Attendance Requirements for Minors to Maintain Driving Privileges:  School Procedures
2008-2009

Note:  The district electronically transmits update codes on a weekly basis. Please check the accuracy of your school’s extraction list by Thursday of each week.
Driver License Noncompliance Reporting

· School personnel are responsible for entering daily attendance data in the school’s automated student attendance system.  
· School personnel are responsible for submitting withdrawal code corrections when a student’s withdrawal information changes using the Student Information Genesis Correction Request form on Outlook. When those corrections include changing a dropout withdrawal code to a non-dropout code and the code has been transmitted DHSMV please use the edit procedures in this manual.
· District office personnel will extract from Genesis a monthly list of students (between the ages 14 and 18) who have accumulated more than 15 days of unexcused absences within the last 90 calendar days or who have been withdrawn from school with a dropout code. 

· The monthly extraction list of students will be available to schools for review and edit one week before being transmitted to the Florida Department of Education (DOE) on the second Friday of each month.   Instructions for reviewing and editing the extraction list are available in the "Driver License Compliance - Genesis Review and Edit Procedures" section of this procedures manual. 

· DOE will forward the list to the Department of Highway Safety and Motor Vehicles (DHSMV), who will then begin the driver license suspension process by issuing a “Notice of Intent to Suspend” letter to the student and parent(s).

Driver License Reinstatement Process

Students must bring the “Notice of Intent to Suspend” letter to school for further procedural information.

Unlicensed Students:  A Genesis electronic transmission (Process Code 5) can not be used to cancel an unlicensed student's name that has been reported to the DHSMV in error. Unlicensed students who need their eligibility restored must be issued a Driver License Status Letter (when their name was submitted in error) or a Driver License Compliance/Reinstatement Form (when their school attendance is in compliance). 

When an unlicensed student’s name was reported in error, please follow the steps below: 

1. Update Genesis by correcting the attendance and/or withdrawal record. (See “Driver License Compliance – Genesis Review and Edit Procedure.”) 
2. Prepare a Driver License Status Letter on school letterhead and FAX to the DHSMV, ATTN: Donald Klein, 850-617-5158. (See sample letter in School Resources Section.)

3. Give a copy of the Driver License Status Letter to the parent/student.

Both the Genesis data entry and the FAX transmission to DHSMV must be completed to prevent the student from losing eligibility.

When an unlicensed student’s name was correctly reported, proceed as follows:
1. Counsel the student on their attendance record, compliance requirements, and the date driving privilege/eligibility will be suspended (45 calendar days from the date of the "Notice of Intent to Suspend" letter).

2. Enter a compliance date in Genesis when the student has satisfied the attendance requirements and has requested a compliance form. (See “Driver License Compliance – Genesis Review and Edit Procedure.”) 

3. Prepare a compliance form.

4. Give the compliance form to the parent/student to mail or FAX to the DHSMV.

Licensed Students: 
If within 20 days of the date on the "Notice of Intent to Suspend" letter and a licensed student's name should not have been reported:
1. Update Genesis by correcting the attendance / withdrawal record. 

2.  Enter Process Code 5 (Cancel Intent to Suspend) on Genesis. 

If after 20 days of the date on the "Notice of Intent to Suspend" letter and a licensed student's name should not have been reported:

1. Update Genesis by correcting the attendance/withdrawal record. 

2. Prepare a Driver License Status Letter on school letterhead and FAX it to the DHSMV, ATTN: Donald Klein, 850-617-5158. (See sample letter in School Resources Section.)
3. Provide a copy for the parent/student. Retain a copy for your records.

Both the Genesis data entry and the FAX transmission to DHSMV must be completed to prevent the student from losing driving privileges.

If a licensed student’s name was correctly reported:
1. Counsel the student on their attendance record, compliance requirements, and the date driving privilege/eligibility will be suspended (45 calendar days from the date of the "Notice of Intent to Suspend" letter).

2. Enter a compliance date on Genesis after the student has satisfied the attendance requirements and has requested a compliance form. (See “Driver License Compliance – Genesis Review and Edit Procedure.”) 

