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School Clothing Allowance Program
Absentee Shawnee Tribe Administrative Guidelines
EFFECTIVE DATE: January 1, 2010
(REVISED: November 30, 2009 by Resolution E-AS-2009-99)

CONTAINED HEREIN ARE THE ADMINISTRATIVE GUIDELINES UTILIZED IN ADMINISTERING THE ABSENTEE SHAWNEE SCHOOL CLOTHING ALLOWANCE PROGRAM FOR ENROLLED TRIBAL CHILDREN FROM KINDERGARTEN THROUGH l2th GRADE. THIS CLOTHING ALLOWANCE PROGRAM IS DESIGNED TO PROVIDE CLOTHING ASSISTANCE TO ELIGIBLE TRIBAL MEMBERS IN THE FOLLOWING AMOUNTS:  $2OO.OO FOR KINDERGARTEN THROUGH l2th GRADE

Program Dates: January 1st – December 15th   Completed applications postmarked or received by the 15th or each month, excluding June, July, and August will be loaded by the 1st day of the following month.  Completed application post-marked or received by December 15th will be loaded before the year end.
Due to high volume during the months of June and August, completed applications post-marked or received by will be loaded as follows.
June 15th will be loaded by August 1st
July 15th will be loaded by September 1st
August 15th will be loaded by September 15th
Should you have any additional questions, please contact the School Clothing Program at (405) 275-4030 ext. 6311 or 6225 or Direct Line: (405) 878-4723.
WHO IS ELIGIBLE?
Enrolled Tribal Members who are attending a Certified School (Kindergarten thru 12th Grade) are eligible to make an application for assistance.


KINDERGARTEN THRU 12TH GRADE CHILDREN:
Enrolled tribal members who are attending a Certified School are eligible to make an application for assistance.  The application must be either stamped or a school seal applied and signed by a school official.  All students must be currently enrolled in a public or tribal program (K through 12th Grade).  Home Schooled children ages 5 – 18 years of age and participating in an accredited curriculum are eligible.  Applications for home schooled children must be verified by a copy of the accredited curriculum and the signature of the person providing the education.  Tribal members 18 years of age and under who are attending a Certified Special Needs School, such as, but not limited to, school for the deaf, blind or disabled are also eligible.
SPECIAL NEED CHILDREN:  Tribal Members who are twenty-three (23) years old and under, and who are attending a Certified Special Needs School, such as but not limited to, school for the deaf, blind, or disabled are eligible to make an application for clothing assistance.  The application must be either a stamped or a school seal applied and signed by a school official or a copy of the license must be attached to the application.
Guidelines:  
1. All students must be currently enrolled in the public or tribal program (K through 12th Grade). Home Schooled children ages 5 – 18 years of age and participating in an accredited curriculum are eligible.  Applications for home schooled children must be verified by a copy of the accredited curriculum and the signature of the person providing the education.  Tribal members 18 years of age and under who are attending a Certified Special Needs School, such as, but not limited to, school for the deaf, blind or disabled and also eligible.
2. Applications for the school year will be available January through December.  These applications can be obtained at the Social Service Office or on the Tribe’s Website: www.astribe.com.  
3. A School Clothing Allowance Program application (attached hereto) must be properly completed, signed and submitted to the Social Service Office by the parent/guardian of the enrolled Tribal Member.
4. The application must first be completed by the parent/guardian.  The application must be taken to the school the child is attending to obtain a valid signature of a school official.  Authorized signatures that are acceptable are:  SCHOOL COUNSELOR, PRINCIPAL, and OR SCHOOL SECRETARY.  The school official’s signature must also include their job title and MUST HAVE A STAMP OR SEAL.  Applications that are turned in without a stamp or seal and a copy of their CDIB card will be put in pending status until all requirements are met.
5. It is the responsibility of the parent/guardian of the applicant to present the copy of updated CDIB card when submitting the clothing application.
6. Adults with custody of AST children will need most current court documents.  DHS approval letters of verification showing you have custody or guardianship.
7. Once the application is approved, you will be issued a Visa Card in the amount of that has been approved for the Tribal Member.  The receipts are to be turned in as soon as possible in order for the Tribal Member to be eligible for the following year, if applicable.
8. The Visa Card is to be used only to purchase clothing and shoes, and/or uniforms ONLY.  Absolutely  at any merchant that accepts Visa.
9. There will not be cash refunds on any item purchased.  The funds must be placed back on the card.
10. A fee for a replacement card will be five dollars ($5.00) and this will be deducted from your clothing allowance on the first replacement.  Any replacements after the first one will be charge of ten dollars ($10.00) by Money Order or Cashier Check.  The Visa card is good for (5) years.  It is your responsibility to keep it in a safe place to be reloaded the following year.
11. If misuse of credit card is reported to the Tribe from banking institute first offense will result in deduction from the following year’s clothing allowance.  Thereafter misuse reported from banking institute will result in becoming ineligible for the following year.
12. The Visa card is good for five (5) years.
13. Students in 12th grade will only receive one (1) clothing allowance during their Senior year. Student graduating 12th grade will have until May 31st of the graduating year to use the clothing amount before it is cancelled.  Any amount on card will be returned to the Clothing Program.

IF YOUR ARE RECEIVING A NEW VISA CARD PLEASE CONTACT THE SCHOOL CLOTHING PROGRAM AT (405) 275-4030, EXT. 6225 OR EXT. 6311 OR TOLL FREE 1-800-256-3341.  THIS HAS TO BE DONE FOR THE CARD TO BE ACTIVATED.
Receipt/VISA Guidelines:
1. The school clothing allowance is to be used to purchase school clothing, shoes, and/or uniforms ONLY.  Absolutely, NO school supplies allowed.
2. NO online shopping.  Shopping online will automatically lock the card.
3. If school clothing allowance VISA cards lock up due to buying non-school clothing items, the Social Services Department will not unlock the VISA card for (5) business days due to violation of these Guidelines.
4. If misuse of the school clothing allowance is reported to the Tribe, the Social Service Department will do a full investigation of the offense.
5. Legibly print the head of household name, student’s name and CDIB number on each receipt.
6. It is the parent/guardians’ responsibility to make copies of receipts for their records.
7. A $5.00 fee will be charged to replace a lost damaged VISA card.
8. Please keep track of your students balance by the receipts you receive after purchases or go to the Tribe’s website: www.astribe.com and click services, social service, and then visa on the link which will enable you to check your balance.  All receipts must be turned in as soon as possible in order to the Tribal member to be eligible for the next school year, if applicable.
TO MAKE A PURCHASE: 		

1. Swipe the card
2. Select CREDIT
3. Sign for your purchase
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