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I. Introduction & Purpose

Created by the 2012 Louisiana Legislature, The Tuition Donation Credit Program (TDC) empowers Louisiana families
with the financial resources to choose the school that will best prepare their child for college and career. This program
provides tax credits to Louisiana taxpayers who donate to tax-exempt, not-for-profit organizations called School Tuition
Organizations that provide scholarships to K-12 students. The TDC program launched statewide during the 2013-14
school year and is governed by BESE Bulletin 134.

School Tuition Organizations (STOs) play a critical role in the Tuition Donation Credit Program by: a) galvanizing
Louisiana taxpayers to directly provide economic resources to Louisiana families; and b) conducting the scholarship
award process to enable low-income children to attend the school that they feel will best prepare their child for college
or career success.

The Louisiana Department of Education (LDOE) created this School Tuition Organization Participation Guide to help
ensure the success of STOs. This STO Participation Guide serves as a comprehensive tool designed to enhance
understanding of the programmatic requirements and expectations outlined in Bulletin 134 by:

e  Clearly communicating program requirements and expectations; and

e  Providing comprehensive timelines, guidance and suggested best-practices for participation.


http://www.doa.louisiana.gov/osr/lac/28v155/28v155.doc
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II.  Participant Eligibility

STOs, students, donors, and schools must meet eligibility criteria to participate in the Tuition Donation Credit Program.

School Tuition Organization Eligibility

Initial Eligibility Requirements

Organizations seeking to serve as an STO to award student scholarships through the TDC Program must meet all of the
criteria below:

e Be exempt from federal income tax and be established as an organization as described in Section 501(c)(3) of the
Internal Revenue Code;

o Not employ or allow as a board member any individual that has been convicted of or entered a plea of nolo contendere
to a crime listed in the Louisiana Child Protection Act. More guidance regarding crimes listed as part of the Louisiana
Child Protection Act and background check requirements may be found here.

Notice of Intent to Participate Process

Organizations that met meet these requirements may submit a formal Notice of Intent to Participate (NOI) to the LDOE.
The LDOE will review the NOI and officially verify the organization’s eligibility to serve as an STO.

Continued Eligibility

After initial verification, STOs must comply with all financial and advertising requirements to remain eligible. The LDOE may
bar an organization that fails to meet these requirements from continuing to serve as an STO.

STUDENT ELIGIBILITY

To be eligible to receive a scholarship through the Tuition Donation Credit Program, a student must meet the following
income, residency, and prior school year requirements:

Requirement Criteria

e Have a family household income that does not exceed 250% of the federal poverty guidelines, as

et established by the Federal Office of Management and Budget.

Residency e Family resides in the state of Louisiana.

Students must meet one of the following prior school-year requirements:
e Participated in the Tuition Donation Credit Program during the previous school year;
Prior School | e Participated in the Louisiana Scholarship Program during the previous school year;

Year e Attended a public school in Louisiana on October 1st & February 1st of the previous school year?;
or,

e Be entering Kindergarten for the first time.

1 STOs may release their student application prior to the February 1 public school count date, but will not be able to verify
prior year eligibility in a public school until approximately the end of March.

A list of acceptable forms of eligibility documentation can be found in Appendix 3. Continuing students need to reconfirm
eligibility each year they participate in the program.



http://legis.la.gov/lss/lss.asp?doc=79264
http://www.louisianabelieves.com/docs/school-choice/form---sto-notice-of-intent-to-participate.docx?sfvrsn=2
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DONOR ELIGIBILITY

While STOs may receive donations from any donor, donors must meet the following requirements to qualify for a tax credit:

e Donors must be taxpayers who are required to file a Louisiana income tax return for the year in which the donation
was made; and

e Have some portion of their donation used by the school tuition organization to provide scholarships for tuition and
fees for student scholarships at an eligible school.

Donors who allocate their donation to cover 100% operating costs may still qualify for a tax deduction for a donation to a
charitable organization, but since no funds were used to fund student scholarships, would not qualify for a tax credit for
this program. STOs are responsible for verifying donor eligibility and should retain donors’ Louisiana Tax-ID for their
records.

SCHOOL ELIGIBILITY

Schools seeking to participate in the Tuition Donation Credit Program must meet minimum criteria as identified in Bulletin
134. Additional criteria exist in Bulletin 134 for schools that have been BESE approved for less than five years.

While Bulletin 134 outlines only minimum criteria, School Tuition Organizations may ultimately choose to use additional
STO-specific criteria (ex: academic performance) to determine the schools with which they partner.

Minimum Criteria

At a minimum, the participating nonpublic schools must meet the following criteria:

Classification Criteria

e The nonpublic school approval process is intended to confirm that schools utilize “a curriculum
of quality at least equal to that prescribed for similar public schools," as required by the
BESE Approval Louisiana Constitution.

e To obtain or renew BESE approval, schools must submit forms, which vary based on school
characteristics, to the LDOE by October annually.

e To participate in the Tuition Donation Credit Program, schools must be Brumfield v. Dodd

Brumfield certified and compliant.
v. Dodd . e " -
Compliance e The Brumfield v. Dodd certification process verifies that schools receiving state and federal

funds are not racially discriminatory.

The most up to date list of BESE approved nonpublic schools and their Brumfield v. Dodd compliance status can be found
here.

Additional Requirements for Recently BESE Approved Schools

Classification Criteria

e If a school plans on receiving more than $50,000 in scholarships from an STO, they must
demonstrate their financial viability.

