scholarship Program Manual.

Financial Need

Passport scholarship award amounts are based on financial need and other financial aid
previously awarded. Passport scholarship amounts are not prorated for students
attending half-time or three-quarter time.

Award amounts may be reduced though if a student’s remaining financial need is not
sufficiently high enough after considering other aid already awarded.

If a student does not have any remaining financial need for Passport because their need is
met by other sources of aid, they will be classified as a $0 Passport award and must be
reported on the Portal. Institutions may still receive incentive payments for the
recruitment and retention of these $0 Passport students.

Professional Judgment for Student Budgets

Aid administrators may, using professional judgment, adjust student budgets and
resources up or down to more accurately reflect the student’s actual cost of attendance
and financial situation during the academic year. The aid administrator must maintain
documentation of the reason for the variance in the student’s file.

Age and Quarters of Eligibility Remaining (QER)

Students must initially enroll by age 22. Eligibility for Passport expires when the student
turns 27. If the student turns 27 while enrolled, the student will be able to receive
Passport until the end of the term of enrollment.

Students are eligible to receive Passport for a maximum of fifteen quarters, or ten
semesters, or the equivalent number combination of both quarters and semesters.
Student awards are based on a regular academic year (three quarters or two semesters).

Students may be awarded for summer term in addition to the regular academic year, as
funds remain available. Remaining QER can be viewed in the Portal in each student’s
award screen.



NOTE: Passport payments are not prorated for part-time attendance. All term payments
count as a full term of eligibility usage for determining remaining QER. Therefore the
calculation of QER for Passport students is done differently than the determination of QER
for SNG or CBS students who are enrolled during a term as part-time students.

Passport and State Need Grant (SNG) Self-Help Requirement

The Passport and State Need Grant self-help requirement are identical. Except in the
following two circumstances, Passport and SNG students are required to have a calculated
amount of self-help as part of their Cost of Attendance.

The two exceptions are:

1. The self-help requirement for Passport and SNG recipients is waived for
students who are eligible College Bound Scholars because eligible CBS Scholars
must receive the maximum SNG awards possible.

2. Students attending institutions whose standard published Cost of Attendance
(for books & supplies, room & board, transportation, and miscellaneous/
personal expenses) is 25 percent or less than the WFAA Student Budgets, may
be considered to have their self-help requirement met and may therefore have
their self-help requirement waived.

Any institution wishing to use this exception should request this in writing to
WSAC.

What is the self-help requirement for all other Passport and SNG students?

The self-help contribution required for all other Passport and SNG recipients is equal to
the lesser of:

e 12% of a student’s Cost of Attendance if the institution is using an “at home”
Cost of Attendance for a student. In most cases this will mean using a “living
with parent” budget for the student.

e 259% of the student’s Cost of Attendance if the student’s total annual cost is
$16,092 or less.

e $4,023 if the student’s Cost of Attendance is greater than $16,092.

NOTE: Institutions may have higher self-help requirements than any of those shown above
(except for eligible CBS Scholars) if this is covered in their approved institutional gift equity
policies submitted to WSAC for review and approval.

NOTE: The $4,023 amount has been determined by WSAC. This assumes that a student
could have earnings of at least the value of a minimum wage job (minus Social Security and
Medicare taxes) for 12 hours per week for 33 weeks during the year.

The 2017 minimum wage is $11.00 per hour minus $0 .84per hour in taxes, which equals
net wages of $10.16 per hour x 12 x 33 = $4,023.



When self-help is calculated for Passport and SNG students, what programs or items
are considered as self-help?

Self-help includes:

Parent & family contributions or expected family contribution (EFC)
Work Study

Loans

Merit-based aid

AmeriCorps benefits

VA benefits and waivers

Institutional & private scholarships

Washington State Opportunity Scholarships (WSOS)*

SBCTC Opportunity Grants

Education & Training Vouchers (ETV)

Conditional scholarship programs, including TEACH Grants (awarded as
conditional loans or loan forgiveness in return for service after graduation)

Governors’ Scholarships for Foster Youth
Passport to College Promise Scholarship
Federal GEAR UP Grants

Worker Retraining Funds

Unmet need

*WSOS is now administered by WA STEM. Previously the College Success
Foundation served as administrator

When self-help is calculated for Passport and SNG students, what are examples of
programs or items not considered as self-help?

Self-help does not include programs such as:

Federal PELL Grants

Federal SEOG Grants

Institution need-based grants

Employee (or parent) tuition remission or benefits

Tips for determining if a source not listed above should be considered as self-help

When determining if a source not listed above shall be treated as self-help,
consider whether the level of effort to earn the source equates to the kind of effort
necessary to earn other sources, such as a merit scholarship based on a
substantial period of academic achievement.

As in other areas of professional discretion, aid administrators are encouraged to
be both thoughtful and rigorous in their determinations and to document their
judgments.



Action to take if self-help requirements are not met before awarding Passport and
SNG

e Reduce the Passport or SNG award accordingly if the self-help requirement has
not been achieved.

Order of Awards

If a student is eligible for all of the below financial aid programs, and the aid
administrator is aware of the source at the time of packaging, administrators should
package their aid in the following order:

1. Federal Pell Grant

State Need Grant

Passport to College

Other state aid such as Washington State Opportunity Scholarship
College Bound Scholarship

S

Education and Training Voucher (ETV) federally funded and administered
by the Department of Social and Health Services.

Passport Financial Need

A Passport recipient must have sufficient remaining financial need. If the remaining
financial need is less than the maximum Passport award, the Passport scholarship may be
reduced to fit the student’s remaining need. Atlower-cost institutions, it is common for a
Passport scholarship recipient to have their College Bound scholarship commitment met
with the SNG and Passport scholarship.

Packaging

Passport scholarships are based on legislative appropriations and combine with other
state, federal, private, and institutional financial aid to provide sufficient resources to
cover all of the student’s educational and living expenses, with a minimal “self-help”
expectation. The scholarship is designed to ensure the student’s financial need is met,
and to reduce reliance on student loans, whenever possible.

Packaging Examples:

» Student’s financial need is met by grants and scholarships, if

= Self-help requirement of $4,023 is fully met by EFC and Governors’ Scholarship
= Passport award is reduced to fit within financial need

COA $21,000

- EFC -$1,000
NEED $20,000
Pell Grant $5,775
Governors’ $3,000
SNG $7,600
Passport $3,625
TOTAL FA: $20,000



» Student’s financial need is met by grants and scholarships, if

= Self-help requirement of $4,023 is fully met by EFC and Governors’ Scholarship

= As the student’s financial need is fully met by other aid, the Passport award is
$0 (but reported in WSAC Payment system)

= Institution may still receive Incentive Grant funding

COA $15,000
-EFC -$1,000
NEED $14,000
Pell Grant $5,775
Governors’ $3,000
SNG $5,225
Passport $0
TOTAL FA: $14,000

In this circumstance, administrators should enter the student into the Portal as a
“zero award” to document the student’s attendance and to ensure receipt of the
Passport Viable Plan Institutional Incentive Grant for the individualized support of
the student.

» Student is an eligible College Bound Scholar (CBS)

See the 2017-18 State Need Grant and College Bound Scholarship Program Manual
for more information.

