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Overview

Step Up For Students is a state-approved, nonprofit Scholarship Funding Organization (SFO)
that empowers families to pursue and engage in the most appropriate learning options for their
children. Step Up For Students administers Florida’s education choice programs.

These programs include the Family Empowerment Scholarship for Educational Opportunities
(FES-EQ), the Family Empowerment Scholarship for Students with Unique Abilities (FES-UA),
the Florida Tax Credit Scholarship Program (FTC), the Hope Scholarship for students who are
bullied or are victims of violence in a public school, and the New Worlds Scholarship Program
for public school students in kindergarten through fifth grades who struggle with math and/or
reading.

In 2018, the Florida Legislature established Reading Scholarship Accounts to provide
educational options for public school students in grades 3 through 5 who struggle with reading.
In 2022, the program was renamed the New Worlds Reading Scholarship Accounts Program
and the Florida Legislature expanded eligibility for the scholarship to include public school
students in grades kindergarten through 5 who have a substantial reading deficiency. In 2023
the program was renamed the New Worlds Scholarship Accounts Program and was expanded
to include public school students in grades kindergarten through 5 who have a substantial
math deficiency.

Florida is the first state to offer an education savings account program for students enrolled in
public schools. The program provides parents with access to education savings accounts, worth
$500 each, to pay for tuition and fees related to part-time tutoring in reading and/or math,
summer and afterschool programs designed to improve reading/literacy or math skills,
instructional materials, which includes limited technology, or curriculum related to
reading/literacy or math.

The sections following this introduction will guide you as you utilize your New Worlds
Scholarship Accounts funding.

2023-2024 New Worlds Scholarship Parent Handbook 3
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Qualifying for a New Worlds Scholarship Account

New Worlds Scholarship Accounts are available to students who are enrolled in a Florida
Public School in grades K-5 who:

e Have a substantial reading deficiency or exhibits characteristics of dyslexia as identified
under s. 1008.25(5)

e Or scored below a Level 3 on the statewide, standardized English Language Arts (ELA)
assessment in the prior school year.

e Or have a substantial deficiency in mathematics or the characteristics of dyscalculia as
identified under s. 1008.25(6)

e Or scored below a Level 3 on the statewide, standardized Mathematics assessment in
the prior school year.

An eligible student who is classified as an English Language Learner and is enrolled in a
program or receiving services that are specifically designed to meet the instructional needs
of English Language Learner students shall receive priority.

Applying for a New Worlds Scholarship

Families will need to create a Step Up For Students Education Marketplace Assistant (EMA)
Account before applying. If you have already created an EMA account, please skip to “Add
Students to Your EMA Account”.

Create a Step Up For Students EMA Account
To create a new account, a valid email address is required.
1. New families can click here to create their account.

2. From the EMA login screen, select “Sign Up”.

2023-2024 New Worlds Scholarship Parent Handbook 4
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S EMA

Education Marke! Assistant
Welcome!
Username Forgot Username?

Password Forgot Password?

Keep me signed in

LOG IN /

SUFS Team Member? Sign In

3. In the Email Address box, enter your Email Address, and select SEND CODE. The
Verification Code is sent to the entered Email Address.

IMPORTANT: Step Up will email critical information about your student’s scholarship to
the email address you use in this step. Make sure to use an email address you use

regularly.

Welcome to EMA

For added security, we will send a One-Time Password (OTP) to your email.
Please enter a valid email address and verify the code.

Email Address

Email Address

Back to Sign In

4. In the Verification code box, enter the Verification code from the email, and then select
CONFIRM.

2023-2024 New Worlds Scholarship Parent Handbook 5
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Welcome to EMA

= = | : v For added security, we will send a One-Time Password (OTP) to your email.
[du‘]ﬂﬂﬂl‘kﬂ' Assistant - : CRS ’ Please enter a valid email address and verify the code.

Verification code has been sent to your inbox. Please copy it to the input box

below.

Email Address

test@test.com

Verification Code

[ |\/enﬁcation Code ]

O Resend verification code

Back to Sign In

Welcome to EMA

For added security, we will send a One-Time Password (OTP) to your email.
Please enter a valid email address and verify the code.

Your email address has been successfully verified. Please continue to the next
step.

Email Address

Back to Sign In

6. Choose a username, enter your first and last name, and create a password. The password
must contain a lowercase character, uppercase character, number, and special symbol
(! @ #, etc.). Select CONTINUE.

2023-2024 New Worlds Scholarship Parent Handbook 6
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Welcome to EMA

Email
Username
First Name
Last Name

Create Password

Show

Confirm Password

Show

s Lowercase characters ¢ Numbers [0-8)
* Uppercase 1 + Symbols

7. Complete the security questions and then select CONTINUE.

Security Question

Set up your security questions

Security Question

Answer

Security Question

Security Question

Answer

Security Question

Security Question

Answer

8. Check the box to certify the Terms & Conditions and select OK.

2023-2024 New Worlds Scholarship Parent Handbook
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Terms & Conditions

| certify that | have read, understand, and agree to the terms, conditions and rules as
outlined in the Step Up for Students Privacy Policy.

Check the box to Certify
oK

9, Complete the Guardian Profile, Mailing Address, Physical Address, and Contact
Information fields.

