Institutional Agreement to Participate
Washington State-Funded Financial Aid Programs
Passport to College Promise for Foster Youth Addendum
This contract is made and entered into by and between the state of Washington, Washington Student Achievement Council, PO Box 43430, Olympia, WA  98504-3430, hereafter referred to as “WSAC” or “AGENCY”, and the below named firm, hereinafter referred to as “CONTRACTOR” or “INSTITUTION”.
Institution Name
Street Address
City, State  Zip
Phone:
Fax:
Email:
Federal TIN:
WA State UBI Number:
I. Purpose
The purpose of this Agreement is to outline the responsibilities of the WSAC and the INSTITUTION in implementing the Passport to College Scholarship Program’s Institutional Incentive Grant program for supporting Passport to College eligible students.  This work will be conducted through the INSTITUTION’s Viable Plan pursuant to RCW 28B.117 and WAC 250-83-060.
II.  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.   The plan is created by the INSTITUTION, but should follow the outline included in Appendix A and will be submitted to WSAC for review and approval.  Although not required, the INSTITUTION is highly encouraged to review the Viable Plan annually to make modifications to their plan as needed to most effectively serve Passport eligible students.  
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 state, tribal, or federal foster care in Washington state.  The question may be used for the purpose of delivering support services and awarding financial aid and will be shared with the INSTITUTION’s Passport Designated Support Staff (DSS).  Additionally, campuses are encouraged to develop other identification strategies so that all eligible students on campus are engaged.  It may not be used in consideration for admission to the INSTITUTION.  
c) Collecting Student Consents:  
1. Student eligibility – If the INSTITUTION has identified a former foster youth who is not in the Passport Eligibility Checker in the WSAC Portal, it should provide a Consent Form to the student and forward it to the AGENCY for the purpose of determining program eligibility. 
2. Support services – After a student has been determined eligible for Passport, they will receive a Conditions of Award form from the AGENCY.  By signing the form, they agree to outreach and support services.  INSTITUTIONS may collect the Conditions of Award form and post student Release of Information to the WSAC Portal.  A copy of the Conditions of Award form must remain in the student’s file.  

d) Verifying Eligibility:  Verify Passport student eligibility electronically through the WSAC Portal.  This verification shall suffice for documentation of foster care and independent status for the purpose of financial aid packaging and support services.  

e) Leadership Commitment:  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 and take responsibility for the program’s success. 
INSTITUTIONS may also identify an additional person in a leadership role who oversees the operations of the program and assists the Passport Designated Support Staff to remove barriers for successful program implementation.
 
Leader Name:					 					
Title:											
Email: 											
Phone:											

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.  See Appendix B for a Designated Support Staff Job Description example.  The designated staff person will also be responsible for preparing campus personnel in these areas to assist referred Passport students.  

The person listed as the designated support staff is:  
Person Name:										
Title:											
Email:											
Phone:											

In the event that the Passport designated support staff changes, the INSTITUTION will notify the AGENCY of any designated support staff changes within 30 days.  

Designated Financial Aid Staff.  Designate a financial aid staff member who can guide and support Passport students through the financial aid process. See Appendix C for a Passport Financial Aid Job Description example.  

The person listed as the financial aid support staff is:
Person Name:										
Title:											
Email:											
Phone:											

g) Connect with Social Services and Independent Living Providers.  Work with Supplemental Education and Transition Plan (SETuP) program staff, Department of Children Youth and Families and its contracted Independent Living 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.  Ensure appropriate releases of information are in place in order to most efficiently serve students.  
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.  The INSTITUTION’s request for scholarship payment signifies satisfactory academic progress has been verified and the student is eligible for the ensuing term.  By July 30 of each academic year, the INSTITUTION will submit a report to the AGENCY on the use of the incentive grant funds.  Incentive funds should be used to help remove barriers for Passport eligible students.  WSAC encourages INSTITUTIONS to use Institutional Incentive funds in the academic year it is received, however, if not all funds are used, the INSTITUTION must provide a plan for future incentive grant use.  Incentive funds received must be spent by the end of 2019-2020 academic year (OR expended within two years of receipt).  
j) Education and Training.  To the extent practical, ensure the INSTITUTION’s leadership, financial aid staff and designated support staff participate in training provided by the WSAC or its partner organizations and representatives about the Passport program and related foster youth resources.  

2. 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 Department of Children Youth and Families to determine student eligibility for the Passport to College Scholarship program.  
b) Secure Portal.  Student-level data will be maintained in the WSAC’s secure Portal for Department of Children Youth and Families and INSTITUTION eligibility processing.  
c) Reports.  WSAC will collect student level data from INSTITUTIONS and compose program reports.   
d) Verification of Eligibility.   Student eligibility will be verified with Department of Children Youth and Families.  The AGENCY 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.  The AGENCY will disburse Passport Scholarships through the WSAC Portal.  Student quarters of eligibility remaining (QER) for Passport will be tracked.  The AGENCY will review systems annually to ensure that ineligible “aged out” Passport students are reported accurately in the portal for institutions to review.  Repayment will be coordinated for those students who receive Passport funds and then become ineligible for funding.  
f) Training.   The AGENCY will provide 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 AGENCY 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.  