3. Prepare a compliance form. 
4. FAX the compliance form to the DHSMV, ATTN: Donald Klein, 850-617-5158.
5. If the student’s driving privilege has been suspended, the student must go to the local driver’s license bureau with the compliance form.  A $35.00 fee is required to reinstate the license.

The DHSMV does not require a Driver License Compliance/Reinstatement Form for students who have:

· Reached 18 years of age.

· Received a diploma, certificate of completion, special diploma, or G.E.D. 


Acceptable School Attendance for Reinstatement of Driving Privileges:


· Enrolling in a public school, home education, or an approved school program with 30 consecutive school days of attendance without any unexcused absences.  (Excused absences and suspensions are acceptable during the 30-day accumulation period but will extend the length of time necessary to satisfy the 30 day criteria.  Summer school classes are included as part of the 30-day accumulation period.)

· Enrolling in a study course in preparation for G.E.D. and satisfying attendance requirements.

· Receiving a diploma, certificate of completion, special diploma, or G.E.D. 

· Reaching 18 years of age.

· Obtaining a hardship waiver.

· Acquiring a certificate of exemption.


· Attendance requirements can be waived when a personal or family hardship requires that the minor student have a driver license for his or her own, or his or her family’s employment or medical care. 

· A student or parent has 15 calendar days after the date of receipt of the “Notice of Intent to Suspend” letter to request a hardship waiver hearing by the principal or his designee.  (Unlicensed students are not eligible for a hardship waiver hearing.) 

· The purpose of a hardship waiver hearing is to review the pending suspension of a student’s driving privileges.  Approval of a hardship waiver provides the student an opportunity to maintain driving privileges during the period of time it takes the student to comply with attendance requirements.  It is strongly recommended by DOE that school districts review hardship waivers 90 days after the date of approval to ensure student compliance with attendance requirements. 

· The steps below should be followed for processing hardship waivers:  

1. Enter on Genesis the waiver request date immediately upon receipt of request.

2. Complete Part I of the Driver License Hardship Waiver Form and notify Student Services at 534-0024.
3. Schedule and conduct the hearing within 30 calendar days of request. (The principal or his designee must conduct the hearing.)  

4. Update Genesis with the hearing results immediately upon completion of the hearing. 

5. Complete Part II of the Driver License Hardship Waiver Form and notify Student Services at 534-0024. 

· Any student who is denied a waiver may appeal the decision to the school board. 

· Appeals to the school board are arranged by contacting Student Services at 534-0024.

· If the school board approves the appeal, a written statement on school board letterhead and signed by a school board official must be submitted/faxed to the DHSMV, ATTN:  Donald Klein, 850-617-5158.

· The appeal outcome must be entered on Genesis within 24 hours. 

The following instructions and forms are available in Outlook Public Folders → All Public Folders → Student Services → Driver License Attendance Information.
· Attendance Requirements for Minors to Maintain Driving Privileges:  School Procedures 2008-2009:  This document contains instructions for implementing the district’s Driver License/School Attendance procedures. It contains all of the documents listed below except the DOE-TAP 2007-14 and the Driver License Memo.

· Driver License Status Letter (Sample):  Completed by school personnel – this sample letter must be on school letterhead.  

· Driver License Compliance / Reinstatement Form (HSMV 72870):  Completed by school personnel for students whose attendance did not meet statutory requirements, but who have now met one of the conditions for reinstatement.  When this form is used, Genesis must also be updated as outlined in "Driver License Compliance - Genesis Edit Procedures."

· Driver License Compliance Form – Home Education (HSMV 72871):  Completed by District Office - Student Services personnel for students whose attendance did not meet statutory requirements, but who have now met the home education conditions for reinstatement.  District Office, Student Services personnel will update Genesis.

· Driver License Hardship Waiver Form:  Completed by school personnel to document the hardship waiver process.  

· Driver License Compliance - Genesis Review and Edit Procedures:  Utilized by school personnel for data entry to ensure accurate reporting and documentation at local (Genesis) and state (DHSMV) levels.
· Driver License Compliance Flowchart: An overview of the student attendance and driver license suspensions process. 
· DHSMV “Notice of Intent to Suspend” Letter:  Issued by the DHSMV to the student and parent/guardian to inform them of pending license suspension.  (Sample of an actual letter)

· DOE Technical Assistance Paper – FY 2007-6:  A comprehensive list of frequently asked questions is available online at: 
www.fldoe.org/ese/tap-home.asp
· Driver License Memo to Schools 2006:  Memorandum issued from 
Superintendent’s Office to the schools. 