IMPORTANT: Step Up will email critical information about your student’s scholarship to
the Primary Email address listed in the Contact Information section. Be sure to use an
email address you check regularly.

Guardian Profile
Pl confum that ol profils mformmation i scourste. Thi dats will slio be used b0 complate your spplication
Chsardaan I Parie®
it
Rellsirtal Seakun® Promary | arsgusge*
Caplinct = English "
Mailing Address
Sirest Adrer” Auddresy Ling 7
Giw i ek Agarirrs
City* County™ Hate* I Code"
Enbar €ty Ersiar [ -
Dl 1o s Sdeiroir dechcliara fowt eoth Phytazal sl Mladlerng addinedae
Physical Address
Street Address:* Address Line 2:

Street Address Suite/Apartment (Optional)

City:* County:* State:* Zip Code:*
Enter City Enter County Select - Enter Zip
Contact Information
Primary Phone:* Secondary Phone:
(000) 000-0000 (000) 000-0000
Primary Email:* Secondary Email:

Secondary Email

2023-2024 New Worlds Scholarship Parent Handbook 8
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Note: When setting up your profile, you will see a section for Adding a Payment Method.
This step will be unavailable until you have a funded student and should only be
completed if you plan to submit a reimbursement request. See Add A Payment Method

section for further instruction.

Payment Method

Families submitting reimbursement requests for students with available funds must select how they would like to receive
payment and provide any applicable information. This is done by clicking the “Manage” button below. This information must
be kept up to date and can be updated at any time. Note: The “Manage” button becomes available once you have at least
one funded student. This step should only be completed if you intend to submit reimbursement requests.

10. Complete the Manage Consents section by selecting “Yes” or “No” for each of the
categories. Your consent or lack of consent will have no effect on your student’s

scholarship eligibility.

Manage Consents
By providing an email address, | consent to receive updates about my scholarship application status as well as other emails necessary for
scholarship processing and management.
Messages

authorize Step Up For Students, and its affiliates, to use the information | have provided to deliver messages to me, including, but not limited
to, prerecorded messages or e-mail messages, and further authorize Step Up For Students to deliver such messages to the telephone
numbers | provide. Such messages may include, but are not limited to, general information regarding status updates, programs offered by
Step Up For Students, updates to the offered programs, and other information that may be relevant to me or my child. Message and data
rates may apply. My consent or lack of consent will have no effect on my child's scholarship eligi

Yes
No

Marketing Purposes
authonize Step Up For Students, and its affiliates, to use the information | have provided for general marketing purposes and driving
awareness. This may help Step Up find families like mine who could benefit from the programs Step Up offers. My consent or lack of consent
will have no effect on my child’s scholarship eligibility.
Y

es

No

Parental Empowerment
authorize Step Up For Students, and its affiliates, to use the information | have provided for the purpose of praviding me with information
regarding parental empowerment and school chaice. My consent or lack of consent will have no effect on my child's scholarship eligibility.
Yes

No

Share Contact Information
authonize Step Up For Students, and its affiliates, to share the information | have provided with organizations who want to provide me with
information about candidates for public office. My consent or lack of consent will have no effect on my child's scholarship eligibility.
Y

es

No

Text/SMS Information

authorize Step Up For Students to deliver text messages to the mobile telephone number(s) | provide and certify that | am the legal owner of
the mobile device | registered and understand | will incur any charges that may result from receiving text messages. | further understand | may
unsubscribe from SMS correspondence at any time. Message and data rates may apply. To opt-out or to view full SMS Terms and Conditions
click here: https:/www.stepupforstudents.org/sms-terms/ My consent or lack of consent will have no effect on my child's scholarship
eligibility.

Yes

No

11. Complete the Manage Contact Preferences section by selecting how you would like Step

Up to contact you about your student’'s account, scholarship transactions, and
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A

announcements. You may select multiple categories, but “Email” is required for critical

updates and transactions.

IMPORTANT: Step Up will email critical information about your student’s scholarship to

the email address associated with your guardian profile. Be sure to check that email

regularly.

Manage Contact Preferences
For critical updates on my account, | prefer to be notified by...
Email (Required)
Text
Personal phone call
Pre-recorded phone message

For transactions | make on the platform, | prefer to be notified by...
Email (Required)
Text
Pre-recorded phone message
For new features & promotional announcements, | want to be notified by...
Email
Text

Pre-recorded phone message

12. Select SAVE. Congratulations, your account is created!

Manage Contact Preferences

2023-2024 New Worlds Scholarship Parent Handbook
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@[MA Scholarship Portal
Edocation Market Assstant

B3 Dashboard

My Profite
G MyStudents

) Recent Transactions Your guardian profile is complete.
Please visit your dashboard to see available scholarships.

Q Help MY DASHBOARD

Guardian Profile
Please confirm that all profile information is accurate. This data will also be used to complete your applications.

EMA allows parents and guardians access to:
e Apply for scholarships
e Review and update your contact information
e Change your account password
e Check the status of your scholarship application

e Upload documents to your application or print documents associated with your

application
e View your student’s account statement
e Shop for pre-approved service providers

e Shop for pre-approved educational materials using funds directly from your student’s

scholarship account
e Submit a reimbursement request

o Upload documents to a reimbursement

Please DO NOT provide your login information to ANYONE. Providing login information will allow
them to access this critical information, make changes, and approve payments from your
student’s account. Step Up For Students will not be responsible for changes and/or charges made

by anyone other than the account owner if the login information has been shared.