BESE Approved e Schools may demonstrate their financial viability by posting a surety bond or providing financial
for <5 Years information to an STO.

e STOs can determine what specific financial information they require in lieu of the surety bond
and should maintain documentation of a school’s fulfillment of this requirement.

Must meet the requirements for BESE approved <5 years, AND:
BESE Approved

<2 Years e Maximum of 20% of the school’s enrollment can be scholarship students if the school takes

part in both the Tuition Donation and Louisiana Scholarship Programs.



http://www.louisianabelieves.com/schools/nonpublic-schools/brumfield-v-dodd
http://www.louisianabelieves.com/schools/nonpublic-schools/brumfield-v-dodd
https://www.louisianabelieves.com/resources/library/nonpublic-schools
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School Tuition Organization Additional Criteria

e STOs may either award scholarships for students to attend all eligible schools or decide to use specific criteria to
partner with a sub-set of schools.

e These STO specific criteria may include, but are not limited to, the school’s academic performance and/or geographic
location.

If an STO decides to partner with specific schools, this must include a group of schools and not a single school.

lll.  Student Scholarship Award Process

The steps an STO must take from application release to issuing scholarship payments are detailed in this section.

Scholarship Award Process

Step 1 - Release Student Application

Step 2 - Collect and Verify Student Eligibility

Step 3 - Award Student Scholarships

Step 4 - Enroll Student at Nonpublic School

Step 5 - Issue Student Scholarship

Step 6 - Report Issued Scholarships to the LDOE

Step 7 - Verify Quarterly Enrollment and Issue Scholarship Payments

Step 1 - STO Releases Student Application

An STO must submit their student application to the LDOE and receive approval before releasing it to the public. STOs may
charge an application fee and create their own application timeline for when an application is released and when their
application period ends. STOs may release their student application prior to the February 1 public school count date, but
will not be able to verify prior year eligibility in a public school until approximately the beginning of March. The application
may not impose any additional student eligibility criteria beyond those listed in Bulletin 134. A sample application may be
found in Appendix 4.

Step 2 - STO Collects and Verifies Student Eligibility

STOs are responsible for verifying student income and residency eligibility and maintaining eligibility documentation for
auditing purposes. Scholarship recipients must submit eligibility documentation to the STO each year they participate in the
program. A Tuition Donation recipient will no longer be eligible for the scholarship if they do not meet the income
requirement in subsequent years.

The LDOE will verify prior school eligibility for the STO to determine if the student was enrolled in a Louisiana public school,
the Louisiana Scholarship Program, or the Tuition Donation Credit Program for the previous school year (refer to section IX
for more information).

Step 3 - Award Student Scholarships

Once an STO has verified student eligibility, scholarships are awarded on a first-come, first-served basis. Priority should be
given to students who received a scholarship through the Tuition Donation Credit Program or the Louisiana Scholarship
Program in the previous year.

Once awarded, the LDOE recommends that STOs include the following information in scholarship notification letters to
families:

e Amount of the scholarship award funded by the STO through the Tuition Donation Credit Program
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e Families are responsible for paying school tuition and fees that exceed the amount of the scholarship
o Next steps for students to enroll in a nonpublic school

e Instructions for notifying the STO that a student has enrolled in a nonpublic school

Step 4 - Enrollment of a Student at a Nonpublic School

Receipt of a scholarship award does not guarantee enrollment into a specific school. A student must apply directly to a
participating nonpublic school for enroliment.

Schools maintain their own enrollment procedures. Partner schools should inform the STO how many Tuition Donation
scholarship seats they have available. If the number of Tuition Donation applicants that meet the participating school’s
enrollment criteria exceeds the number of available Tuition Donation seats, the school must conduct a lottery to determine
enrollment. The school can give preference to siblings of students already enrolled in the school, Tuition Donation award
recipients transferring from another nonpublic school, and students who attended a D or F rated Louisiana public school in
the previous school year. Once a student is officially enrolled in a partner nonpublic school, they should promptly notify the
STO.

Step 5 - Issue Student Scholarship

Once an STO awards a scholarship and confirms a student’s enrollment at a partnering nonpublic school, the STO can
officially issue a scholarship. The issue date refers to the date when the following are 100% complete:

1. The STO has awarded a scholarship to the student

2. The student is matched to a specific school

3. The school confirms the student is registered at the school
4. A donor is assigned to fund the student’s scholarship

Students may receive awards from multiple School Tuition Organizations as long as the total award does not exceed the
maximum scholarship award amounts (refer to Section IV for more information). In addition, families may apply for and be
offered a scholarship from the Louisiana Scholarship Program, School Choice Program for Certain Students with
Exceptionalities, and the Tuition Donation Credit Program. However, families may only ultimately accept and use one of the
scholarships.

Step 6 — Report Issued Scholarships to the LDOE

STOs are required to submit quarterly enroliment reports in September, December, February and May. However, STOs are
required to inform the LDOE of any issued scholarships within 30 days and should submit updated enrollment reports as
necessary to satisfy this 30 day reporting requirement (refer to Section VI of this document for more information).

Each student that has been issued a scholarship for the current school year should be listed on this report.