SCHOOL LETTERHEAD

(Date)

DHSMV

Bureau of Driver Improvement

2900 Apalachee Parkway, MS # 85

Tallahassee, FL  32399-0570

Dear Mr. Klein,

The following student’s name was submitted in error as being "out of compliance with the school attendance requirements" for minors to hold a driver license.  

Student Name 
DOB 
Social Security Number
John Doe
2/20/90
123-45-6789

Sincerely,

Signature

Name of Principal or Designee 

NOTIFICATION TO THE DEPARTMENT OF HIGHWAY SAFETY AND MOTOR VEHICLES

STUDENT COMPLIANCE WITH ATTENDANCE REQUIREMENTS

FOR REINSTATEMENT OF DRIVING PRIVILEGE / ELIGIBILITY FOR LICENSURE

This is to provide verification to the Department of Highway Safety and Motor Vehicles that the following student, who received Notice of Intent to Suspend/Withhold Eligibility for Licensure due to nonattendance, is in compliance with attendance requirements in S. 322.091(1). 

Student’s Full Legal Name: ____________________________________________________ (First, Middle, Last) 

Mailing Address: _____________________________________________________________

Driver License/Control Number: __________________________Gender: ___Male ___Female 

Date of Birth: ______/______/______ Social Security Number: ________________________ 

District Name:  Polk



 District Number:  53

School Name: ________________________ School/Institution Number: _________________ 

Date Compliance Occurred: ______/______/______ 

Authorized Signature of School Official: ___________________________________________ 

       
         (Signature must be notarized or school seal affixed)
Typed or Printed Name of Person Signing Form: ___________________________________________ 







________________________________________







Notary Public  










State of Florida at Large ________________________ 

__________________________________
My commission expires: _____/_____/_____ 

   School Seal (Please shade before faxing.)
Original signatures required.

____________________________________________________________________

For additional information contact:

Name:
______________________________________ Telephone: _____________________
For compliance with school enrollment requirements, mail or fax this completed form to: DHSMV, Bureau of Driver Improvement, 2900 Apalachee Parkway, MS #85, Tallahassee, Florida 32399​-0570, ATTENTION: Donald Klein. The fax number is (850) 617-5158. If the Order of Suspension was also issued, this form can be presented to the local driver licenses office for reinstatement of driving privilege. A $35 reinstatement fee is required for a suspended license.

HSMV 72870 (10/03)

NOTIFICATION TO THE DEPARTMENT OF HIGHWAY SAFETY AND MOTOR VEHICLES

STUDENT COMPLIANCE WITH ENROLLMENT REQUIREMENTS
FOR A HOME EDUCATION PROGRAM

This is to provide verification to the Department of Highway Safety and Motor Vehicles that the following student, who received Notice of Intent to Suspend/Withhold Eligibility for Licensure due to nonattendance, has been enrolled in a home based education program 30 consecutive days. 

Student’s Full Legal Name:  __________________________________________________________ 
(First, Middle, Last) 

Mailing Address: ____________________________________________________________________ 

Driver License/Control Number: _______________________________Gender: ____Male ____Female 

Date of Birth: _______/______/______ Social Security Number: ______________________________ 

District Name:  Polk 



 District Number:  53 

School Name: ___________________________ School/Institution Number: _____________________ 

Date Compliance Occurred: _______/_______/_______ 

Authorized Signature of School Official: __________________________________________________ 




       (Signature must be notarized or school seal affixed) 

Title: ____________________________________________________________________________ 

Typed or Printed Name of Person Signing Form: __________________________________________ 







_______________________________________






Notary Public  










State of Florida at Large _______________________  

__________________________________  
My commission expires: _____/_____/_____ 

   School Seal (Please shade before faxing.) 
Original signatures required.

