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Access Hub Instructions for Student Graduation or Withdrawal 			

Graduations and withdrawals must be recorded by the school and the entire audit file uploaded via the Access Hub Enrollment listing within the required time frame established by 21 NCAC 14T.0501. 

The items listed below are to be uploaded when reporting student graduations or withdrawals in the Access Hub via the Enrollment listing. Upload the student audit file on the Enrollment listing (next to the student’s name) before saving the graduation or withdrawal. No changes or additional documents can be uploaded after saving the graduation or withdrawal. The school will be contacted regarding incomplete or incorrect submissions. 

The audit file for graduations and withdrawals must contain the following documents:
· Completed Board Form
· Detailed time records for in-school hours from enrollment date through last day of attendance with daily, weekly, and grand total hours.
· Detailed time records for online hours from enrollment date through last day of attendance with daily, weekly, and grand total hours. 
· All Board required evaluations
· Documentation of field trip hours
· Documentation of internship hours
· Documentation of accepted hours from another school, including entrance exam

Additional documents may be requested at any time. 

A demonstration video on the graduation and withdrawal recording process is available on the Board’s website under Schools. 
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