= Typically students who are Passport and College Bound eligible have their CBS
state aid commitment met by SNG and Passport awards.

= Assuming of a maximum CBS eligibility of $8,100 in the example below, the CBS
commitment is met with State Need Grant ($7,600) and Passport ($4,500),
because the student is an eligible CBS student; however, the self-help
requirement is not applicable. The student is able in this case to receive the
maximum SNG and Passport totaling $12,100, but cannot receive additional

CBS funding.
COA $21,000
- EFC -$1,000
NEED $20,000
Pell Grant $5,775
SNG $7,600
Passport $4,500

Inst Scholarship  $2,125
College Bound $0
TOTAL FA: $20,000
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Chapter 3 - Satisfactory Academic Progress (SAP) Requirement

Institutions are responsible for monitoring each recipient's Satisfactory Academic
Progress, as outlined in WAC 250-20-021(21) of the SNG rules, and in the institution’s
WSAC-approved institutional SAP policy.

The SAP policy is applicable to all state aid programs, including State Need Grant, College
Bound Scholarship, State Work Study, and Passport to College Scholarship.

There are differences between state and federal SAP requirements including:
1. A maximum program length timeframe of 125% (state) versus 150% (federal).
2. Arequired per term SAP review for state aid.

3. A quantitative standard requiring that at least one-half of the credits enrolled for
which the aid was calculated and disbursed each term are earned as compared
to the federal “pace” requirement.

At the end of each term, participating institutions shall examine the progress of each state
aid recipient and determine which of the following applies to the student:

O Is meeting Satisfactory Academic Progress.
O Isto be placed in Warning Status and may be continued on state aid.

O Isto be placed in Unsatisfactory or Denied Status and therefore ineligible
for state aid until the student meets the conditions of the institution’s
reinstatement policy.

Quantitative Standard for Students in Quarter and Semester Credit Programs

To meet minimum satisfactory academic progress standards, a student must successfully
complete at least one-half (50%) of the original minimum number of credits for which the
aid was calculated and disbursed.

The minimum number of credits for full-time enrollment is 12 credits per term for
institutions that base their enrollment on a credit system. For these institutions, 12
credits are considered the amount for which aid was calculated and disbursed even if the
student enrolled for more than 12 credits.

The minimum number of credits standard for enrolled students, whose aid was
calculated and disbursed as less than full-time students, is:

e Three-quarter time enrollment - 9 credits

¢ Half-time enrollment - 6 credits

e Less than half-time enrollment - 3 credits (Only applies to SNG and CBS programs)

11
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Successful Completion of Credits

Coursework that counts towards successful completion of program or degree completion
typically includes letter grades of A - D and Pass. Grades received of F, E, Fail, Withdraw,
and Incomplete do not count as successfully completed credits.

Warning Status?3

Warning Status for state aid recipients is triggered when a student successfully
completes 50 percent, or more, but less than all of the credits for which the aid was
calculated and disbursed.

e For a full-time student at 12 credits, this means that if the student
successfully completes 6 to less than 12 credits, the student is to be placed
in a warning status for the following term.

e For athree-quarter time student at 9 credits, a student must successfully
complete 4.5 to less than 9 credits to be placed on warning status

e For a half-time student at 6 credits, a student must successfully complete 3
to less than 6 credits to be placed on warning status.

e For aless than half-time student at 3 credits, a student must successfully
complete 1.5 to less than credits to be place on warning status.

In addition, WSAC expects institutions to have rigorous policies for measuring academic
progress that limit the number of terms a student can continue to receive state aid while
in warning status. The institution may make disbursements to a student, and continue
awarding State Work Study to a student who is in warning status.

Denied Status

Denied Status means that the student successfully completed less than one-half of the
minimum number of credits for which aid was calculated and disbursed. This status also
may be given to a student who has remained in warning status for more terms than the
institution’s policies allow.

Each institution's policy must deny further disbursements of state grant aid, or
authorization of State Work Study, beyond the conclusion of any term in which the
student fails to successfully complete at least 50 percent of the minimum number of
credits for which the aid was calculated and disbursed, or if the student has exceeded the
number of terms on warning status.

3To avoid confusion with the federal definition of “probation,” the term “warning” is used for state aid administration.
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Quantitative Standard for Students in Clock Hour Programs

Students enrolled in Clock Hour programs must enroll as full-time students and complete
300 hours for each term to meet the quantitative standard before begin eligible for the
next term disbursement.

Since all hours from the previous payment period must be earned before making
additional payments, there is no routinely recognized warning status for clock-hour
students. A school however, may petition WSAC to allow a warning status.

Qualitative Standard

The institution's satisfactory academic progress policy must contain a qualitative
standard. For purposes of state aid programs, the qualitative standard used to comply
with federal satisfactory academic progress standards is acceptable.

Other Conditions of SAP Policy

The value of any retroactive financial aid payments shall be based on the student’s rate of
satisfactorily completed credits, determined by institution policy, at the end of the term.
See Chapter 2 for more information regarding retroactive payments.

A student may be denied further state aid disbursements or awards if the student fails to
fulfill any other conditions of the institution's WSAC-approved satisfactory academic
progress policy.

Professional Judgment/Appeals

The Financial Aid Administrator may, on a case-by-case basis, reinstate a student into
satisfactory academic progress in response to that student's extenuating circumstances.
The FAA may choose to exercise professional judgment without a specific request to do so
from the student.

For example, the Financial Aid Administrator may decide to grant a student continued
access to state aid if failure in one term is countered by an extensive history of prior
success. The student’s file must include documentation related to the professional
judgment decision.

Reinstatement

Each institution's satisfactory academic progress policy shall state which conditions a
denied status student must meet before state aid will be reinstated.

For example, the student may have to attend the institution without state financial aid for

a specific period of time or may have to show proof that credits have been made up within
a designated time period.

13



Notifying Students of SAP Policies

Institutions must make information available to state aid recipients of the state
Satisfactory Academic Progress (SAP) policies that impact their students’ ability to
continue receiving state aid for future terms.

This must include information about how state SAP is determined at the institution, how
Warning Status and Denial Status are determined, and the institution’s state
Reinstatement policy of state aid if the student goes into Denial status.

The available information must also include when SAP reviews will take place and how
and when students will be notified in writing should their state aid status change to
Warning, Denial or Reinstatement.

This information may be included in institutional financial aid handbooks or other

information made available to all students or all state aid recipients at each institution. It
does not need to be sent individually, however, to all state aid recipients.
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Chapter 4 - Payments, Repayments, and Reporting Requirements

Retroactive Payments

Retroactive payments may be made to an eligible student as long as the payments are made
for the current fiscal year and if funds remain available. The value of the retroactive
payment shall be based on the student’s rate of satisfactorily completed credits,
determined by institution policy, at the end of the term. The student does not have to be
enrolled at the time the retroactive payment is made.

Student Payments

After the institution’s financial aid administrator identifies an eligible student and posts an
award on the Portal, the institution should request the scholarship funds through CSAW on
the WSAC Portal.

WSAC disburses scholarships as payment requests are submitted. Scholarship payments
should be requested in a timely manner for the current quarter or semester. If an
institution does not submit the payment request and program funds are exhausted, WSAC
may not be able to send a payment for the student.