Add Students to Your EMA Account

Before you can apply for a scholarship, you will need to add your student(s) to your EMA Account.

2023-2024 New Worlds Scholarship Parent Handbook 11
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Follow the instructions below to add students to your EMA Account.

1. Loginto EMA if you are not already signed in. Navigate to the My Students page.

@EMA Scholarship Portal @‘ @

Education Marke! Assistant

an MY PROFILE
B Dashboard

My Profile

£0) Recent Transz Your guardian profile is complete.
Please visit your dashboard to see available scholarships.
Help
2 MY DASHBOARD

2. Select ADD A STUDENT.

MY STUDENTS

APPLY FOR SCHOLARSHIPS Q, FIND STUDENTS ® ADD A STUDENT

My Students

A If you have a RENEWAL student (child currently receiving scholarship funding), please use the 'FIND STUDENTS' button to
connect your renewal student to your EMA account. Renewal students should not be added as a new student. Adding

currently funded students as new students will delay your funding.

If you have a NEW student, please click the '"ADD A STUDENT' button.

Below, you will find a list of your active students. Please make sure that the information for each student is accurate and up-to-date.

Keeping this information current will help streamline the process when applying for scholarships. Only active students can be added

to an application and considered for funding.

3. Complete the Student ID section. Select SAVE.

Please note: The FLEID number field is optional. This number can be found on your

student’s FSA score report, if applicable.

2023-2024 New Worlds Scholarship Parent Handbook 12
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0} Scholarship Portal ()
Education Market Assistant

MY STUDENTS > STUDENT DETAIL

(/]

Dashboard

40 Recent Transactions
Student ID:
Q  Help
First Name* Middle Name Last Name* Suffix
Enter First Name Enter Middle Name Enter Last Name Select v
OPTIONAL: Student FLEID No.(®D Date of Birth* Gender* Ethnicity*
FL mm/dd/yyyy Select v Select v

Student’s Relationship to You

Select v

4. If you have additional students to add, navigate back to the My Students page and select
ADD A STUDENT.

@[MA Scholarship Portal
Educaton Market ssistant
B3 Dashboard
MY STUDENTS
$, Reimbursements APPLY FOR SCHOLARSHIPS Q_ FIND STUDENTS @® ADD A STUDENT
§ My Students
My Students
Marketplace
A\ ' you have a RENEWAL student (child currently receiving scholarship funding), please use the 'FIND STUDENTS' button to
connect your renewal student to your EMA account. Renewal students should not be added as a new student. Adding
€D Recent Transactions currently funded students as new students will delay your funding
If you have a NEW student, please click the 'ADD A STUDENT! button.
Q  Help

Complete a New Worlds Scholarship Accounts Application

Families can apply online by logging into their EMA Account. There is no fee to apply. You must
add students to the My Students page before you apply. See previous section for instructions on

how to add a student.
Follow the instructions below to complete your application.

1. From your Dashboard, scroll down to the Available Scholarships section and find the New
Worlds Scholarship Accounts application under Available Scholarships and select
APPLY. The New Worlds Scholarship Accounts application will display.

2023-2024 New Worlds Scholarship Parent Handbook 13
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a8 Scholarship Portal
:—:fﬂﬂ cholarship Porta

Available Scholarships

&6

2. Select the student you would like to apply for from the dropdown menu. If you have not

added your student to your account, please see the previous section for instructions.

© student Information

2023-2024 New Application

The New Worlds Scholarship Accounts, administered by Step Up For

and math. The program offers parents access to Education Savings
Accounts, worth $500 each, to pay for tuition and fees related to part-
time tutoring, summer and after-school literacy programs, instructional

materials and curriculum related to reading/literacy or math.

If you do not see your student below, they have already applied, they do not
meet the age requirements for the scholarship, or they need to be added to : !

"My Studente

Select a student®
Select -

New Worlds Scholarship Accounts Before You APP‘V
Before you apply, make sure your student meets
Students, helps K-5 public school students who struggle with reading the following eligibility requirements:

Current Enrollment
Currently enrolled in grades K-5in a
Florida public school, including
charter schools.

Struggling with
Reading and/or Math

Has a substantial reading or math

. This may be
on Progress Monitoring reports or
your student exhibiting
characteristics of dyslexia or
dyscalculia.

3. Your student’s information will already be entered from the My Students page. Scroll

down to review your student’s information. If any of the information is not correct,

navigate back to the My Students page to edit your student’s information. You will need

to provide your student’s school name and grade level on the application.

2023-2024 New Worlds Scholarship Parent Handbook
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Student Information

If you do not see your student below, they have already applied, they do not meet the age requirements for the scholarship, or they need to be
added to My Students .

First Name Middle Name Last Name Suffix
Charles Andrew
Date Of Birth Gender Ethnicity Race
1/5/2016 Male Non-Hispanic or Latino Black or African American

OPTIONAL: Student FLEID number School Name*(®) Grade Level *
Search schools. v t -

4. Checkthe box in the Current Status section to confirm your studentis enrolled in a Florida
public school in kindergarten, first, second, third, fourth or fifth grade for the current

school year and has a substantial reading and/or math deficiency. You will also need to

indicate if your student is struggling with reading and/or math.

