
Business
Services

Knowledge ● Service ● Partnerships

Withdrawn Students
Fines/Fees Collection Procedures

Student Withdraws

•Registrar/Head OP:
•Notify staff
•Skyward withdrawal  
generates an automated 
email sent to family 
reminding them to return 
District property ASAP

•Food Service
•Enter any outstanding 
charges on to students 
InTouch accounts. 

• Librarian:
•Enter fines on student record 
through Destiny

•Technology needs to be 
contacted asap to disable 
(brick) student device

•Examples #1
• located in business services 
> employee resources > 
assets > forms

1 Week from Withdrawal

•Business/Head OP:
•Notify families of fines 
by sending  a Customer 
Fine Ledger referenced 
in the withdrawal letter.

• Check for MV/Foster, if 
yes, send customer 
ledger to Chari not 
guardians

•Example #2
• located in business 
services > employee 
resources > assets > 
forms

3 Weeks from Withdrawal

•Business/Head OP:
•Notify families not 
responsive that they will 
be sent to collections in 3 
weeks

•Provide a 2nd customer 
ledger with 
correspondence.

•Example #3
• located in business 
services> employee 
resources > assets > 
forms

6 Weeks from Withdrawal

•Business 
Services/Fiscal 
Coordinator:

•Send final notice to 
family stating the fines 
have been forwarded to 
the  collection agency

•Before sending to 
collection verify with 
food service balance is 
still outstanding.
•Remove fines from 
InTouch and reconcile 
food service 

•Example #4
• located in business 
services > employee 
resources > assets > 
forms


