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The school is responsible for completing the Family Empowerment Scholarship (FES) Withdrawal 
Form upon the request of the student’s parent or guardian to initiate the withdrawal process. The 
parent or guardian must then submit the signed completed form to the scholarship funding 
organization before any scholarship funds can be disbursed. 
 
To create an FES Withdrawal: 

1. Go to the Forms tab. 
2. Select Collier FES Withdrawal Form. 
3. Choose the student from the Name drop-down. 
4. FLEID# and DOB will auto-populate. 
5. Select the Withdrawal Date. 
6. Select the appropriate Withdrawal Code: 

• W04 = Private School Transfer 
• W24 = Home Education 

7. Click “Click to Sign” in the Administrator Signature field. 

 
8. Authenticate using your CCPS network credentials. 

Note: If you already have a signature on file, it will automatically populate in the signature field 
after you authenticate. 

9. Sign in the signature box if there is no signature on file. 
10. Click the blue Sign button when finished. 

 
 

 
11. The window will close, and the 

signature will show as pending 
until the form is submitted. 

12. Click Submit Request when you're 
done. (All required fields must be 
completed.) 

 
  



  
 

 

Family Empowerment Scholarship (FES) Withdrawal Form 
 

FOCUS:  Family Empowerment Scholarship (FES) Withdrawal Form 
Collier County Public Schools 

Page 2 of 2 
Revised 8/25/2025 

 

13. A confirmation page will appear. 
14. Click Print to print a copy of the completed withdrawal form. 

 
 

After Submission: 
10. Provide a copy to the parent if requested. 
11. Send the original as loose paperwork to Records 

(Category A) for DocVault imaging. 
12. Proceed with regular withdrawal procedures to 

withdraw the student in FOCUS. 
 
 
 
 
Reports 

1. Go to the Reports tab > District Reports. 
2. Select the Enrollment folder. 
3. Run Collier: FES Withdrawal Forms. 
4. Select the date range and click Run.  

 

 
 

5. The report will generate and display in the middle of the screen. 
 
 