Current Status *

| confirm my student is enrolled in a Florida public school in
kindergarten, first, second, third, fourth or fifth grade for the current
school year and the district has informed me that my student has a
substantial reading and/or math deficiency.

Is your student struggling with Reading? *

Yes No

Is your student struggling with Math? *

Yes No

5. If you would like to upload supporting documents, you may do so in the Optional
Supporting Documents section. You do not need to submit documents to submit your

application.

Supporting documents might include your student’s prior year ELA Assessment score

report or a copy of your student’s Progress Monitoring report.

6. Select CONTINUE.

2023-2024 New Worlds Scholarship Parent Handbook 15
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1

e

Drag and drop files here or
Browse to select files

7. From the Guardian Information section, confirm the information in the Identity and
Location sections. The information from your Guardian Profile will already be entered into
the Guardian Information section. If you need to update it, select Edit Profile. You will

need to select the “Phone Type” associated with the phone number in your profile.

EEMA Scholarship Portal &0
i ke sstn-
B3 Dashbosra Student Information Review: & Submit
G My Students
Guardian Information
£ Recent Transactions 1f you would like to update the information below. please visit the page Edit Profile
Q Help Identity
Name Ma
Test Married
Email Phone
Test Test
Location
Street Address
Test
city County stats Zip Code
JACKSONVILLE DUVAL L 32223
A 1
! Scholarship Portal @ 9
rucaton Market kssistant
none Phone Type*
B Dashboard Email Phone hone Typ
Test Test Mobile
My Students
Location
£ Recent Transactions -
Street Address Address Line 2
Q  Help Test
City County State Zip Code
JACKSONVILLE DUVAL FL 32223
SAVEAS DRAFT CONTINUE ) ‘
S

2023-2024 New Worlds Scholarship Parent Handbook 16
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9. Review Your Application details. If you need to correct any information, navigate to the
Student Information or Guardian Information pages. Once you have confirmed all
information is correct, you must certify that all information is true and accurate by
checking the box.

Under penalties of perjury, | certify that the information presented is true and accurate; the information on this
application is accurate to the best of my knowledge and belief. | understand that providing false representations
constitutes an act of fraud. False, misleading or incomplete information may result in the denial of the scholarship

application or revocation of a scholarship award.

10. In the Guardian Signature field, enter your full name. Then in the Your Signature box, write
your full name. After you have written your full name, the KEEP and CLEAR options will
display.

ﬁﬁ EMA Scholarship Portal 6“ e
Etucaton Rarkd Risetant . i -

Bl Dashboard
F My Students

4D Recent Transactions

Q  Help

11. Select KEEP, and then select SUBMIT to complete your application.

@[M Scholarship Portal @u @
Eoczhon orel st

deficiency.

B3 Dashborra

My Students

£D Recent Transactions

Q Help

2023-2024 New Worlds Scholarship Parent Handbook 17
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Step Up For Students and the Florida Department of Education will work together to determine
if your student qualifies for a New Worlds Scholarship. This process may take several weeks.
Parents/guardians will receive email notifications to the email address listed in their Guardian
Profile when there is an update in the scholarship status. Parents can also login to their EMA

Account to view their application status at any time.

A student may only receive one scholarship at a time. Parents must notify Step Up if the student
leaves the Florida Public School system. Leaving the Florida Public School system could affect

the student’s scholarship status.

Application Processing Status Definitions
e Submitted - The application has been received and is being reviewed for eligibility.

e On Hold — The application did not have the information needed to determine eligibility.
The parent/guardian must submit additional information.

o Eligible/Awarded - The Florida Department of Education has confirmed the student’s
eligibility for the scholarship.

¢ Ineligible — The student was found not eligible for a New Worlds Scholarship and will not
be funded.

Funding for New Worlds Scholarship Accounts

Funding for the New Worlds Scholarship Accounts comes from the State of Florida. Each
scholarship is $500.

Program funding is limited.

If a student has been found eligible by the Florida Department of Education, Step Up For Students
will work with the State of Florida to deposit funds into a student’s scholarship account, as long
as program funds are available. This process may take several weeks after the student is found
eligible. Funding will be established on a first-come, first-served basis, with English Language
Learner students receiving priority. Students are required to be enrolled in a Florida public school
to be funded.

2023-2024 New Worlds Scholarship Parent Handbook 18
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Parents will be notified via email when funds have been deposited into the student’s New Worlds

Scholarship account. Parents may also login to EMA to view their funding status.

Once funds have been deposited into the student’s account, parents may use the scholarship
funds for a variety of services (described in the sections below). Please note: It may take a few
days for the Marketplace tab (including MyScholarShop) to appear in EMA after funds are
applied to the student’s account. Any unused funds will be rolled over for use in subsequent

school years.

A student’s scholarship account must be closed, and any remaining funds must be sent back to
the Florida Department of Education after:

e Denial or revocation of scholarship eligibility by the Commissioner of Education for fraud
or abuse, including but not limited to, the student or student’s parent accepting any
payment, refund, or rebate, in any manner, from a provider of any services; or

e Three (3) consecutive fiscal years in which an account has been inactive.