Required Student Directive for Private Institutions

Private institutions must use WSAC'’s Student Directive Form to record a student’s decision
on where to apply their financial aid payment (which then applies to Passport, SNG and CBS).

The student’s financial aid payment can be deposited directly into a student’s account or
disbursed in the form of a check based on their choice on the directive. For a copy of the
student directive, see Appendix E.

O Institutions must not coerce or influence the student’s choice on where to apply
their financial aid payment.

O The directive remains in effect for the duration of the student’s continuous
enrollment at the institution, excluding approved leaves of absence and summer
terms. A new directive is required if the student is not continuously enrolled.

O Institutions must allow students to change their minds at any time, prior to
disbursement, and follow their current directives at all times.

O Institutions must remind students once a year that their current directive is still
in place and that they may change it.
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State of Washington Conditions of Award Statement

Prior to disbursement, the institution must inform the state aid recipient of his or her
responsibilities to the program through a “State of Washington Conditions of Award”
statement. A copy of this statement is located in Appendix D. A student only needs to
receive one statement that covers the following four state aid programs: Passport, State
Need Grant, College Bound Scholarship, and State Work Study.

The statement must be presented annually, and can be delivered to the student through
paper or electronic means each year. The statement must be provided in its entirety and
is not satisfied by providing a link to the document or by attaching a copy of the
document.

The Conditions of Award does not have to be signed by the student as long as the
institution can provide assurances to WSAC that the document was provided to the
student each year. Itis the institution’s responsibility to maintain documentation that the
conditions were presented to the student each year.

Concurrent Enrollment

On occasion, students may choose to concurrently enroll in two institutions. Together, the
institutions must determine which school will be considered the student’s “home” school
for financial aid awarding, monitoring eligibility, etc. The student’s home institution is
responsible for processing and disbursing Passport funds and the student may only
receive Passport funds at one institution at a time.

Scholarship Repayment

If a Passport recipient leaves school during an academic term in which he or she receives
a scholarship, the student is required to repay Passport funds according to the
Washington Student Achievement Council’s repayment policy as defined for the State
Need Grant program.

The school is responsible for notifying students that they are in repayment. Institutions
shall refer repayment accounts to WSAC for collection when a student fails to make any
repayment to the institution within 45 days of repayment notification. Repayments of less
than $50 shall not be referred to WSAC. For more information, refer to the State Need
Grant repayment policy.

Reporting
WSAC will request reports from institutions necessary to the administration and

evaluation of the Passport program. In general, institutions will be expected to respond to
report requests within thirty days.

Institutions are required to provide WSAC with a summary of incentive grant use. At the
end of the academic year, WSAC will request reports from institutions on a pre-developed
report template. Reports will address the institution’s use of the incentive grant funds
received, the amount of funds spent, and if funds were not fully spent in the academic
year, the planned use for the remaining balance.
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Chapter 5 - Passport Institutional Incentive Grants

Purpose

The Passport program provides financial incentives for postsecondary institutions if they
agree to have a “viable plan” for the enrollment and persistence of students from foster
care. The viable plan is based on the Casey Family Foundation’s Supporting Success guide,
and institutions agree to participate by signing the Institutional Participation Agreement.

Incentive grants are provided to the institution for the recruitment and retention of
students from foster care. Grants shall be used for individualized student support services
which may include, but are not limited to, college and career advising, counseling,
tutoring, costs incurred for students while school is not in session, personal expenses,
health insurance, and emergency services.

Elements of a Viable Plan

1. Leadership commitment - Strive to create a lasting institutional commitment to
serve current and former foster youth by designating a president, chancellor,
vice president, or other position of leadership to advocate for the program’s
success.

2. Designated support staff - Designate a knowledgeable “home base” staff person
who can direct youth in the areas of financial aid, academic guidance, personal
issues, and career counseling/advising. The designated staff person will also be
responsible for preparing campus personnel in these areas to assist referred
Passport students.

3. Full financial aid package - Review each Passport student’s individual budget to
recognize the actual living expenses, and tailor the financial aid package to utilize
all available resources to meet the student’s full need and minimize reliance on
loans.

4. Connection to social services - As needed, work with staff from DSHS, its
contracted providers, and other nonprofit agencies serving foster youth to ensure
students from foster care receive a full range of support services and other college
preparation information.

5. Identification and consent - Include on college registration or admission
materials a question asking a student to self-disclose if they were in foster care.
Collect Passport Consent Forms from students who have identified themselves as
foster youth but are not identified through the Portal.

6. Verify eligibility - Verify Passport student eligibility electronically through the
Portal. This verification shall suffice for documentation of foster care status for the
purpose of financial aid packaging and support services.
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Incentive Grant Disbursements

The amount of the incentive grant payment is determined annually by the Washington
Student Achievement Council (WSAC), based on program appropriations, and is currently
set at $500 per quarter or $750 per semester for each Passport student.

Disbursements will be made at the end of each term when the institution can verify the
student has completed the term. No additional action is needed by the institution to
request incentive funds.

WSAC strongly encourages the institution to use incentive grant funds within the
academic year in which they are received. However, in extenuating circumstances where
incentive grants are not able to be fully spent within the academic year, funds that are not
used may be rolled over into the next academic year.

Institutions are asked to complete an annual report, demonstrating how Incentive Grant
Funds were used to support Passport eligible students. This report is sent to the Passport
Designated Support Staff person for completion and is due in August, prior to the
beginning of the next academic year.

Incentive Grant Use

The Passport designated support staff on campuses report the incentive funding has been
invaluable to improve the coordination of services and involvement with community-
based programs. Building a rapport with Passport students early is essential and is
especially helpful during a time of crisis.

In the unusual circumstance that an incentive grant is used to enhance a student’s
financial aid award, the incentive grant must be reported as financial aid received by the
student in the Unit Record Report (URR). For example, if the student received a $4,500
Passport to College Scholarship and a $500 incentive grant payment to supplement their
financial aid award, the institution should report that the student received a $5,000
Passport to College Scholarship on the URR.

Institutions report that incentive funding has allowed designated support staff to offer
food with activities, and provide resources that are unique to students from foster care.
Some common uses of incentive funds are as follows:

Targeted Services
e Student programs, including campus visits and tours of four-year colleges
e Pre-enrollment, academic, personal, financial, and career services
e Special orientations and welcome functions
e Admission into TRiO services
¢ Financial planning seminars
e Passport designated computer lab and private study area
e Quarterly meetings and celebrations

e Opportunity for hands-on learning with a registered dietician
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General Uses

Emergency loan fund

Wages for work-study, mentors, graduate student assigned to work with
Passport students

Textbooks and a lending library

Computers and assistance with technology needs
Resource loan library including laptops and calculators
College survival backpacks and school supplies

Gift cards to grocery stores, gasoline, transit passes and transportation costs to
specific events

Student incentives for meeting academic goals

Meals, healthy snacks, food bank and personal hygiene articles

Warm clothes, including socks, hats, boots, and gloves

Entrance placement tests, graduate school exams, and admission fees
Housing deposits

Medical bills
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Institutions Participating in the Passport Viable Plan