III. Consideration
Incentive Grant Payments to Institution
Incentive grants are provided to the INSTITUTION for the recruitment and retention of eligible students.  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 AGENCY based on program appropriations. 
Incentive grant disbursements will be made each term after the INSTITUTION verifies the student’s enrollment by requesting the student’s Passport scholarship payment.  The AGENCY will disburse incentive grant funds for each student who successfully enrolled in and completed the term.  



IV. Term
This addendum becomes effective on the date executed by the WSAC and will expire on June 30, 2020, or sooner if terminated by one or both parties in writing.  
V. Reporting
The INSTITUTION shall produce the following written reports or other written documents (deliverables) on the report template provided by WSAC by the dates indicated below:
July 31, 2019 (for effective date of contract through June 30, 2019)
VI. 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.  
VII. Certification and Execution of Passport Addendum
I hereby certify that I 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

						
Authorized Official	
	
						
Name (typed or printed)			

						
Title

						
Date



Washington Student Achievement Council

						
Director of Student Financial Assistance

						
Name (typed or printed)			

						
Title

						
Date




APPENDIX A – Passport Viable Plan Template
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APPENDIX B – Designated Support Staff Job Description
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APPENDIX C – Financial Aid Administrator Job Description
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Passport to College
Designated Support Staff Role Description

The Passport o Collegs program establishes that the insitution must designate support staff and daliver
specialized support services for Possport-eligible students as part of on insffuion's Vicble Plan.

This Designated Support Staff (DSS) must be o knowlsdgeabls “homs bass” parson who can direct
‘youth in the areas of financal aid, academic guidance, personal issues, and carser counseling0dvising.

The DSS will also be responsible for preparing campus personnal i thase oreas fo assist referred
Passport students

Please use the fallowing role description fo assess who on your campus would be an ideal DSS for your
college’s Passport tuclents

Necessary Knowledge:

Anideal choce for DSS would possess, or hove the capacity fo develo, knowledge of the fallowing:
& Campus resources, incuding departmental contactsin financial i, housing, admissions, advising,
counseling, stucent support services, TRIO, center for disabilfty, ond appropriate academic
persomnel and faculty
@ Commurity resources available for students, ncluling food banks, health depariments,
‘amergency housing, SETuP and Indspendent Living (1) providsrs, and any ofher community-
bosed organization vith services nd missions that align with supporfing Passport sudents in
Higher education
Funding opporturities for academic insttutiona, service, and rsource costs for Passport students
The nesds and experiencas of first-gensration college students; youth from state, faderal, and
ribol foster care; refugee and undocumented students; and ofher historically underserved
populafions, and the corresponding intersectionlity of their mulfiple idenfities
® Student development theory.
& The social, structural, and individual implications of:
o Fanily privilege: the mestly invisible bensfits that come from membership in a stable famil

o Trauma informed proctice: on approach fo engaging people with historis of frauma fhat
recognizes the presence of frauma symptoms andl ocknowledlges the rols that frauma hos.
played i their ives on the college compus

Asescment:

1. What sirengths in Necessary Knowledge does our campus DSS or proposed DSS possess?
2. In what areos in Necessary Knowledge does our DSS need the most development?
. Doss our DSS have the capacity fo develop these info strangths?

b. What are the steps and fimeline for developing these info strangths?

Passport DSS Role Desaiption — Page 1 of 3
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Necessary Skills & Ab

Anideal choice for DSS would possess mest,if net ll, of he insitfional support and individuol
capacity to employ the following skills and abilies

Work with, and on behalf of, students who have exparienced foster care and homlessness
Develop an impactful, supportive culturs for foster and homelass youth withn the campus commurity

Work s an advocate and help Passport studnts foster their abilfies and davelop strategies fo
increcsa pastsecondary enrollment, persistence, and complation

Advocote for the principles of frauma informed procice (ses above)
Maat one-on-on with students, both scheduled and drop-in, os applicable
Develop @ positive rapport with Passport studens

Deliver enthusiastic sarvice fo Passport stucents and community pariners

Relate fo and commoricate with diverse populafions representad within the Passport student
communities

Effectively and meaningfully coordinate support and resources offered by the compus and
community-based organizations

Deiiver flexible and craative problem-salving, especially surrounding idenffication and access
of resources

Gather support and buy-in from upper administrafion
Promote o campus culfure fo support homelass youth and youth from foster core

Ensure conficentility beyond FERPA regulafions fo accommodate fhe unique privacy nesds of
Passport students

Ideriify Possport students on compus
Collect, manage, and inferpret deta
Maintain accurate records for reporting purposes

Creatively manage, distribute, and protect Passpor Incentive dollars—funds generated fhrough
the Passport program solely 1o support career and academic success for Possport-eligible
students

IManage the humon resources in a peer mentoring program or within work study posifions as.
apprapriate and relevant on o given campus

Engage with community pariners fo develop resources ond foster inferagency lsorming

Participate i training offered by the Washington Student Achievement Council o s contracted!
partner

Asescment:

1
2

What strangths in Nesessary Skills & Abiltes doss our compus DSS or proposed DSS possess?