Note: An account is considered inactive if you do not spend any money from your student’s

account for three consecutive fiscal years (July 1 —June 30).

Parents of students receiving scholarship funds through a New Worlds Scholarship Account may
not take possession of funds at any time, unless provided as a reimbursement by Step Up For
Students. If a parent receives a refund for any services or goods purchased with New Worlds
Scholarship funds, those funds must be returned to Step Up For Students for deposit into the
student’s scholarship account.

To return funds to the student’s New Worlds Scholarship Account, the parent/guardian must
send a check that includes the student’s name and student ID number to:

Step Up For Students
Accounts Receivable
4655 Salisbury Rd, Suite 400
Jacksonwville, FL 32256
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If you wish to close your student’'s New Worlds Scholarship Account, you must contact Step Up
For Students at newworlds@sufs.org or 1-877-735-7837.

Waitlist

The number of applications received by Step Up For Students may exceed program capacity.
Statutory guidelines limit the number of scholarships available each school year, with the
annual number of available scholarships determined by statute. In the event that program

capacity is met, a waitlist will be instituted.

We strongly encourage you to submit your application as soon as possible. Applications are
reviewed on a first-come, first-served basis. After the annual statutory scholarship cap has
been met, all students found eligible after that date will be placed onto a waitlist. There is no
guarantee that a student will be moved from the waitlist. If program capacity allows additional
awards, students may come off the waitlist. You will receive an email notification regarding
your updated application status if your student is moved from the waitlist. Award amounts are

based on the date of award, not the date of eligibility.

Approved Uses of New Worlds Scholarship Account Funds

The following categories of items are approved uses of funds for the New Worlds Scholarship
Account.

Part-Time Tutoring Services

Part-time tutoring includes tuition and fees for part-time tutoring services provided by a person
who holds one of the following:

e A current, valid Florida educator’s certificate pursuant to s. 1012.56, Florida Statutes; or

e A person who holds an adjunct teaching certificate given by a Florida school district
pursuantto s. 1012.57, Florida Statutes; or
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A baccalaureate or graduate degree in Reading, Math, Elementary Education, or English
Education

The part-time tutor may be a person who has demonstrated a mastery of subject area knowledge
pursuant to s. 1012.56(5), Florida Statutes.

Mastery could be achieved through one or more of the following:

An official Florida Teacher Certification Examination (FTCE) score report indicating a

passing score on a Florida subject area exam, not more than 10 years old; OR

A passing score report that is not more than 10 years old, above the intermediate level,
on both the oral and written exams for a foreign language subject area (excluding French,
German or Spanish) administered by the American Council on the Teaching of Foreign
Language (ACTFL); OR

A form provided by a Florida school district and signed by the school district, indicating
there is no standardized exam in the subject area, but the person has attained the

essential subject matter competencies and subject area specialization requirements; OR

A valid certificate issued by the National Board for Professional Teaching Standards
(NBPTS); OR

A valid certificate issued by the American Board for Certification of Teacher Excellence
(ABCTE); OR

A valid Statement of Status of Eligibility (SOE) issued by Educator Certification that
indicates the educator is ELIGIBLE for a Professional Certificate; OR

For a subject requiring a master’s or higher degree (i.e., Educational Leadership, Guidance
Counseling, Reading, or School Psychologist) a score report indicating a passing score on
a Florida subject area exam (not more than 10 years old) AND a valid Statement of Status
of Eligibility (SOE) issued by Educator Certification that indicates the educator is ELIGIBLE

for a Temporary or Professional Certificate; OR

A valid Statement of Status of Eligibility (SOE) issued by Educator Certification that
indicates the educator is ELIGIBLE for a Temporary Certificate but does not list a passing
score on the subject area exam under the Professional Certificate requirements
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Fees Associated with Summer Education Programs

Summer education programs must be designed to improve reading/literacy and/or math skills.

Fees Associated with After-School Education

After-school education programs must be designed to improve reading/literacy and/or math
skills.

Instructional Materials

Instructional materials must be related to reading/literacy and/or math. This includes, but is not
limited to:

e Digital devices—Ilimited to desktop computers, laptop computers, and tablets
e Digital material or stand-alone online class
¢ Online software programs related to reading/literacy and/or math
e Books, including workbooks
Curriculum

Curriculum is defined as a complete course of study for a particular content area or grade level,
including any required supplemental materials and associated online instruction related to
reading/literacy and/or math.

Direct Payment Through the EMA Provider Marketplace

By selecting a provider through the EMA Marketplace, you will not have to pay a provider out-
of-pocket and wait to be reimbursed.

PLEASE NOTE: The EMA Marketplace cannot schedule services. It is the guardian's responsibility
to call the service provider and schedule the time for services to be rendered.

To shop for direct pay providers, login to EMA.

1. Navigate to the Marketplace tab and select Find Providers.
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i’i%‘ [M Scholarship Portal

| ereced

eeahon Marset lasatant
E'H Dashboard i
P Welcome to Marketplace
B My Students

4T) Recent Transactions

My Scholar Shop

0, Help Online marketplace for educational tool

2. Select the student you wish to shop for.

MARKETPLACE > FIND PROVIDERS

Find a Provider SELECT STUDENT  Please select a student.. v

A\ The student must be selected before a search can be performed.