Art Institute of Seattle

Bastyr University

Bates Technical College
Bellevue College

Bellingham Technical College
Cascadia Community College
Central Washington University
Centralia College

Clark College

Clover Park Technical College
Columbia Basin College
Eastern Washington University
Edmonds Community College
Everett Community College
Gonzaga University

Grays Harbor College

Green River College

Heritage University
International Air & Hospitality Academy
Lake Washington Technical College
Lower Columbia College

North Seattle College

Olympic College

Pacific Lutheran University

Peninsula College

Perry Technical Institute

Pierce College

Seattle Central College

Seattle Pacific University
Seattle University

Seattle Vocational Institute
Shoreline Community College
Skagit Valley College

South Seattle College

Spokane Community College
Spokane Falls Community College
St Martin’s University

Tacoma Community College
The Evergreen State College
University of Washington

Walla Walla Community College
Walla Walla University
Washington State University
Wenatchee Valley College
Western Washington University
Whatcom Community College
Whitman College

Yakima Valley College

If your institution is not listed as a viable plan school, and you would like information on what is required
to participate, please contact Passport program staff.
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College Success Foundation Outreach and Support Services

Washington Student Achievement Council has contracted with the College Success
Foundation (CSF) to provide outreach, student intervention, and community integration
services.

CSF has worked to increase college retention of Passport students by implementing their
intrusive support model—an alert system that identifies six hurdles students from foster
care face. CSF also provides campuses with regular support and assistance in further
developing their viable plans.

Students agree to intensive support by CSF when signing a Passport Conditions and Award
form. Students receive the Conditions of Award, along with their eligibility letter and award
certificate from WSAC, when eligibility is determined by DSHS.

Institutions may collect Conditions of Awards from the student and post consent to the
Portal. Forms must be maintained in the student’s financial aid file at the institution, or
may be returned to WSAC.

Contact information:

Frederick Kingston, Program Manager for Foster Youth Services
425-416-2009
fkingston@collegesuccessfoundation.org

Molly Donahue, Program Coordinator for Foster Care Initiatives
425-416-2019
mdonahue@collegesuccessfoundation.org

Hiba Khalil, Program Officer for Foster Care Initiatives
425-416-2023
hkhalil@collegesuccessfoundation.org

Donna Quach, Program Officer for Foster Care Initiatives
425-416-2020
dquach@collegesuccessfoundation.org
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Chapter 6 - Additional Information

Legislative Reports

Comprehensive reports on the Passport to College program can be found on the Student
Achievement Council’s website: http://www.wsac.wa.gov/reports-and-publications.

Important Websites

e www.wsac.wa.gov/passport provides general information for administrators on
the Passport to College program.

e www.readysetgrad.org provides students and families information on state
financial aid programs.

e www.washingtonpassportnetwork provides information to administrators and
contracted practitioners about Passport resources and trainings.

e www.independence.wa.gov is a resource for foster youth regarding employment,
education, financial aid, housing, financial literacy, and health. Students may also
apply online to the ETV and Passport programs through this site.

e www.collegesuccessfoundation.org for information on CSF services and support.

Other Contacts

Education and Training Voucher (ETV) Program

Kathy Ramsay, ETV Program Manager
DSHS, Children’s Administration
360-902-7990

ramsaka@dshs.wa.gov

Victoria Ackerman, ETV Program Coordinator
DSHS, Children’s Administration
360-902-8281

ackervm@dshs.wa.gov

Children’s Administration

Shanna McBride, Education Program Manager
DSHS, Children’s Administration
360-902-8474

mcbrism@dshs.wa.gov

Peggy Lewis, Independent Living Skills Program Manager
DSHS, Children’s Administration

360-902-8063

LewisP@dshs.wa.gov
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Passport SETuP Providers

Sara Rylaarsdam
YouthNet - Mount Vernon
srylaarsdam@youthnetnw.net

Jeff Lindstrom
YMCA - Seattle

jlindstrom@seattleymca.org

Samantha Garcia
Pierce County Alliance - Tacoma

garcias@p-c-a.org

Veneza Tena
Community Youth Services — Olympia
vtena@CommunityYouthServices.org

Sara Mack
Volunteers of America - Spokane

Smack@VOASpokane.org

Laura Riel

Catholic Child and Family Services - Yakima

Iriel@ccyakima.org
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Eligibility Checker User Guide

Since a student’s eligibility is determined by DSHS, information provided through Passport
on the Portal should be used as documentation of a student’s foster care status. This
information can also be used to determine priority funding for the State Need Grant and
State Work Study programes.

Log in to the WSAC Portal at https://fortress.wa.gov/wsac/portal/. Your email address is
your user name. If you are not a user, contact your financial aid director to become an
authorized user at your institution. You may also contact Dawn Cypriano-McAferty at
dawnc@wsac.wa.gov for assistance.

Using the Portal
Under the Programs menu, click the Passport link for all Passport functions.

‘ul WASHINGTON STUDENT
-.{ ACHIEVEMENT COUNCIL

EDUCATION » OPFPORTUNITY - RESULTS

Home ¥

Admin ¥ | Common v | Programs v  Utilities «

Welcome to the WSAC portal.

This website is for use only by authorized WSAC staff, institution staff, employers, and students. This site is not for use by the general public.

Click Check Eligibility to verify eligibility for Passport. This function will also allow you to
create a student award.

-ul,-' WASHINGTON STUDENT
{ ACHIEVEMENT COUNCIL

EDUCATION » OPPFORTUNITY - RESULTS

Programs ¥ | Passport ¥

Awards ' Check Eligibility Log Support Service Release | Passport Student Editor | Passport Student Search

Welcome to the WSAC portal.

This website is for use only by authorized WSAC staff, institution staff, employers, and students. This site is not for use by the general public.
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Searching for Students on the Portal

You can check more than one student at a time. At the top of the eligibility checker, you
may choose to search in one of three ways.

Single - allows you to enter an SSN or student Last Name and First Name to search
for a student. You can use a combination of these fields to find the student. You can
also search using the first few letters of their name.

Multiple - allows you to enter a list of SSNs to be checked. You may separate the
SSNs by a comma, or by entering one number per line.

File Upload - Allows you to upload a text file. This document can only contain a
list of SSNs.

Eligibility Checker

Single | Multiple | File Upload

Enter an SSN and/or Name (partial allowed) to search for.

AMNDIOR

Br ast Mam

[y}

[fy]
3
T

= Eir=t Hame

Check Eligibility ][ View As Excel

Student eligibility is an on-going process between the WSAC and DSHS.

If you cannot find information on a student, please call Dawn Cypriano-McAferty
at 360-753-7846 for a manual student verification. Thank you for your patience.

Whether you use SINGLE, MULTIPLE, or FILE UPLOAD, you will see a response for every

request you make. If the student is not in the database, you will receive a message
indicating such.

For MULTIPLE and FILE UPLOAD searches, you can download your responses into an
Excel spreadsheet for in-office processing.
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Secure Email

Institutions may send messages to the WSAC securely through the secure messaging
function on the Portal. Administrators must use the secure email function if they are
sending a message including personally identifiable information.