____________________________________________________________________

For additional information contact:

Name: ______________________________________ Telephone: _____________________
For compliance with school enrollment requirements, mail or fax this completed form to: DHSMV, Bureau of Driver Improvement, 2900 Apalachee Parkway, MS #85, Tallahassee, Florida 32399​0570, ATTENTION: Donald Klein. The fax number is (850) 617-5158. If the Order of Suspension was also issued, this form can be presented to the local driver licenses office for reinstatement of driving privilege. A $35 reinstatement fee is required for a suspended license.

HSMV 72871 (10/03)

REQUEST FOR STUDENT HARDSHIP WAIVER HEARING

FOR REINSTATMENT OF DRIVING PRIVELEGE

A licensed student or the parent of a licensed student has 15 calendar days after date of receipt of the “Notice of Intent to Suspend” letter to request a hardship waiver hearing by the principal or his designee. This form is designed to track the hardship hearing process. (School personnel must immediately record the request for waiver on Genesis as outlined in “Driver License Compliance – Genesis Review and Edit Procedures” as the waiver request must be sent to the DHSMV within 24 hours.)

Student's Full Legal Name: ____________________________________________________________




(First Middle Last)

Mailing Address:  ____________________________________________________________________

Driver License/Control Number: _________________________ Gender:  Male _____ Female ______

Date of Birth: _____/_____/_____

 Social Security Number: ______-______-______

District Name:  Polk



 District Number:  53

School Name: _______________________________ School/Institution Number: _________________

Date Hardship Waiver Requested: ____/____/____ Date of Hardship Waiver Hearing: ____/____/____

The Hardship Waiver Request Must Be Entered In Genesis Immediately.

Outcome of Hearing: 
Waiver Granted_______
Waiver Denied ______

Waiver Expiration Date: _____/_____/_____

COMMENTS: _______________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________

___________________________________________________________________________________
________________________________________
  ________________________    

____________

Principal / Designee Signature

                    Phone 


        Date

The Hearing Outcome Must Be Entered In Genesis Immediately.

Approval of a hardship waiver provides the student with an opportunity to maintain his/her driving privilege during the period of time it takes the student to comply with the attendance requirements of Section 322.091 (1).


Drivers License Compliance – Genesis Review and Edit Procedures
To Review Drivers License Data:
· Go to the Attendance Icon

· By-Period Attendance Tab

· Edit Drivers License Data (by Student)
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· Click on “More Than One Student”

· Enter a range of dates for a selected category such as “Extraction Date”.  You may select a sort for your report on the right.  

· Click "Start" and the report for your school will display.  If a range of dates is not entered, Genesis will pull up all drivers’ license data for the entire school year.
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Review your school’s drivers' license extraction list each month for accuracy prior to transmission to DHSMV.  Any student who was extracted in error must be deleted from the extract file prior to transmission and the incorrect data on Genesis must be corrected to avoid future extraction.

Please note:  For any student who should have been reported but whose name was not on the extract file, please check the student’s data on Genesis.  Correct the attendance record or enter a withdrawal code correction in order to have the student’s record extracted on a future drivers’ license extract.  If you find that the student’s data is already correct and the student record did not extract, please contact Ginnie Allen, Information Services, 519-7601 or 51305 for review.

Examples of incorrect data and the correction method:

· Incorrect withdrawal code. Request a correction by submitting a Student Information Genesis Correction form; located in Outlook/Tools/Forms/Choose Form/Student Information Genesis Corrections Request. 
· Excused absences recorded as unexcused
1. Schools using grade books - correct on Pinnacle
2. Schools not using grade books – correct on Genesis
To Delete a Student Record PRIOR to Transmission:
· Click on “One Student” 

· Enter the student ID number

· Genesis will automatically display the next screen (Edit A Student)

· Click Delete at the bottom.  The student record will be deleted from the current extract file and the student record will not be reported on this transmission.
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Please note: A student’s record must not be deleted after transmission.  A transmitted record must remain on Genesis in order to enter the code 5, a compliance date, a waiver date, etc. and to run future driver license compliance reports for your school.

To Edit Drivers License Data after Transmission:
· Go to the Attendance Icon

· By-Period Attendance Tab

· Edit Drivers License Data (by Student)

· Click on “One Student”

· Enter ID# and press enter

· Genesis will display the student's record

· Type the appropriate processing code and/or date

· Click SAVE 
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Genesis Driver's License Compliance Procedures 
School Procedures After Transmission to the DHSMV

Unlicensed Students
If a student's name should not have been reported: 
· Prepare a Driver License Status Letter and FAX to the DHSMV.  
· Give a copy of the Driver License Status Letter to the parent/student.