Step 7 — Verify Quarterly Enrollment and Issue Scholarship Payments

STOs distribute quarterly scholarship payments to each participating school in September, December, February and May
each year. These quarterly payment checks are issued to the parents of each scholarship student. The check recipient
should match the parent listed on the student’s application. Parents must restrictively endorse the check for deposit into
the school’s account. Once received, nonpublic schools should stamp or write “For Deposit Only into the Account of (name
of nonpublic school).” Parent/Legal guardian to whom the check is made must verify that:

1. Theinformation on the check is accurate and complete;
2. The check has been restrictively endorsed into the school’s account; and
3. Sign under the check’s “For Deposit Only” line.

It is the STO's responsibility to verify student enrollment in each quarter prior to issuing payments. As a best practice, the
LDOE suggests that STOs establish consistent count dates in September, December, February and May. For example, an
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STO may designate the count dates as the last business day of these months. On these count dates, the STO should verify
enrollment of their scholarship students across all partner schools.

IV: DETERMINING SCHOLARSHIP AWARD AMOUNT

School Tuition Organizations determine the amount of student scholarships. Scholarship amounts cannot exceed the lesser
of either the school’s tuition and mandatory fees or:

Student Grade Level Maximum Scholarship Award Amount

e 80% of the state average MFP per pupil funding amount from the previous school year.
K-8 This amounts to approximately $4,200. The Department of Education will
communicate the exact award amount to STOs each year when it becomes available.

e 90% of the state average MFP per pupil funding amount from the previous school year.
9-12 This amounts to approximately $4,700. The Department of Education will
communicate the exact award amount to STOs each year when it becomes available.

STOs may choose to enter into formal partnership agreements with participating schools. When entering into partnership
agreements, STOs should collect information about the partner school’s tuition and mandatory fees. School tuition and
mandatory fees include all mandatory fees charged to non-scholarship students; examples include school tuition, books and
materials, and registration fees. Tuition and fees charged to TDC students cannot be higher than those charged to non-TDC
students. Fees should include only those that are mandatory for all enrolled students in that grade level. In many cases the
scholarship award will not cover the full tuition and mandatory fees of the applicable nonpublic school. In this case,
families are responsible for the school tuition and fees that exceed the amount of the scholarship.

Prorating Scholarship Award Amounts
There are three common occurrences resulting in the need for a scholarship award to be prorated:
1) Astudent scholarship award was issued after the first scholarship payment date.

Scholarship| Grade Maximum Award Amount
Issue Date Level (assuming school’s tuition and fees meet or exceed 80%/90% of MFP)

e Since the student was not issued a scholarship until after the Quarter 1 count date, she is not
eligible to receive funding for this quarter.
October 20 9 e The student is eligible to receive a scholarship for the next three quarters, assuming she was
enrolled for the remainder of the school year.
o 3/4 of $4,730.40 = $3,547.80

2) A student transfers to a different school during the school year.

Scholarship| Transfer Grade Maximum Award Amount
Issue Date Date Level (assuming school’s tuition and fees meet or exceed 80%/90% of MFP)

e 1/4 of the payment should be distributed to the school the student was enrolled
at during Quarter 1
August 15 | November 5 o 1/4 of $4,204.80 = $1,051.20 to School 1
(School 1) (School 2) e 3/4 of the payment should be distributed to the school the student was enrolled
at during Quarters 2, 3 and 4
o 3/4 of $4,204.80 = $3,153.60 to School 2
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Scholarships are transferable during the school year. The parent must verify that the STO partners with the new school; if
the STO does partner with the new school and the family can verify enrollment, the STO can transfer the scholarship award.
The original and new school will only receive payments for the quarters in which the student is enrolled.

For the second example listed in this section, the September report would reflect the full $4,204.80 at the student’s initial
school. The December report would have two separate lines for this student: one for School 1 reflecting a scholarship
award of $1,051.20 and one for School 2 with a scholarship award amount of $3,153.60.

3) Astudent exits the Tuition Donation Credit Program before the end of the school year.

Scholarship Exit Date Grade Maximum Award Amount
Issue Date Level (assuming school’s tuition and fees meet or exceed 80%/90% of MFP)
o Since the child exited the program prior to the February (quarter 3) count date,
August 15 she is not eligible to receive funding for quarters 3 or 4.
January 10 10 S . .
(School 1) e The student is eligible to receive a scholarship for quarters 1 and 2.

o 2/4 of $4,730.40 = $2,365.20

For example 3, the September report would reflect the full $4730.40 at School 1. The February report would include the
January 10 exit date and an updated scholarship award amount of $2,365.20.
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V. DONATIONS AND CREDITS

The Tuition Donation Credit Program provides Louisiana taxpayers the opportunity to receive tax credits for donations that
fund private school scholarships for low-income students.

TAX CREDIT AMOUNTS AND ADMINISTRATIVE FEES

Donors receive tax credits that are equal to the actual amount of the donation used by a school tuition organization to fund
a scholarship to a qualified student, which shall not include administrative costs.

STOs may use no more than 5% of donations for student scholarships on administrative costs such as salaries, supplies or
utilities.

DONATION AND TAX CREDIT IMPLICATIONS

Donations used to fund student scholarships directly lower a donor’s tax liability. Donors and STOs with specific questions
regarding how a donation may impact a donor’s specific tax liability should consult a tax lawyer or advisor.

DONATION SPECIFIC STIPULATIONS

Donors may impose specific stipulations on any donation that they make to an STO. However, unless otherwise in
alignment with one of the stipulations listed below, a donor may not earmark their donation to fund scholarships for a
specific student or a specific school.