In what arsas in Nesessary Skills & Ab

fes doss our DSS nesd the most davelopment?
. Doss our DSS have the capacity fo develop these info strangths?

b. What are the steps and fimeline for developing these info strangths?
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Important Tasks:
Anideal choice for  campus DSS would have a high apfifude foward the following fasks fhat are most
important for delivering meoningful support fo Passport students and the Passport program:

@ Schadule and conduct regular meefings with ol Passport studenis during each ferm fo check in
bout acadenic and personal needs.

Provide individual coaching
Provide infermal and extemal service referral

Assist youth in accessing ol benefis o which they ore enfied

Coordinate and, oz ppropriate, meet with each Passport student’ individuclized collage and
community support teom for sffective collaboration

Develop and maintain appropriate Releases of Information

@ Provide outreach to commuity pariners and K-12 foster care liaisons for idenfification and
recruifment of Passport students info higher educafion

@ Schadule and conduct mestings with prospacive Passport eligible students fo provid quality
access to higher aducaion bazed on the individuals strengths, nesds, and personal goals

Provide personalized college navigotion and college knowledge sducation fo Passport students
Idenfy and reach out fo all Passport eligible stuclents on and off campus

Develop @ mentoring and or peer support system as appropriate on campus

Assistvith the development and revisions, and implementation of the Viabls Plan

Accass and distribute Incentive Gront dollars

Assist in the reporting o Washington Student Achievement Council

Assess and support access o safe affordable housing for all Passprt studnts

Navigaion through Financial Aid Processes

Develop and mainin relafionships with on campus pariners

Asescment:
1. For what Impertant Tasks does our campus DSS or proposed DSS hove the greatest apfituds?
2. Whot Important Tasks ore currently most difficult for our DSS fo partcipote in2
. What conditions are causing tis dificulfy?
b. Doss our DSS hav the capacity fo fully incorporate these into their workload?

& What are the steps and fimeline for fully incorporating info the workload?

port DSS Role Desar
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Passport fo College
Financial Aid Administrator Role Descripfion

The Possport Financial Ald Adminitrafor (FAA) must be knowiedgasble obout federal, stare, and
privere fnoncil id programs for fostr youth, 05 welastha egulaions, poicies, ond procrices
Gevaloped fo upport fnondl aid recept for ndent from foster car.

e Passport PAA il cllaborate closly it the campes Passport Designared Support Staff(055)

Placse sz the faloving rle description 0 asses wh on your campys would b an deal FA for your
collge’s Passport studens.

Necessary Knowledge:

in deal choice for o Passport FAA would have knowledge of he folowing:

 Financial cid, scholosp, ond other funding and suppart opportunties for Alumai of Care
® Indapendent youtn stansfor financial oid
 Washington Studant Achiavement Councl (WSAC] funding procssses

Necessary Sills and Abies:

i deal choica for o compus FAA would possess most f not of
individual copaciy 1o employ he folowing %l ond abiles

of the insiuional sopport and

® Acces id sysems (e.g, WSAC Portol, FAN) fended fo denify Passpor sudents o camps.

 intrpret and appiy fedsral ond stote fnancial aid polces ntends o uppor sudents from
foser ore

it Possport studants i maxinizing thir fnancil i resources

® Review sach Passpor srudenrs individual budger, recogeizing e suden’s ocual cost of
anendance

& Award Possport students it the maximum aid available according fo thir acualcos of
endonce, minimizing refance on loons

Conribute 1o & supporive cufre for fstar youh witn he camps community

Relate 10 and commuricate it o diverse popuation

Develop a posifve rapport withsudanrs

ety flexible and crestive resourcescutons

Manoge fiancial aid funds alocated fo the program for upprt of Passport-eigble students
Portipars i fnancil aid rining offered by WSAC
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Passport Viable Plan
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i be responsioe fo preparing campus persommel i fhese oreas fo ot referred
Passport students.
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Independnt Ling (1) providars and ot nonprofitogendis saming fostr youth fo
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acualing expsnses and tair th financia od package, fo uilize al availoble
resource 10 mest the snudents fll e and minize e on loons.
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Period of Performance

The Viabie Plon sallcommence on EXTER DATE, ond shall confnue hrough June 30, 2020,

Purpose

7o recnitand provids outrsach o sigible Passportsudats.
7o pravids Passportenroled sudents with services and support <o they are able 1o
sucesstlly persist and complee o posisecondary educaron.

Leadership Commitment

The president of INSTITUTION NAVE supports e program and has auhorized ol ecessary
collsge services ond leadrsp fo ensure program sucess.

Key Staff

Changesfo key satf mut bs commuricaad o WSAC within 30 deys o the change.

Designated Support Role and Responsibiy
Person

Contactinformaron

esciption of responsibiies

Adiional Roles and Responsibilies (for example, Passport Nevigoror, Leadershp,
i hre to enter tex.

Addiional Offices &g cdmisions and regisrrion, odvising ond counseling, maticturol

service, campus chmplors),
i hre to enter tex.

Recruitment Plan

i hre to enter tex.

Retention and Graduation Plan

i hre to enter tex.