Step 1 - Log in to the WSAC Portal at https://fortress.wa.gov/wsac/portal/. Your email
address is your user name. If you are not a user, contact your financial aid director to
become an authorized user at your institution. You may also contact Dawn Cypriano-
McAferty at dawnc@wsac.wa.gov for assistance.

Step 2 - Once successfully logged into the WSAC Portal, click “Common”.

3344 WASHINGTON STUDENT
3Y ACHIEVEMENT COUNCIL

EDUCATION » OPPORTUNITY - RESULTS

Home ¥

Common *  Programs v

Welcome to the WSAC portal.
This website is for use only by authorized WSAC staff, institution staff, employers, and students. This site is not for use by the general public.

Administrator(s) at Your Institution: Jane Smith . John Doe

Step 3 - Click on “Messages and Files” from the drop down selection.

4% WASHINGTON STUDENT
2y ACHIEVEMENT COUNCIL

EDUCATION » OFFORTUNITY - RESULTS

Commaon ¥

Change Your Password ' nlessages And Files

Welcome to the WSAC portal.
This website is for use only by authorized WSAC staff, institution staff, employers, and students. This site is not for use by the general public.

Administrator(s) at Your Institution: John Doe, Jane Smith

Step 4 - Click on “Inbox” to create the e-mail message.

-ul,- WASHINGTON STUDENT
‘{ ACHIEVEMENT COUNCIL

EDUCATION » OFFORTUNITY » RESULTS

Messages And Files ¥

Document Submission | Files, Forms and Memos  Inbox

Welcome to the WSAC portal.

This website is for use only by authorized WSAC staff, institution staff, employers, and students. This site is not for use by the general public.
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Step 5 - Payment Confirmation Spreadsheets

Once you are in your inbox, you will be able to retrieve messages sent to you by the WSAC,
or create new messages by clicking “Create a new secure message to WSAC.” This is also
where you will be able to retrieve the payment confirmation spreadsheets.

3344 WASHINGTON STUDENT
#Y ACHIEVEMENT COUNCIL

EDUCATION » OFFORTUNITY » RESULTS

Me=sszages And Files ¥

Secure Message Inbox [5% Create a new secure message to WSAC

Subject Sent Date - From: To:

From Mailbox:  Any Mailbox * Program: Selecta Program -

Step 6 - Send a Secure Message to WSAC.

4% WASHINGTON STUDENT
2 ACHIEVEMENT COUNCIL

EDUCATIOMN » OPFFORTUNITY » RESULTS

Messages And Files ¥ Secure Message

Send a Secure Message to WSAC
5. Click "Send Message" once your file has been attached and vour message is ready for WSAC.

E Send Messaqge @ Cancel

To: Select a Program Mailbox - 1. Select "Passport to College”
From: Roberta Roche =rroche@clark edu=
Subject: 2. Enter yvour subject

Attachments: Mo file selected, 3. Click "Browse" to select a file from your computer.

Click "attach once vour file has been selected.

4. You may type a message here_ if desired.

Select the program you would like to send the message to.

Enter your subject

Attach your document by browsing for the appropriate file on your computer
Type your message

Click “send message.” Your message will be sent to program staff.

bk wbo =
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Requesting Passport Funds in CSAW

Basic Steps
1. Login to the WSAC Portal
Upload your file or add students manually
Fix any file format errors, if any
Address edits
Review students and submit for reimbursement

V1w

Step 1 - Login to the WSAC Portal
Access the WSAC Portal at https://fortress.wa.gov/wsac/portal /default.aspx.

Your user name is your email address. If you do not know your password, click the “forgot
it” link for help.

Enter your email address and password to log in.

email address

password (forget it?)

Login

Step 2 - Upload File or Add Students Manually

From the home page, select “CSAW” then click “Upload” under the “To get started”
heading (if you are uploading Passport awards with SNG/CBS).

Home « | Csaw
Upload | Edits | Request Funds | Interim Report | Students | Account Status

Welcome to the College Bound/SNG 2nd Passport tool aAvyard Warehouse!

To get started:

1. Upload
2. Address Edits
3. RE!qUE!St Funds/Submit Interim REDOYT

Other useful tools:

« Summary of account status: SNG CBS PTC
+ Search for students
« Submit a receivable transmittal
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Step 3 - Fix any File Format Errors

Note that each upload attempt represents a fresh start. This means that each upload must
contain ALL enrollment data for the current academic year. State Need Grant, College
Bound and Passport will always be in one file.

If you only want to pay Passport students (and not include College Bound or State Need
Grant), see SECTION TWO below.

Click “download csv template” link to view A CSV template of the file format.

Home « | Csaw ~ | Upload

CSAW - Upload 2015-2016 = Western Washington University ~+

Upload your csaw file here
Mo file selected.

download csv template

Click Browse to upload your saved CSAW file. Remember to include all records for your
State Need Grant, College Bound, and Passport students.

After uploading is complete, you will see the summary below:

CSAW - Upload 2015-5:1_ 0 5400 3 501U PSSR 1D WEAD

v Loading flle | v Valdatng dala  w Busding summary | Save upload

Summary of flle contents

Total Summer 1 Fall Winter spring summer 2
Amourt $15074 13100 $0.00 £5,157 994 00 $5.02231100 $4.893 626,00 $0.00
Total Awards ki o 3375 3356 3256
SNG
Served AwArs 6318 o T 2104 2041 o
Unserved Awards IBTD ] 12z 1252 127
Amoun| t S882 837 00 $0 00 £294.040 00 £2498,551 00 £290 24600 000
cBs
Total Awards 2196 o 735 738 T2 0
Amaount $12,800.00 $0.00 $12.600.00 $0.00 §0.00 $0.00
TC
Tetal Awards 10 o 10 0 ] L

CHRRCIEN  Discard upload

If the information looks correct, click on “Save upload”.

If it does not look correct, click “Discard upload” and upload a new file.
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Step 4 - Address Edits

Once your records have been uploaded, you will have an opportunity to address your edits.
If you do not want to address the edits immediately, you may skip to “Request Funds”
under the CSAW drop down box.

Home «~ | Csaw +~ | Upload

CSAW - Upload

All records have been saved in CSAW. IS (sl =] =

Step 5 - Review Students and Submit for Reimbursement

Home « | Csaw + | Request Funds

CSAW - Request Funds

|
‘ % Choose all students by term/program |

[3} Upload a list of students from your existing CSAW population

Q, Choose students individually

&= View previous requests



Select the TERM to be paid under the PTC heading.

Remaining Allocation: $4,638,080.00

= Al Terms/Programs

setected Total Edits seiected Total | Edits Selected | Total Edits
Fall @ $0.00 sursesoo A9 Ediis @ $0.00 #8000 A4 Edits $0.00 ss50000 | AT Edits
+ Winter @ 50.00 sso7ea00 A8 Edns @ 50.00 50100 4h 8 Edis # 51,500.00
+ Sprng @ 50.00 se78s45700 A &2 Eafs @ 50.00 s1323700 | dh 24 Eens - $1,500.00 51 50000
Total $0.00 $0.00 | 5300000
= Wintar
Name = | ssn Enroliment NG cBs PTC
[ [ ] Futime $0.00 # $1.500.00

_ [ ] Full time ©$2,608.00 # §1,600.00

Verify student award amounts to be paid. Once verified, click on “I Agree, Request Funds”

| Agree, Request Funds

You will receive a notice from CSAW verifying successful processing of your payment
request. The Portal will automatically take you to a Request Funds summary page,
displaying all of the funds that you have requested.
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Search and Pay ONLY Passport Students

Step 1 - If you prefer to pay ONLY Passport students, click on the CSAW drop down box in
the blue toolbar and select “Students”. Fill out the appropriate fields, remembering to
select PTC under the program field. Make sure you check a student’s Passport eligibility
prior to entering their award in CSAW.