Donor Stipulations Donors may designate their donations for:

e Special education students in general;
Special Education e Students with a specific type of exceptionality; or
e An individual special education student

e A group of two or more schools. For example, a donor could designate their funds to be
Group of Schools used specifically for a group of schools located in a specific parish. However, the donor
could not designate the donation for a specific school in that parish.

e If not designated, the STO may carry forward a donation to another school year.
e A donor can request a refund from an STO after one year for the unused amount of the
donation designated for scholarships at the end of the state’s fiscal year (June 30).

Time Frame to Use the
Donation

Administrative Fees e A donor may also designate their entire donation to be used for administrative purposes.
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DONOR RECEIPT AND CREDIT PROCESS

The following table provides an example overview of how donors receive a tax credit for student scholarships.

Steps Description

A donor makes an initial donation to an STO with any applicable stipulations. The

1 Initial Donation
credit is earned by the donor when the donation is made.

After the conclusion of the spring application process, the STO determines the
amount of donations that will be used to fund awards for students in the subsequent
school year. School Tuition Organizations submit the amount of donations that are
eligible for a tax credit in the Donor Credit Report. The STO must use at least 95% of
each individual donation to fund student scholarships, unless the donation was
Initial Funding of designated for administrative purposes.

Student Scholarships To complete the Donor Credit Report, the STO reports all required information to the
LDOE including all donors’ names, tax IDs or social security numbers, donation
amounts, and the dates the donations were made. STOs must submit this report via
the secure FTP site and notify LDOE personnel when the report has been submitted.
The LDOE uses this information in the Donor Credit Report to prepare appropriate tax
credit documentation.

If an STO receives donations after the initial application period and is able to award
them to students in the summer or fall, this information must be submitted to the
LDOE on an amended Donor Credit Report. An STO’s amended Donor Credit Report
must be submitted prior to the deadline set by the LDOE each December. STOs may
also submit amended Donor Credit Reports prior to the December deadline.

Subsequent Funding of
Student Scholarships

The LDOE reviews the Donor Credit Reports completed by STOs and issues receipts
4 Issue Donor Receipts within two weeks to the STOs for the amount of the donation used on student
scholarships. The STO will then distribute these receipts to their donors.

5 Issue Donor Credits The donor submits this receipt as an attachment when filing their taxes.

The LDOE will use the STO’s May monthly enrollment report, which reflects Quarter 4
payments, to verify the amount of each donation spent on student scholarships for
the previous school year.

Verify End-Of-Year
Scholarship Amounts
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VI. FINANCIAL REPORTING REQUIREMENTS

School Tuition Organizations are responsible for providing three financial reports to the LDOE. Noncompliance with the
financial guidelines set forth in Bulletin 134 may result in the LDOE barring an STQ’s participation in the program.

Report Due Date Purpose

e The last day of September, December, February
and May
e Starting the first month in which the STO issues an

uarterly Enroliment
Q ¥ award for the school year

To communicate issued scholarships to

Report the LDOE
* e Within 30 days of any issued scholarship; updated
enrollment reports to be submitted as necessary
to satisfy requirement
Annual Program e January 1, ann_ually - . e To en.sure that donatl_ons are b.elng
e STOs are required to submit this report if student used in accordance with Bulletin 134

Report

scholarships were issued previous state fiscal year Shared annually with the LDR

To ensure STO’s compliance with
Six months following the end of the STO’s fiscal year national accounting standards
Shared annually with the LDR

Annual Financial
Information Report

QUARTERLY ENROLLMENT REPORTS

STOs communicate awards issued to the LDOE through submission of the quarterly enrollment report. The LDOE verifies
prior school eligibility for students listed on the quarterly reports and uses the data submitted throughout the year to
inform the TDC annual report.

Content

[0 Student Information

1 Parent Information

[J Student Eligibility Verification

[0 Award Date - (refer to Section Ill for more information)

] Issue Date — (refer to Section Ill for more information)

] Entry Date — date student started attending the nonpublic school for the current school year
[J Exit Date- date the student exited the nonpublic school, if applicable

[J Nonpublic School Name and Site Code — (refer to Appendix 2)

1 School Tuition and Mandatory Fees

1 Scholarship Award Amount

I Donor information including the amount of their donation used to fund the specific student scholarship
] Student Exceptionality, if applicable

Due Date
e Quarterly or within 30 days of issuing a scholarship

e Starting the first month in which the STO issues an award

10
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ANNUAL PROGRAM REPORT

Purpose

e The LDOE will use this report to ensure that donations are being used in accordance with Bulletin 134. The LDOE will
annually share this report with the LDR.

e Each School Tuition Organization and the LDOE shall redact all names of donors and social security numbers or tax
identification numbers before publicly releasing any annual report.

Content

Must be prepared by a certified public accountant and include:

1. Name and address of the school tuition organization;

2. Total number and total dollar amount of credit-eligible donations received during the previous fiscal year?

3. Total number and dollar amount of educational scholarships awarded to qualified students during the previous fiscal
year!l. These totals should match the total amount of awarded scholarships on an STO’s May monthly enroliment
report. Discrepancies may result in delayed or inaccurate donor credits or consequences for STOs that fail to comply
with LDOE policies and procedures;

Total amount of donations expended on administrative costs during the previous fiscal year?;
Percentage breakdown of donations expended on scholarship and administrative costs during the previous fiscal year?;

Actual tuition and fee amounts published by the qualifying schools which enrolled a student with a scholarship from
that School Tuition Organization during the previous school year;

Total amount of eligible donations received by the School Tuition Organization during the previous fiscal year?;

Total amount of credit-eligible donations made by each donor during the previous calendar year (January 1 — December
31);

9. Amount of each donor’s donations expended on scholarships during the previous school year; and
10. The social security number or Louisiana taxpayer identification number for each donor listed in #9.
Due Date

e January 1, annually
e STOs are required to submit this report if they issued student scholarships during the previous fiscal year.