From O to 0 of 0

3. Search for providers that might be a good fit for your student’s needs. You can filter the

marketplace by selecting a service category, service type, or class type. You are also able
to search by business name, email, website, description, and location (address, city, zip).
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MARKETPLACE FIND PROVIDERS

Find a Provider

Service Category v

Play ACADEMY LLC

DBA test

Service Type

CHERRY ACADEMY LLC

Educational Svcs, Other @ Contracted Public School Services @ Specialized Services (ABA)

SELECT STUDENT  Charles Veilleux : New Worl v ‘

Class Type v Q, Search

To filter down your results, select a service category, service type, or class type, then click search. You are also able to search by business
name, email, website, description, and location (address, city, zip).

Online/Virtual & In
Person

Group

In Person

4. Click on the name of providers you are interested in to learn more about their services.

You will need to select one of their locations to view services after clicking on the business

name.

You will be able to view location details, hours of operations, and services offered.

Hello Kitty & Friends

Select A Location To View Services

LOCATION DETAILS

Skunk-Ape - OCHOPEE
40904 TAMIAMI TRAIL E
OCHOPEE, FL 34141-2004
(239) 695-2275

Services Offered
SERVICE CATEGORY

FLDOE Approved Online Course
Providers

FLDOE Approved Online Course

Provider

MARKETPLACE FIND PROVIDERS PROVIDER DETAILS

We teach about love, friendships and values

HOURS OF OPERATION

Sun:
Mon:
Tue:
Wed:

SERVICE TYPE

EdisonLearning

10:00 AM -
Closed
Closed
Closed

DESCRIPTION

Let's learn ...

Accelerate Education

Hello Kitty & Friends, Skunk-Ape, 40904 TAMIAMI TRAIL E, OCHOPEE, FL 34141-2004

Thur: Closed
Fri: Closed
Sat:  10:00 AM - 4:00 PM

PRICE QUANTITY

$17.00/ Session

$10.00/ Hour
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Before reserving funds for a service, you should reach out to the provider using the
contact information in the EMA Marketplace to ensure the provider is a good fit for your
student’s needs.

5. Once you have confirmed which provider and services are best for your student, login to

EMA and reserve funds.

Find your provider in the Marketplace, identify which services you want to purchase, and

select the quantity you wish to purchase.

Part-Time Tutoring

$34.00/ Hour|
Services

Part-Time Tutoring Services

6. Scroll to the bottom of the page and select ADD TO CART.

Continue Shopping ADD TO CART

7. A green box will appear confirming your order is in your cart. Select GO TO CART.

Continue Shoppilg

° You have successfully added 1 Programs Including Job Training / Coaching to your shopping cart.

8. Review your order. You may adjust the quantity from this screen, if needed. If your order
is correct, select “Reserve Funds”. This sets the indicated scholarship dollars aside until
your provider submits an invoice for services rendered.
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My Shopping Cart
By placing your order you agree to reserve scholarship funds for your requested service provider. If you cancel your service request, these
funds will be available again within 3 business days. If you are unable to complete the transaction, it may be the student does not have

enough available funds.

Charles Andrew Veilleux stupenT ToaL: $102.00

PROVIDER SERVICE TYPE LOCATION PRICE QUANTITY SUBTOTAL REMOVE

Part-Time Tutori
Hello Kitty art-time futoring Skunk-Ape $34.00/hr. 3 si200 3

Services
‘ RESERVE FUNDS '

9. You will be asked to confirm that you wish to reserve your student’s scholarship funds.

Your confirmation also gives Step Up For Students to share your contact information

with your selected provider.

You are about to reserve funds.

Do you give us permission to send your contact information to
the provider? By checking “Yes” and clicking CONFIRM, you will
be able to reserve funds for specified services

Yes, my contact information may be sent to the provider

CONFIRM
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10. You will see a pop up indicating your funds have been reserved. PLEASE NOTE: This is

only confirming your reservation of funds. It is the guardian's responsibility to call the
specific service provider and schedule the time in which these funds have been allotted.

SUCCESS!

Your funds have been reserved.

PLEASE NOTE: This is only confirming your reservation of funds. It is
the guardian's responsibility to call the specific service provider and

schedule the time in which these funds have been allotted.

MyScholarShop

MyScholarShop is an educational e-purchasing platform built to assist you in purchasing

instructional materials using your scholarship funds without any upfront cost to you.

Items available through MyScholarShop are approved for purchase using the New Worlds
Scholarship Accounts funds. If you do not see an item in MyScholarShop, it does not mean

the item is not approved.

Make sure you have available funds in your scholarship account to cover the entire

purchase.

This partnership is ONLY for goods purchased through MyScholarShop and does NOT
apply to in-store purchases or purchases from the vendor’s website.

MyScholarShop orders cannot be shipped out-of-state or to a post office box.
When purchasing multiple items, include ALL items on one order!

Please be aware that Step Up For Students reserves the right to deny requests.
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e Access to MyScholarShop will be activated once your student’s account has funding.

e Step Up For Students reserves the right to limit or deny access to MyScholarShop.

Purchasing

Please note: Before shopping on MyScholarShop, please confirm your mailing address in your
guardian profile in EMA. If your address is incorrect in EMA, please update and allow a couple of
business days for the new address to populate in MyScholarShop. Step Up For Students is not
responsible for any purchases shipped to an incorrect address.