Click Search
Student Search
Search SSN/SID Search
Year School
SENISID O Last First
Program Term Served status
F any sarved status
s
Ming 1 1
Awards
Student
Year Institution [T £ F w 5 52
5344800 800

Step 2 - After the screen populates with the student’s information, click on the student’s
name. This will direct you to the student award detail page.
Click on the pencil icon to edit/add the student’s award.

In SNG Archive © Fliginle for CBS i Eligibde for PTC i
2 000 SNG GFER 4 12 000 CBS QER 4000 PTC QERT
Add new year (£ 20152016 3 =
w20 @ |
Student ID #: not specified MFI: 0%
ENG CBS FTC Family income: $4,076 00 Family size: 1 #In college: 1
Spring Full fime £2:44500 »
winter Full time $2.448.00 e 20f5-2016. Spring term
Fall e Enroliment: Full time Calendar:  Cuarter
Summar 1
Award Faid  Max Award DCA Receivable History
20\4-2015.
ENG 2344800 s0o0i £0.00 + 30d recesvabis i
SNG cos FTC
CAS 23,870 004 nia = ] oo bie
Spring Full time
PTC $1.500.00 wa + 30d recetvable
Winter Full e pxiinctor] 150000
Fan Full time $3523.:00 $1.50000

Step 3 - Once you click on the pencil icon, the pop-up window below will be displayed.
Enter the student’s award and click “Update Student.”
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Update Student for

SSN O~ SID

Last~* First Mi

.  jp

Income Info €

Family Size #in College Family Income
1 1 [ |
Awards N
SNG &
Award
Enroliment Term Type  Served Amount DCA cBs@ PTC
Summer1 | ey v | Que v | Sen v | 3623 0 1500
Fall Fuli v | Qua v | Sen v | 3448 0 1500
Winter | mygg v | Que v | Sen v | 3448 0 0
Spring Fuli v | Qua v | Sen v | 3448 0 ‘ 1500] -
Summer 2 v

cancel update student

”n

Step 4 - After entering the student award, go back into CSAW and select “Request Funds
from the drop down box. For the payment process, refer back to Step 7 in Section One.

Edits - There are three types of edits:

(1) Informational - Lists of students, by category. Nothing specific must be done to
these records, but review the lists to identify potential eligibility issues. For
example, if a student is nearing their QER.

(2) Overrideable - Correct the data for each overrideable edit. If you cannot address
the edit by correcting data, but the student is eligible, enter an override reason.

(3) Non-Overrideable - You must correct the data or delete the award or the student
from the system. For example, the student is not eligible for Passport.

The type of edit is listed after the edit name.

If you have questions regarding Passport payments, please contact Dawn Cypriano-
McAferty at dawnc@wsac.wa.gov.

33


mailto:dawnc@wsac.wa.gov

Appendix A - Passport Consent Form

2 WASHINGTON STUDENT
‘-‘3" IIEVEMENT COUNCII
EDUCATION «- OPFORTUMNITY RESULTS

Passport for Foster Youth Scheolarship Consent Form

The Passport for Foster Youth program assists you on your journey toward a postsecondary education and provides
scholarships and college support services so you can meet your higher education goals.

If you meet the criteria below, please sign and return this form to receive more information about
participating in this program.

¥ou are eligible for the scholarship and other campus-based support services if you were a dependent of the State of
Washington and in foster care on your 18th birthday and all of the following criteria describe you:

¢ Turned 18 on or after January 1, 2007.

+ Spent at least one year in foster care after your 16th birthday.

* Are aresident of Washington State.

*  Are or will be enrolled at least half-time in an eligible institution of higher education in Washington state by the

age of 21.
+ Have not yet earned a bachelor's or professional degree.
+ Are not planning to pursue a degree in theology.

STUDENT INFORMATION
Name Date of Birth
Address Phone Numbers
Street: Home: | ]
city: State: Zip: ceil: | i
May we text your cell phone? O Yes O nNo
Email Address Social Security Mumber (optional)

| authorize the Department of Social and Health Services to release and receive information regarding my foster care
status, college enrollment, finandial aid, and academic standing—including grades—to and from the Washington
Student Achisvement Council and Passport-eligible colleges and universities. | understand | may be asked for additional
information from the Washington Student Achievement Council, which administers the program.

Student Signature: Date:

For more information, contact:

Washington Student Achievement Council
Attn: Dawn Mcaferty
PO Box 43430
Olympia, WA 98504-3430
Email: passporttocollege @wsac. wa.gov
Phone: 1-888-535-0747 option #5
Fax: 1-360-704-6246
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Appendix B - Passport Conditions

PASSPORT CONDITIOMS

Possport to College Promise program funding ond efigibility reguirements may be oltered by
legislative action.

Award

# The current maximum amount of 3 Passport award is 54,500 per academic year and will
bz reduced if your need is less than your award because of other grants, scholarships, or outside funding.

# The Passport scholarship expects that you will cover 3 small portion of your college costs, which can be met
through other scholarships, work study, or loans i needed.
You must enroll 2t an eligible institution at least half-time before turning 22 years cld.
vour awerd is limited to five years or the equivalent, and expires when you turn 27 years ald.
If you withdraw from college during the term, you may cwe a repayment of Passport funds you received during
the term of your withdrawal.

Eligibility
Awards are contingent until your financizl 3id office confirms your eligibility.
The Passport Scholarship does not require you to complete a renewal application each year. Your financial zid
office will verify your continued eligibility, work with the Council to renew your scholarship, and notify you of
your renswed award.

# Toremain eligible you must:

Enrall 3t l=ast half-time sach term.

Meke satisfactory academic progress as defined by the institution you are attending.

Mot withdraw from all courses in any term.

Have a demonstrated financial need.

Mot have already earned a bachelor's degree.

Mot pursue & degree in theology or be required by your college to be involved in any program

or class that includes any religious worship, exercise, or instruction.

R R R 5%

Support services

#» vour college or university has services available to support your academic success.

# The Council has partnered with the College Success Foundation, an organization that is available to provide you
with resources such as tutoring, mentoring, or emergency assistance should you decide that you need these
SEMVICES.

1 By checking this box, you give permission for the Council and your college to share your information with the
College Success Foundation for additional support services.

| have read and understand the Passport Conditions.

PRINT Full Mame Date of Birth

Lhratere Date Sigrad

This form must be signed and returned to:
Passport to College Scholarship Program
PO Box 43430
Olympiz, Wa 3E504-3430
Fax: 350-704-6245
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Appendix C - Institutional Agreement to Participate in the
Washington State-Funded Financial Aid Programs

Passport to College for Foster Youth Addendum

This agreement is between the Washington Student Achievement Council, PO Box 43430,
Olympia, WA 98504-3430, hereafter referred to as the WSAC, and INSTITUTION, hereafter
referred to as the Institution.