1Fiscal year refers to July 1 - June 30. For example, for the report due January 1, 2019, the previous fiscal year is July 1, 2017
and June 30, 2018.

ANNUAL FINANCIAL INFORMATION REPORT

Report Due Date Purpose Content

, e Financial information report that complies
. e To ensure STO’s . . . . .
Six months with uniform financial accounting standards.

Annual Financial . compliance with national > .
. following the end g . e To be prepared by a certified public
Information o accounting standards. . .
Report of the STO’s fiscal e Shared annually with the accountant and contain certification from an
year? Y auditor that the report is free of material

LDR. .
misstatements.

2 For example, if the STOs fiscal year ends on December 31, then their annual financial information report would be due to
the LDOE on June 30. STOs are required to submit this report starting the first year in which they begin issuing student
scholarships.

11
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VIl. ADVERTISING REQUIREMENTS

Advertising is vital in ensuring that families are aware of all available school and scholarship options for their students.
STOs are responsible for all advertising activities and must follow the guidelines set forth in Bulletin 134, Chapter 7.
Noncompliance with these advertising guidelines may result in the LDOE barring an STO from program participation.

REQUIRED ADVERTISING ACTIVITIES

All School Tuition Organizations must complete the following minimum required advertising activities each school year they
award student scholarships:

1) Advertise scholarship availability, specific award amounts, and application instructions on the School Tuition
Organization’s website

2) Host at least one public information session regarding scholarship availability for families in proximity to a public school
that has received a grade of “D” or “F.”

Example: An STO may hold a parent information session open to the public near a public school that has received a
grade of “D” or “F.” At the session they could share information about the Tuition Donation Credit Program, their
organization and scholarship availability for the upcoming school year.

3) On a per-parish basis, advertise scholarship availability to families of students in public schools that received a grade of
“D” or “F” at least equally to families of students in public schools that received a grade of “A,” “B,” and “C.”
Example: In X Parish Louisiana, there is 1 school with a grade of “A” and 1 school with a “D”. The high performing school

is located in town A and the failing school is located in town D. The STO should ensure their advertisements reach
families of students in town D at least as much as the families of students in town A.

ADVERTISEMENT MESSAGE
With multiple stakeholders involved with Tuition Donation Credit Program (ex: STOs, schools, government agencies, etc.) —

consistent advertising becomes critical to ensuring that families, donors, and schools are fully informed about how they
may participate in the Tuition Donation Credit Program.

To help STOs ensure consistent advertising, Bulletin 134 outlines guidelines for what advertisements should and should not
include:

e Specific monetary scholarship amounts

e Scholarship availability on a first-come, first-served basis, with priority given to students who received a
Should scholarship in the previous year

Include e Scholarship application instructions and deadlines

e STO’s contact information

e Student eligibility requirements

e Discrimination against students for any reason, including, but not limited to, race or ethnicity, religion,
academic performance, students with a disability, or gender

e Guarantee of enrollment in any nonpublic school;
Should Not

Includ e Indication that a STO’s student application directly affects the student’s participation in the Louisiana
nclude

Scholarship Program; or
e Contradiction of any other requirements found in R.S. 47:6301, as amended, or BESE Bulletin 134, as
amended.

ADVERTISEMENT REPORTING

Each STO must upload an electronic copy of any advertisement used to the FTP site within 30 days of the advertisement’s
first use. The LDOE will then verify that each advertisement meets all requirements. If the LDOE requests revisions, STOs
must submit revised advertisements to the LDOE within 30 days, or prior to the first use of the revised advertisement,
whichever occurs first.

12
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Tuition Donation scholarship recipients are required to take state tests in English Language Arts (ELA) and math. General
LDOE provided information about required assessments, including an annual timeline, may be found here.

OVERVIEW OF REQUIRED ASSESSMENTS AND ORDERING INFORMATION

Tuition Donation scholarship recipients are only required to take the following state assessments in English Language Arts
(ELA) and math while enrolled in the applicable grade level. The LDOE will share assessment ordering forms with STOs and
provide applicable deadlines.

Student Grade Level Required Assessment

3-8 LEAP

LEAP 2025 / End of Course Test (EOC)

812 For students entering high school prior to 2017-18:
Algebra |, Geometry, English 11, and English IlI
Students take these assessments the year in which they are

. . For students entering high school in 2017-18 or
enrolled in the applicable course.

repeating a course:

Algebra |, Geometry, English I, and English Il

RELEASE OF ASSESSMENT RESULTS

Annually, the LDOE will release a public report with the assessment results of Tuition Donation scholarship recipients at the
same time the LDOE traditionally releases reports regarding individual school performance on state tests. The report will
include:

1) The name of all qualified schools receiving scholarship recipients;
2) The number of scholarship recipients attending each qualified school; and

3) The results of the state's accountability and testing laws for scholarship recipients in each grade at each participating
school. State test scores will be reported for any grade level with 10 or more participating students taking the same
tests.