To access MyScholarShop, you will need to login to EMA by clicking here. MyScholarShop wiill
appear under the Marketplace option and will only appear in the portal once your student’s funds
have been deposited in their account.

1. Login using your current credentials (email and password).
2. Select the “Marketplace” tab.

a. When logging in the first time to the MyScholarShop platform, you will be required

to read and acknowledge the Privacy Statement.
Select the student account.
Search for the items you wish to purchase.
Choose the tile with the item category or type the item name in the search bar.

Hover or select the item and select “Add to Cart”.

N o o > W

Review your cart.
a. After reviewing the cart, choose “Check Out”.
8. Review your ‘ship to’ information.

9. Choose “Submit” to complete the purchase.

Returns

Returns are done through the vendor they were purchased from and not through Step Up For
Students.

1. Toreturn an item purchased via MyScholarShop click here.
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2. Find the correct vendor and follow the instructions.

Once the vendor has received the item, it may take up to 14 days for the funds to be credited to

the student’s scholarship account.

Status Definitions

e Composing — The MyScholarShop request is pending; the cart has not been submitted
for purchase.

e Submitted — The MyScholarShop request was submitted and is pending review.
e Approved — The order has been approved and sent to the vendor(s) for fulfillment
o Denied - Items requiring review have been denied. One appeal is allowed.

e Ordering — A fully approved order is in the process of being generated. Once the order is
fully generated, it will be sent to the vendor(s) for fulfillment and the status will be updated
to “Ordered”.

e Ordered — All items associated with an order or requisition have been sent to the vendor
to fulfil.

e Cancelling — The order was cancelled after it was placed.
e Cancelled — An order cancelled after being submitted and approved.
¢ Receiving — Ordered items have been shipped and are in the process of being delivered.

¢ Received — Ordered items have been fully received.

For more in-depth information on MyScholarShop, click here.

Reimbursement Requests

Parents/guardians may also choose to pay out-of-pocket for educational services and/or

products and submit a request for reimbursement through EMA. These educational services
and/or products must be related to reading/literacy and/or math.

Families with an approved reimbursement request can select from one of the following payment
methods:
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Direct Bank Transfer

Securely deposit funds directly into your bank account via an ACH transfer. If direct deposit
(ACH) is selected, families will be asked to submit personal banking information.

Note: To help keep your information secure, your banking information is not stored in EMA.

Check
If you prefer a more traditional approach, you can select to have a check mailed to the address
in your EMA profile.

PayPal®:
Opt for PayPal®, a widely used and trusted online payment platform, to receive your
reimbursement with ease.

Reimbursements for multiple scholarship students on multiple scholarship programs will be paid
separately. Please click here to learn more about how reimbursement payments are made and

how to receive your payment.

Reimbursement requests will be processed as they are received.

To submit a reimbursement request, you will need to login to your EMA Account and go to the
reimbursement tab on the left side of the dashboard. The reimbursement option will only appear

in the scholarship portal once your student’s funds have been deposited in their account.
In the reimbursement tab, you will be able to:

e Submit a reimbursement request

e View and search current statuses for your requests

Reimbursements may be submitted for purchases made after July 1, 2023.

Requests for reimbursement for the 2023-24 school year must be submitted, with all the
required supporting documentation, no later than August 31, 2024, to be considered for
payment.

If would like to use a provider that is not on the pre-approved list and you don’t know if they meet
the requirements, please show the provider this section of the Handbook and ask them if they
meet any one of the requirements needed to be eligible to serve your scholarship student.
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The reimbursement process will be faster if the provider is pre-approved by Step Up For
Students. Pre-approved providers may also opt-in to our direct-pay service, eliminating the need
for families to pay out-of-pocket and wait to be reimbursed. Providers can learn more about
becoming a direct-pay partner by visiting our provider webpage.

If a single reimbursement is submitted that totals more than the maximum scholarship award
($500) OR the account balance at the time of submission, the reimbursement will be adjusted to

the maximum scholarship amount or the amount available.

If multiple reimbursements are submitted totaling more than the maximum scholarship award
(S500) OR the account balance at the time of submission, the reimbursements will be paid in the
order received by Step Up until the account balance is used. This could result in a partial payment
or a denial of one or more of the reimbursements due to a lack of available funds.

How to submit a reimbursement request
1. Once logged into your EMA Account, select “Reimbursements”.
2. Select “New” to add a new reimbursement request.
3. Select the student and select “Continue”.

4. Upload your reimbursement document. Please see the following section for required
documentation. You will have the option of adding additional documents later if you have
more reimbursement requests.

5. Select “Continue” until you come to the page to enter reimbursement information.

6. Enter information for each line item of your receipt. Be sure to include the educational
benefit for your request. The educational benefit will need to demonstrate Aow the item
or service will help the student learn.

a. If you only have one item to submit for reimbursement on your receipt, select
“Done”.

b. Ifthere are multiple items on your receipt, select “Add Item”. You may add as many
items as needed. After adding all items, select “Done”.

7. Review your reimbursement request. Click back to make any edits or select “Submit for
Approval” if the information is correct.