· Correct the Genesis data that resulted in the student being reported in error by using Outlook/Tools/Forms/ Student Information Genesis Correction Request.

If a student's name should have been reported:
· Counsel the student on their attendance record, compliance requirements, and the date driving privilege/eligibility will be suspended (45 calendar days from the date of the "Notice of Intent to Suspend" letter).

· Place a compliance date on Genesis when the student has satisfied the attendance requirements and the student has requested a compliance form.  A Process Code change is not made when entering a compliance date.

· Prepare a compliance form.

· Give the compliance form to the parent/student for them to mail or FAX to the DHSMV.

Licensed Students 

If a student's name was reported in error:
· Within the first 20 days from the date of the "Notice of Intent to Suspend" letter, enter Process Code 5 (Cancel Intent to Suspend) on Genesis for transmission to the DHSMV.

· After 20 days from the date of the "Notice of Intent to Suspend" letter, prepare a Driver License Status Letter and FAX to the DHSMV, (if the current date is after the date of the "Order of Suspension" letter, Process Code 5 will not be accepted by the DHSMV).

· Correct the Genesis data that resulted in the student being reported in error using Outlook/Tools/Forms/ Student Information Genesis Correction Request
If a student's name should have been reported:
· Counsel the student on their attendance record, compliance requirements, and the date driving privilege/eligibility will be suspended (45 calendar days from the date of the "Notice of Intent to Suspend" letter).

· Enter a compliance date on Genesis when the student has satisfied the attendance requirements and requested a compliance form.  A Process Code change is not made when entering a compliance date.

· Prepare a compliance form.

· FAX the compliance form to the DHSMV.
· If the student’s driving privilege has been suspended, the student must take the compliance form to the local driver’s license bureau and pay a fee of $35.00 to reinstate the license.
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	STATE OF FLORIDA

DEPARTMENT OF

HIGHWAY SAFETY AND MOTOR VEHICLES

TALLAHASSEE, FLORIDA 32399-0500

	FRED O. DICKINSON
March 14, 2005
00050

Executive Director

	NOTICE OF INTENT TO SUSPEND/WITHHOLD ELIGIBILITY FOR LICENSURE

	

	
TO THE PARENTS OF


MR.


ORLANDO, FL 32808


	MR. FERGUSON:
	DISTRICT NO:  48

SCHOOL NO:  0053

	Driver License Control Number F6

	

	Date of Birth:


A Florida public school district notified the Department of Highway Safety and Motor Vehicles (DHSMV) that you are not in compliance with school attendance requirements.  You were reported for one of the following reasons:  1) fifteen (15) unexcused absences in ninety (90) calendar days; 2) did not enter school or 3) were withdrawn with a withdrawal code that is calculated in the dropout rate.  If notification to DHSMV was incorrect, contact the attendance office at the public school for a status letter to indicate you should not have been reported to DHSMV.

If you are not in compliance with school attendance requirements and have a learner’s permit or are a licensed driver, the department will suspend your driving privilege unless you comply with one of the options listed below.  If you are not in compliance with school attendance requirements and unlicensed, the department will withhold eligibility for licensure until you comply with one of the options listed below or reach age 18.

(A) Enroll in a public school or nonpublic school and attend 30 consecutive school days with no unexcused absences;

(B) Enroll in a home education program for 30 consecutive days;

(C) Receive a high school diploma, high school equivalency diploma, special diploma, or a certificate of high school completion;

(D) Enroll in a study course in preparation for the General Education Development (GED) Test and attend six consecutive weeks with no unexcused absences;

(E) Enroll in other educational activities approved by a district school board and attend six consecutive weeks with no unexcused absences;

(F) Have been issued a certificate of exemption by the school superintendent according to s. 1003.21 (3), F.S.; or

(G) Receive a hardship waiver under this section (unlicensed minors are not eligible for a hardship waiver). If you apply for a hardship waiver, a hearing must be requested within 15 calendar days from receipt of this notice. Contact the school attendance office or principal. Your driving privilege will not be suspended if the department receives notification from the school district that you requested a hardship waiver hearing.  If the hardship waiver is approved, your driving privilege will not be affected.  If the hardship waiver is denied, your driving privilege will be suspended.