4) The LDOE shall not include the name or any other identifying information for individual students.

ASSESSMENT RESPONSIBILITIES

STO Responsibilities School Responsibilities

e Name a school test coordinator (STC) and provide
contact information to the LDOE. The STC must attend
pretest workshops and/or any additional required
trainings provided by the LDOE.

e Develop and annually submit a test security policy to the
LDOE, in compliance with Bulletin 118, Chapter 3.

e Follow BESE's test security policy as stated in Bulletin

e Ensure partner schools appoint a school test coordinator
(STC) and share contact information with the STO and
LDOE.

e Participate in regular LDOE trainings to ensure that STO
personnel can assist partner schools as needed.

e Determine which, if any, assessments need to be
ordered for each scholarship recipient. 3

Submit test order forms through the proper channels on
or before LDOE issued deadlines.
Coordinate payment for these assessments*

118.
Make all arrangements for testing.
Maintain the security of test materials.

3 As a best practice, STOs should collect course enrollment information for students in LEAP 2025 or End of Course (EOC)
applicable grades from their nonpublic schools partners during the Quarter 2 enrollment count. This will enable STOs to
order applicable EOC assessments for students during the school year in which they are enrolled in a course requiring an EOC
assessment.

13


http://www.louisianabelieves.com/resources/library/assessment
http://doa.louisiana.gov/osr/lac/28v111/28v111.doc
http://doa.louisiana.gov/osr/lac/28v111/28v111.doc

louisiana Believes

DEPARTMENT of

EDUGATION

Section VIII — Assessments

School Tuition Organization Participation Guide

Communicate which tests have been ordered for which
students with the LDOE and School Test Coordinators/
school leaders at partner schools.

Reach out to the LDOE if any assessment related issues
arise.

Investigate and report any testing irregularities and/or
violations of test security to the LDOE.

Provide the parents of each student who was tested a
copy of the student's test results on an annual basis.

4The LDOE, parents nor schools are responsible for paying for any portion of the cost of assessments.

14
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IX. GETTING SET UP IN LOUISIANA DEPARTMENT OF EDUCATION SYSTEMS

The LDOE provides access to a system that enable STOs to verify student eligibility and to securely transfer student
information to the LDOE.

System Why is this Important? Getting Set Up

e The FTP enables STOs to securely submit sensitive

e The LDOE will create an FTP folder for each STO
student data to the LDOE.

File once their data-sharing memorandum of
Transfer e STOs will submit advertisements, Prior School understanding (MOU) with the LDOE is
Protocol Eligibility Verifications, enrollment reports, and oo

Scholarship Assignment Reports, and any other
(FTP) - . : v e STOs will receive an email with access

necessary personally identifiable information for

instructions.
students through the FTP.

Verifying Prior School Eligibility

STOs are responsible for collecting and verifying income and residency documentation. The LDOE has created resources to
help STOs verify applicants’ prior school year eligibility.

Verifying Prior School Eligibility

Step 1 — Complete the Prior School Verifications Template

Step 2 — Upload the Completed Template to the File Transfer Protocol Server

Step 3 — LDOE Returns the Template with Enrollment Findings

Step 1 — Complete the Prior School Verifications Template

When STOs are ready to check applicants’ prior school eligibility at the conclusion of the application process, STOs should
complete the Prior School Verifications Template and submit to the LDOE via the File Transfer Protocol Server (FTP). All
applicants, even those who are entering Kindergarten for the first time, should be included on this template. STOs should
seek to submit all applicants for Prior School Verifications at the same time.

Step 2 — Upload the Completed Template to the File Transfer Protocol Server

STOs should upload their completed Prior School Verifications Template to the FTP server and notify the LDOE as soon as it
has been uploaded. The LDOE will seek to complete all Prior School Verifications within two weeks of notification from the
STO.

Step 3 - LDOE Returns the Template with Unique ID and Enrollment Findings

The LDOE will return the file to the STO via the FTP. The file will contain the site codes where the child was enrolled in
school on the most recent October 1 and February 1 public school counts, if applicable. The returned file will also indicate if
the child was enrolled in the Louisiana Scholarship Program or Tuition Donation Credit Program during the most recent
school year.

STOs can reach out to families to verify the information they submitted on their applications. STOs can request additional
eligibility checks if they are able to obtain additional student level information that may assist in the prior school eligibility
check process.
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SAMPLE OPERATIONAL TIMELINE FOR SCHOOL TUITION ORGANIZATIONS

This timeline outlines month-by-month actions for STOs participating in the Tuition Donation Credit Program. If you are
uncertain about a specific “Action,” see the page indicated or contact nonpublicschools@la.gov. Please note: this sample
timeline is subject to change.