I. Term
This addendum becomes effective on the date executed by the WSAC and will expire
on June 30, 2018, unless terminated by one or both parties in writing.

II. Purpose
The purpose of this Agreement is to outline the responsibilities of the WSAC and
Institution in conducting the Passport to College Scholarship Program’s Viable Plan
for providing support services to eligible Passport students pursuant to RCW 28B.117
and WAC 250-83-060.

II1. Statement of Work
1. Responsibilities of the Institution
The Passport to College program establishes that qualified institutions must agree to
the following conditions in order to receive incentive grant payments from the WSAC
for the successful recruitment and retention of Passport eligible students.

a) Viable Plan: The institution agrees to design and implement a viable plan to
deliver specialized support services to promote and increase access, persistence
and completion of postsecondary education.

b) Identification: The institution must include on their application for admission
or registration materials a question asking a student to self-disclose whether
they were in foster care in Washington State for at least one year since their
sixteenth birthday. The question may be used for the purpose of delivering
support services and awarding financial aid. It may not be used in consideration
for admission to the Institution.

c) Collecting Student Consents:

1. Student eligibility - Institutions who have identified a former foster youth
who is not in the Eligibility Checker in the WSAC Portal should provide a
Consent Form to the student and forward it to the WSAC for the purpose of
determining eligibility with DSHS.

2. Support services - After a student has been determined eligible for Passport,
they will receive a Conditions of Award form from the WSAC. By signing the
form, they authorize the College Success Foundation to provide them with
outreach and support services. Institutions may collect the form and post
student Release of Information to the WSAC Portal for outreach and support
services. The Release of Information must remain in the student’s file.
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d) Verifying Eligibility: Verify Passport student eligibility electronically through
the WSAC Portal. This verification shall suffice for documentation of foster care
status for the purpose of financial aid packaging and support services.

e) Leadership Commitment: Strive to create a lasting institutional commitment to
serve current and former foster youth by designating a president, chancellor,
vice-president or other position of leadership to advocate for the program’s
success.

Please provide the person’s name and title:

f) Designated Campus Support Staff. Designate a knowledgeable “home base”
staff person who can direct youth in the areas of financial aid, academic
guidance, personal issues, and career counseling/advising. The designated staff
person will also be responsible for preparing campus personnel in these areas to
assist referred Passport students. Please immediately notify the WSAC of any
designated support staff changes so that the directory may be updated.

WSAC records indicate that the person listed as the designated support person
on INSTITUTION'’s campus is: Jane Doe. If this is not correct, please identify the
appropriate person:

g) Connect with Social Services and Independent Living Providers. As needed,
work with staff from DSHS, Children’s Administration, its contracted providers,
and other non-profit agencies serving foster youth to ensure students from
foster care receive a full-range of support services and other college preparation
information.

h) Financial Aid. Review each Passport student’s individual budget to recognize
the actual living expenses and tailor the financial aid package, to utilize all
available resources to meet the student’s full need and minimize reliance on
loans.

i) Institutional Incentive Funding. Institutions’ request for scholarship payment
signifies satisfactory academic progress has been verified and the student is
eligible for the ensuing term. At the end of each academic year, the institution
will submit a report to the WSAC on the use of the incentive grant funds.

j) Education and Training. To the extent practical, ensure institutional leadership
and designated staff will participate in training provided by the WSAC or its
partner organizations and representatives about the Passport program and
related foster youth resources.

. Responsibilities of the Washington Student Achievement Council

a) Program Eligibility. WSAC will collect student consent through the Free
Application for Federal Student Aid (FAFSA), Common Application, and Passport
Consent Form. WSAC will work with the DSHS to determine student eligibility
for the Passport to College Scholarship program.
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b) Secure Portal. Student-level data will be maintained in the WSAC'’s secure
Portal for DSHS and institution eligibility processing.

c) Reports. WSAC will collect student level data from institutions and compose
program reports as needed.

d) Verification of Eligibility. Student eligibility will be verified with DSHS. WSAC
will notify students of their eligibility status via mail or through electronic
means. Students determined ineligible for Passport are provided with
information on alternative sources of aid and support services. Student eligibility
will be provided to the institution securely through the WSAC'’s Portal.

e) Scholarship Payment Disbursement. WSAC will disseminate payment
confirmation data to financial aid administrators through the Portal and
disburse student scholarship payments on a quarterly basis. Student terms of
eligibility remaining for Passport will be tracked. The WSAC will review systems
annually to ensure that ineligible “aged out” Passport students are removed
from the portal to help maintain accurate data for institutions to review.
Repayment will be coordinated for those students who receive Passport funds
and then become ineligible for funding.

f) Training. WSAC will provide various trainings and technical assistance.

1. Provide timely customer service to students, institutional financial aid, and
designated support staff.

2. Provide one-on-one Portal training to institutional staff as requested.

3. Provide annual training to institutional financial aid administrators on
programs administered by the WSAC and contribute to trainings provided by
organizations contracted to provide Passport services.

4. Provide students with financial aid resources. Direct students to appropriate
campus staff for support services. Provide referrals to contractor for
intervention in emergency situations.

IV. Consideration
Incentive Grant Payments to Institution

Incentive grants are provided to the institution for the recruitment and retention of
students from foster care. Grants shall be used for individualized student support services
which may include, but are not limited to, college and career advising, counseling, tutoring,
costs incurred for students while school is not in session, personal expenses, health
insurance, and emergency services.

Each party herein constitutes the consideration for this agreement. The amount of an
incentive grant payment will be determined annually by the WSAC based on program
appropriations. Disbursements will be made at the end of each term when the Institution
can verify the student’s satisfactory performance. The Institution will indicate this status
during the payment request cycle for subsequent terms of enrollment. The WSAC will send
funds for each student who successfully enrolled in and completed the term.
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V. Termination

This agreement may be terminated immediately by mutual consent of all parties, or by
either party upon 30-day written notice, and delivered to the other party by certified mail
or in person.

VL. Certification and Execution of Passport Addendum

[ hereby certify that [ am an officer of the Institution legally authorized to execute this
Passport to College for Foster Youth Addendum to the Institutional Agreement for and on
behalf of the Institution and certify that to the best of my knowledge and belief, all
information in this document are true and correct.

Institution

Signature of Chief Executive Officer

Name (typed or printed)

Title

Date

Washington Student Achievement Council

Director of Student Financial Assistance

Name (typed or printed)

Title

Date
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Appendix D - State of Washington Conditions of Award

Forms Used to Provide Required Notification to Students

Prior to the first annual disbursement of state financial aid, institutions must inform
students of the conditions associated with their state financial aid award(s) by providing
them with the Washington State Aid - Conditions of Award below.

Conditions of Award statements must be provided to students on paper or electronically.
Emailed Conditions of Award statements must display the Conditions language, in its
entirety, in the body of the email, unless the institution requires students to certify their
acceptance by filing a signed form or otherwise verifying receipt of the Conditions
language. Institutions must maintain documentation that the state Conditions of Award
were provided to awarded students.