After enrollment in public school, nonpublic school, GED preparation program or other educational activities approved by a district school board and satisfying the attendance requirements, you must request a reinstatement form (HSMV 72870) from the school’s attendance office and submit it to DHSMV. For students who received a status letter, diploma or a certificate of high school completion, submit a copy to DHSMV.  For students enrolled in home education for 30 days, contact the department at 850-488-3288.  The address to be used for submitting a reinstatement form, diploma or status letter to the department is: DHSMV, Bureau of Driver Improvement, 2900 Apalachee Parkway, MS #87, Tallahassee, Florida 32399-0570.

If you have a learner’s permit or are licensed, an Order of Suspension will be issued 20 days from the date of this notice for not meeting compulsory school attendance requirements.  The effective date of the suspension will be delayed another 20 calendar days from the date of the Order of Suspension. After the Order is received, a reinstatement form or diploma can be presented to the local driver licenses office.  Should you have questions, contact the Bureau of Driver Improvement at (850) 488-3288.

Sincerely,


T. N. PRAKASH, Chief

cc: Parent/Guardian
Bureau of Driver Improvement

HSMV F72106 PRE1 DSP471 (Rev. 03/2004)
Division of Driver Licenses

DIVISIONS/FLORIDA HIGHWAY PATROL – DRIVER LICENSES – MOTOR VEHICLES – ADMINISTRATIVE SERVICES

2900 Apalachee Parkway Neil Kirkman Building Tallahassee, Florida 32399-0500

http://www.hsmv.state.fl.us
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Attendance is recorded   at the school.  

A monthly   list of students between the ages of 14 and 18 who have been  withdrawn with a dropout code  or who have had 15 unexcused day s in the last  90 calendar days   will be extracted from Genesis .  

  School personnel review and edit the list of students.  

  The list is transmitted to the Department of Education  and then forwarded to the Department of Highway  Safety and Motor Vehicles (DHSM V).  

DHSMV sends a "Notice of Intent   to Suspend" letter to the student and parent.  

The student/parent notifies the school of receipt of the “Intent to  Suspend/Withhold Driving Privilege” letter from the DHSMV.     

If the   student was reported in error,  scho ol personnel issue a Status Letter.  If  the student i s   reported correctly ,   the Driver License Compliance/Reinstatement  Form   is issued when the student is in compliance with attendance requirements.  



WAIVER AND APPEAL PROCEDURES





SCHOOL RESOURCES





Driver License Compliance / Reinstatement Form (HSMV 72870)





Driver License Compliance Form – Home Education (HSMV 72871)





Driver License Status Letter (Sample)





Driver License Hardship Waiver Form
































Part I















































Part II









































Part III








Waiver Appeal


Any student who is denied a waiver may appeal the decision to the School Board of Polk County. 





Does the student wish to appeal the waiver denial? ____Student Services notification date: ______





Date of Appeal ___________     Waiver Granted ____________     Waiver Denied _________





The appeal outcome must be entered in Genesis immediately. An appeal that has been granted requires written notification to the DHSMV on School Board letterhead and must be signed by a School Board official. 





SAMPLE





Driver License Compliance Flow Chart
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Attendance is recorded



at the school.







A monthly list of students between the ages of 14 and 18 who have been withdrawn with a dropout code or who have had 15 unexcused days in the last 90 calendar days will be extracted from Genesis.











School personnel review and edit the list of students.











The list is transmitted to the Department of Education and then forwarded to the Department of Highway Safety and Motor Vehicles (DHSMV).







DHSMV sends a "Notice of Intent



to Suspend" letter to the student and parent.







The student/parent notifies the school of receipt of the “Intent to Suspend/Withhold Driving Privilege” letter from the DHSMV. 











If the student was reported in error, school personnel issue a Status Letter.  If the student is reported correctly, the Driver License Compliance/Reinstatement Form is issued when the student is in compliance with attendance requirements.