Month Action Responsible Party
Student Application submitted to LDOE for approval STO
Order applicable student assessments STO
January Annual Program Report® STO
Test Security Policy Due Sl T S
students
Public school enrollment reported Public Schools
Release of Student Applications STO (suggested date)
February
Distribution of quarterly payment to schools via mail STO
Quarterly Enrollment Report due STO
March Collect student applications STO (suggested date)
Verify prior school eligibility LDOE/STO
April
Administer required state assessments Participating Schools
Quarterly Enrollment Report due STO
Donor Credit Report submitted to LDOE STO
May Distribution of quarterly payment to schools via mail STO
Administer required state assessments Participating Schools
Notify families of scholarship award determinations (suggested date) STO
Credit receipts issued by LDOE distributed to STO via the FTP. STOs
distribute receipts to donors. Donors will submit receipts as attachments LDOE/STO
June to LDR when filing taxes.
Financial Information Report due® STO
September Distribution of quarterly payment to schools via mail STO
October Public school enrollment reported Public Schools
Distribution of quarterly payment to schools via mail STO
December Administer required state assessments STO/Participating Schools
Release of updated BESE/BvD approved schools LDOE
Submit advertising to LDOE for approval STO
Ongoing
Maintain eligibility documentation in each scholarship student’s file STO

5 STOs are required to submit this report if they issued scholarships during the previous fiscal year.
6 Financial Information Report is due 6 months following the end of the STO’s fiscal year.
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Submit enrollment report within 30 days of issuing a student scholarship STO




DEPARTMENT of

EDUGATIOH Appendix 2 — Helpful Links

[cuisiono Believes School Tuition Organization Participation Guide

HELPFUL LINKS FOR SCHOOL TUITION ORGANIZATIONS

What is it? Link

Louisiana Department of Education Website www.louisianabelieves.com

LDOE School Choice Library www.louisianabelieves.com/resources/library/school-choice
All BESE Bulletins bese.louisiana.gov/documents-resources/policies-bulletins
State Assessment Resources www.louisianabelieves.com/resources/library/assessment
Tuition Donation Credit Program/LA Scholarship www.louisianabelieves.com/docs/default-source/school-
Program comparison choice/faq---scholarship-program-comparison.pdf?sfvrsn=10

www.louisianabelieves.com/docs/school-choice/faq---tuition-
donation-rebate-program.pdf?sfvrsn=6

Tuition Donation Credit Program FAQ

Donor Specific FAQ on LDR Website http://revenue.la.gov/FAQ/QuestionsAndAnswers/56

Revenue Information Bulletin 14-014 http://revenue.louisiana.gov/LawsPolicies/RIB%2014-014.pdf

https://www.louisianabelieves.com/docs/default-
2018-2019 BESE Approved Nonpublic Schools List source/nonpublic-schools/information---nps-2018-2019-
approval-with-brumfield-v-dodd.pdf?sfvrsn=2
https://www.louisianabelieves.com/docs/default-
Louisiana Public School Site Codes source/data-management/oct-2017-multi-stats-(mfp-by-
site-and-school-system).xlsx?sfvrsn=3
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To be eligible to receive a scholarship through the Tuition Donation Credit Program for the 2018-19 school year, a student

must meet the following income, residency, and prior school year requirements. Continuing students must reconfirm
eligibility each year they participate in the program. STOs may decide to require additional forms of eligibility verification.
STOs collect documentation from all applicants to verify both income and residency eligibility.

Requirement

Applicant Criteria

Income

e Have a family household income that does not exceed 250% of the federal poverty guidelines, as
established by the Federal Office of Management and Budget.

Residency °

Family resides in the state of Louisiana.

Prior School
Year

Students must meet one of the following prior school-year requirements:
e Participated in the Tuition Donation Credit Program during the previous school year.

e Participated in the Louisiana Scholarship Program during the previous school year.

e Attended a public school in Louisiana on October 1 and February 1 of the previous school year.
e Be entering Kindergarten for the first time.

Tuition Donation Credit Program Eligibility Table Based on 2018 Federal Poverty Guidelines:

Persons in Family/Household

Yearly Income

Monthly Income

Bi-Weekly Income

Weekly Income

person

2 $41,150 $3,429 $1,583 $791
3 $51,950 $4,329 $1,998 $999
4 $62,750 $5,229 $2,413 $1,207
5 $73,550 $6,129 $2,829 $1,414
6 $84,350 $7,029 $3,244 $1,622
7 $95,150 $7,929 $3,660 $1,830
8 $105,950 $8,829 $4,075 $2,038
Add this amount for each additional $10,800 $900 ¢a15 $208

In order to be eligible to receive a scholarship, families must submit proof of income by bringing one of the following
documents to a School Tuition Organization.

e Federal Tax Return

e SNAP Benefits/Louisiana Purchase Card Benefits Statement
e Unemployment compensation statement for period ending December 31, 2017

e  Social Security benefits statement for the period ending December 31, 2017

e Pension statements for the period ending December 31, 2017
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In order to be eligible to receive a scholarship, families must submit proof of residency by bringing one of the following
documents to a School Tuition Organization.

e Rental lease agreement or mortgage agreement

e  Electricity/Gas Bill

e Telephone Bill (must be a landline-cellular phone bills will not suffice.)
e (Cable or Internet service bill

e Sewage/water bill

e Current Official letter from a Government Agency (DSS,DHH)

e Homestead Exemption Notice

e  Property Tax notice
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SAMPLE APPLICATION: INSTRUCTIONS TO COMPLETE

School Tuition Organizations: Please complete “Section 1 — For School Tuition Organization Information” prior to
distributing student applications.

Families: Please ensure you do the following to successfully complete your application:
1. Please read the entire application first
2. Please complete “Section 2 — Student Information”
3. Please turn in the application directly to the identified School Tuition Organization

SECTION 1 — SCHOOL TUITION ORGANIZATION CONTACT INFORMATION

Name: Website Address:
Street Address:

City State Zip Code

Phone Fax E-mail

SCHOLARSHIP AWARD AMOUNTS AND DEADLINES

[School Tuition Organization inputs specific amounts and deadlines for available scholarships
before distributing application]

STEP 1: ELIGIBILITY CHECK
Instructions: Please answer each of the following questions. You must answer “Yes” to all questions to qualify for a Tuition

Donation Credit Scholarship.