WSAC values institutional flexibility in best meeting our shared student disclosure
obligations. Institutions may propose alternative Conditions of Award language varying
from the statement below during the annual participation renewal process. Alternative
Conditions language must still convey the points included in the statement below and will
be evaluated for approval accordingly. Institutions may incorporate state Conditions of
Award language into more comprehensive conditions statements that cover other forms
of financial aid, subject to WSAC approval during renewal.

Note: The version of the Conditions of Award that appeared in Chapter 7 (page 73) of the
2016-17 SNG-CBS Program Manual is acceptable for use during the 2017-18 year.
Institutions must provide the language below (or an approved alternate) to students
beginning in the 2018-19 award year, but are encouraged to implement this revised version
sooner.
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Conditions of Award Statement
Applies to Students at All Institutions Each Year

Washington State Aid - Conditions of Award

The State of Washington is offering you financial assistance to help support your
educational expenses. Please visit www.opportunitypathways.wa.gov to receive more
information about financial aid, scholarships, work study, and student loans.

By accepting state financial aid, you agree to the conditions listed below. If you have
questions or find that you cannot comply with these conditions, please contact your
institution’s financial aid office.

1.
2.

You must meet the requirements for Washington State residency.

You do not owe a repayment to any federal or state grant or scholarship nor are
you in default on a state or federal student loan.

You must be enrolled in an eligible program and not be pursuing a degree in
theology.

If you hold a bachelor’s degree or the foreign equivalent, or in some
circumstances if you are pursuing a second associate degree within five years of
earning an associate degree, you are not eligible to receive state grant funds.

If you do not attend or if you withdraw from your classes, you may owe a
repayment of all or part of any state funds you have received.

You must maintain the academic progress standards established by your
institution in order to receive additional state aid.

There could be other circumstances that would require a repayment or reduction
in your current award amounts.

You must meet all eligibility requirements for the state aid program(s) awarded.

The offer of this financial assistance is subject to, and conditioned upon, the
availability of funds. Washington Student Achievement Council (WSAC) and the
institution through which the grant, scholarship, or work study is awarded,
reserve the right to withdraw, reduce, or modify the awards due to funding
limitations or due to changes in circumstances which affect your eligibility for the
program(s).

You may choose to voluntarily make financial contributions to WSAC in recognition of
the assistance that you received. All voluntary contributions will be used to provide
financial assistance to other students. Please contact finaid@wsac.wa.gov for more
information.
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Appendix E - Student Directive for Students at Private Institutions

Required Directive Form for Students at Private Institutions

Private institutions must use WSAC'’s Student Directive Form which follows to record a
student’s decision on where to apply their state financial aid payment(s) each term.

The student’s financial aid payment can be deposited directly into a student’s account or
disbursed in the form of a check based on their choice on the directive. In addition,
institutions:

®  Must not coerce or influence the student’s choice on where to apply their
financial aid payment.

= Will keep the directive in effect for the duration of the student’s continuous
enrollment at the institution, excluding approved leaves of absence and
summer terms. A new directive is required if the student is not continuously
enrolled.

®  Must allow students to change their minds at any time, prior to disbursement,
and follow their current directives at all times.

® Must remind students once a year that their current directive is still in place
and that they may change it.

The student must sign and date the directive. The signature can be either a wet or
electronic signature. For electronic signatures, the institution must have assurances that
only the student can access his/her signature page, likely through a portal that is name
and password protected.
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State of Washington

Student Achievement Council

STUDENT DIRECTIVE FOR DISBURSEMENT OF STATE AID
Return this form to the NAME of Institution Financial Aid Office as soon as possible.

Student Name (please print): ID#:

You have been awarded financial aid from the State of Washington. Your designation and signature
on this form will document your choice for funds to be applied directly into your student account or
to be given to you in the form of a check. A state grant or scholarship recipient has the following two
choices:

e (Choosing to have the funds deposited to your student account permits the aid to be
automatically credited toward expenses you may owe to the institution. This option allows
faster processing of any refunds of financial aid proceeds that may be due you.

e (Choosing to have state financial aid funds given directly to you means that state student aid
will not be automatically available to pay for tuition and fees. You are responsible for using
the funds to pay for educational expenses including any expense you owe to the institution.

Please choose one of these options:

I choose to have state aid funds applied directly to my student account and
automatically credited toward expenses | owe NAME of Institution.

OR

[ wish to have state aid funds given directly to me (not credited to my student
account). [ understand that [ am responsible for all outstanding balances on my

student account at NAME of Institution.

Your choice will stay in effect as long as you are enrolled at this institution. However, you may
change your directive for a future term by informing your Financial Aid Office in writing.

Student Signature Date

Make sure you check one of the options above and return this form to:
NAME of Institution
Address
Address
Address
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Appendix F - Passport to College Promise Program

RCW Sections

Chapter 28B.117 RCW
Passport to College Promise Program

28B.117.005
28B.117.010
28B.117.020
28B.117.030
28B.117.040

28B.117.050
28B.117.060

28B.117.070
28B.117.900
28B.117.901
28B.117.902

RCW Sections
Findings -- Intent.
Program created -- Purpose.
Definitions.
Program design and implementation -- Student eligibility -- Scholarships.

Identification of eligible students and applicants -- Duties of institutions of
higher education -- Duties of the department of social and health services.

Internet web site and outreach program.

Program of supplemental educational transition planning for youth in
foster care -- Contract with nongovernmental entity.

Reports -- Recommendations.
Construction -- 2007 ¢ 314.
Expiration of chapter.

Short title -- 2012 c 163.
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Appendix G - Passport to College Promise Scholarship

WAC Sections

Passport to College Promise Scholarship

Title 250-83 WAC
Passport to College Promise Program

250-83-010
250-83-020
250-83-030
250-83-040
250-83-050
250-83-060
250-83-070

250-83-080
250-83-090

Purpose.

Institutional eligibility.

Identification of eligible foster youth.

Student eligibility for passport scholarship.

Determining the amount of the passport student scholarship.
Institutional incentive grant to provide student support services.

Reserve of funds and payment of student scholarship and institutional
incentive grant.

Board's responsibilities.

Definitions.

Chapter 250-83 WAC Last Update: 7/23/08
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http://apps.leg.wa.gov/wac/default.aspx?cite=250-83&full=true#250-83-010
http://apps.leg.wa.gov/wac/default.aspx?cite=250-83&full=true#250-83-020
http://apps.leg.wa.gov/wac/default.aspx?cite=250-83&full=true#250-83-030
http://apps.leg.wa.gov/wac/default.aspx?cite=250-83&full=true#250-83-040
http://apps.leg.wa.gov/wac/default.aspx?cite=250-83&full=true#250-83-050
http://apps.leg.wa.gov/wac/default.aspx?cite=250-83&full=true#250-83-060
http://apps.leg.wa.gov/wac/default.aspx?cite=250-83&full=true#250-83-070
http://apps.leg.wa.gov/wac/default.aspx?cite=250-83&full=true#250-83-080
http://apps.leg.wa.gov/wac/default.aspx?cite=250-83&full=true#250-83-090
http://app.leg.wa.gov/wac/default.aspx?cite=250-83
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