2023-2024 New Worlds Scholarship Parent Handbook 31


https://www.stepupforstudents.org/schools-and-providers/become-a-reading-program-partner/
https://stepupforstudents.org/ema/apply

NOTE: GREEN text indicates new or updated ;

information effective January 2024

8. If your requested amount exceeds the balance in your student's account, an onscreen
error will appear as shown below. The screen will refresh and will go back to the request
form so you can adjust the amount.

Requested amount exceeds available balance,

If your student has enough funds in their account, your request will be submitted to Step Up for
approval. You will then see an onscreen confirmation. As a reminder, reimbursements may be
submitted for purchases made after July 1, 2023, until you have exhausted your funds. Requests
for reimbursement for the 2023-24 school year must be submitted, with all the required

supporting documentation, no later than August 31, 2024, to be considered for payment.

When making purchases from an individual or private seller who does not accept credit or debit
cards, (i.e., garage sale, flea market, etc.), payment using a cashier’'s check or money order is
required to be reimbursed. Using a cashier’s check or money order provides the required proof
of payment method for the purchase. Reimbursement requests for purchases paid with cash
will be denied.

Documents requirements to submit a reimbursement
Instructional Materials and Curriculum Related to Reading/Literacy or Math
e Proof of payment must include the following:
o The item purchased related to reading/literacy and/or math; and
o The date of purchase; and
o The place of purchase or vendor/provider; and
o The amount of the purchase; and

o The method of payment
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Part-Time Tutoring

e A form for invoicing for part-time tutoring is now available. It can be found here. This form

may be submitted with proof of payment.

e [f not using the invoice form, an invoice on business letterhead or receipt must include the

following:

O

O

o

o

The New Worlds Scholarship Accounts student’s first and last name; and

The New Worlds Scholarship Accounts student’s student ID number, found on
the “My Students” tab in EMA; and

The tutor’s first and last name; and
The company name, if applicable; and
Dates and hours of instruction; and
Hourly rate; and

Proof of payment

e |[f the provider has not been pre-approved, you will also need to submit documentation

showing proof of credentials as a part-time tutor (See the Part-Time Tutoring Services

section above for details)

Summer and After-school Education Programs Designed to Improve Reading/Literacy
and Math Skills

e Aninvoice on business letterhead or receipt must include the following:

O

O

The New Worlds Scholarship Accounts student’s first and last name; and

The New Worlds Scholarship Accounts student’s student ID number, found on
the “My Students” tab in EMA; and

Start and end dates of program, including the year; and
Amount of fees; and

Documentation that the program is primarily focused on reading, literacy, English
language, English usage, grammar, comprehension, vocabulary, literature, and
informational text, writing in English, or math; and
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o Proof of payment (for reimbursement to parent)

Reimbursement Status Definitions:

You may login to the scholarship portal to review a reimbursement request status. The

“Reimbursements” tab is on the left side of the screen.

In the reimbursement tab, you may view and search current statuses for reimbursement requests.

The definitions are below:
e Submitted — Reimbursement request submitted.
¢ In Review — Reimbursement request is under review.

e On Hold — Reimbursement request is missing needed information for approval. The
parent/guardian must submit more information within the scholarship portal. Step Up For

Students will provide more information in an email sent to your email on file.

e Approved — Reimbursement request approved, and payment is on the way. Click here to

learn more about how the payment process works.

e Denied - Reimbursement request was not approved. Step Up For Students will provide

the denial reason in an email sent to your email on file.

e Appealed — Appeal submitted for a denied reimbursement request. Families may appeal

a reimbursement request one time.

e Cancelled — Reimbursement request cancelled by the parent/guardian.

Denied reimbursements

If a reimbursement request is denied, you may appeal that decision ONE TIME by reopening that

request in the scholarship portal.
1. Open the Reimbursements tab on the left-hand side of the scholarship portal dashboard.
2. Select any request with a status of Denied. Select “Appeal” button.
3. Make any necessary edits, include new attachments, and submit.

a. The decision made by the Step Up For Student’s appeal team is final. After the
appeal decision is made, any additional appeals for the same item will NOT be

reviewed.

2023-2024 New Worlds Scholarship Parent Handbook 34


https://f.hubspotusercontent20.net/hubfs/1999622/Focus_Blue_Cardholder_Flyer_2021_revised.pdf

NOTE: GREEN text indicates new or updated ; '

information effective January 2024

4. Step Up For Students reserves the right to deny any reimbursement request submitted

for payment.

Important Items to Note

Please keep your contact information current, especially your email address. This is the
primary way Step Up For Students will communicate important information related to

your student’s scholarship.

If you do not spend any money from your account for three consecutive fiscal years
(July 1 — June 30), your account will be closed, and all remaining funds will be returned
to the Florida Department of Education. If your scholarship eligibility is denied or revoked
by the commissioner for fraud or abuse, including but not limited to, the student or
student’s parent accepting any payment, refund, or rebate, in any manner, from a provider
of any services, your account will be closed, and all remaining funds will be returned to
the Florida Department of Education.

Step Up For Students staff may request additional documentation or clarification when
they review a reimbursement request. These requests will arrive via email to the email

address associated with your account.

Please update your email settings to accept email from Step Up For Students so it is not
sent to your Spam or Junk folder.

Contact us
There are 3 ways to reach us:
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