OYes O No | Is mychild a resident of Louisiana?

If one of the below statements is true, mark Yes to the left.

e My child participated in the Tuition Donation Credit Program during the 2017-18 school year.
OvYes O No e My child participated in the Louisiana Scholarship Program during the 2017-18 school year.

e My child attended a public school in Louisiana on October 1 and February 1 of the 2017-18 school year

e My child will be entering Kindergarten for the first time during the 2018-19 school year.

OYes O No | Is myfamilyincome less than the amount listed below?

Students enrolled in private school during the previous school year as part of the Louisiana Scholarship Program are eligible
to apply for a scholarship under the Tuition Donation Credit Program and are given a priority over new applicants.
However, students are not able to receive funding from both programs for the same school year.
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Tuition Donation Credit Program Eligibility Based on 2018 Federal Poverty Guidelines

Household Size Yearly Income Monthly Income Bi-Weekly Income Weekly Income
2 $41,150 $3,429 $1,583 $791
3 $51,950 $4,329 $1,998 $999
4 $62,750 $5,229 $2,413 $1,207
5 $73,550 $6,129 $2,829 $1,414
6 $84,350 $7,029 $3,244 $1,622
7 $95,150 $7,929 $3,660 $1,830
8 $105,950 $8,829 $4,075 $2,038
Add this amount for $10,800 $900 $415 $208

each additional person

STEP 2: STUDENT INFORMATION

Instructions: Please fill out to the best of your ability.

Student Social Security Number

Date of Birth (MM/DD/YYYY)

Student Last Name, First Name and Middle Initial

Suffix (Jr., Sr., etc)

Gender (choose one) O Male O Female

Ethnicity (for reporting only) O Hispanic O Not Hispanic

O American Indian  OPacific
Islander O Asian OWhite
O Black

Race (choose all that apply)

Street Address (include apartment number if applicable)

City, State and Zip Code

What school is your student currently attending?

What school district is the student’s current school located in?

Which grade is your child entering for the 2018-19 school year? (K-12)

Did your student receive a scholarship through the Louisiana Scholarship
Program or Tuition Donation Credit Program in the 2017-18 school year?

STEP 3: PARENT/LEGAL GUARDIAN INFORMATION

Instructions: Please fill out to the best of your ability.

Parent/Legal Guardian Last Name, First Name and Middle Initial

Parent/Legal Guardian Suffix (Jr., Sr. etc.)

O Father O Mother O Aunt/Uncle
O Step-father O Step-mother O Grandfather
O Grandmother O Guardian/Other

Relationship to Student (choose one)
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Mailing Street Address

City, State, Zip Code

Home Phone and Cell Phone
Email Address

Annual Family Household Income

Number Family Members in Household

STEP 4: STUDENTS WITH DISABILITIES

Instructions: Please fill out to the best of your ability.

Does your child have an Individual Education Plan (IEP) or services plan? (Choose One) OYes O No

If yes, please indicate your child’s primary exceptionality. If no, please go to Step 5.

STEP 5: INCOME VERIFICATION

Instructions: Complete Part A or B (you do not need to complete both)

A. Ifyou participate in any of the programs below, please check the circle next to the program. When you submit your
application, please include evidence that you participate in the program.

O Louisiana Purchase Card  OSNAP Benefits O Social Security Benefits

B. If you do not participate in any of these programs, please submit proof of income for every member of your household.
This can consist of any of the following:
e Federal Tax Return

e Unemployment compensation statement for the period ended December 31, 2017
e Social Security benefits statement for the period ended December 31, 2017

® Pension statements for the period ended December 31, 2017
¢ Placement form from DCFS, in the case of foster children

STEP 6: RESIDENCY VERIFICATION

Instructions: Please include proof of residency when you submit your application.

The address of residency should be where the child lives and should match the student address listed in Step 2. The proof
can be dated for any time after January 2018. This proof can consist of any of the following:

¢ Rental lease agreement/mortgage agreement

e Electricity/Gas bill

* Telephone bill

e Cable or Internet service bill

* Sewerage/Water bill

e Current official letter from a Government Agency (DSS, DHH)

e Homestead Exemption Notice

e Property Tax Notice
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STEP 7: SIGNATURE

By submitting this application to the STO, you are granting permission for the School Tuition Organization and the Louisiana
Department of Education to utilize, and to disclose to third parties, any information provided by you in this application to
verify eligibility for the program and if a scholarship is awarded, to continue to utilize, and to disclose to third parties, this
information as it relates to the award granted.

Parent/ Legal Guardian’s Printed Name: Parent/ Legal Guardian’s Signature: Date:

Before you submit your application, please check that you have done the following:

Completed all boxes in Sections 2 and 3

Attached Income Verification documents as described in Step 5
Attached Proof of Residency as described in Step 6

Signed the application in Step 7

Ll S

Applications will not be considered complete until all of the steps above are taken. If eligible, the application
will be placed in line for funding. Scholarships are available on a first-come, first-served basis, with priority
given to students who received a scholarship in the previous year.



	Must be prepared by a certified public accountant and include:
	1. Name and address of the school tuition organization;
	2. Total number and total dollar amount of credit-eligible donations received during the previous fiscal year1
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