
 Withdrawal Form – Parent Guide 
 
1. Log into your parent portal account at flvs.focusschoolsoftware.com. Please ensure 

you are logged in as the parent, not the student. The form will only be available on the 
parent portal account. The parent’s name will appear in the top right corner if logged in 
correctly.  
 

2. From the home page click the drop-down next to the Forms menu on the left side of 
your screen to see all forms available to you.  

 
3. Click on the form titled, “FLVS: Enrollment – Withdrawal Request” to open the form.  

 
4. Complete all required fields on the first page of the form. Required fields appear in red. 

Please note: Only the requests from the student’s legal guardian or custodial parent(s) 
will be approved for WD. Some fields will autofill based on the selection and cannot be 
edited. Next school information is required. If you are unsure, please answer to the best 
of your ability at the time the form is completed.  

 

http://flvs.focusschoolsoftware.com/
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5. If the requestor would like to add additional information for the reviewer, they may scroll 
to the bottom of the form and add a comment or upload additional documents for the 
reviewer to see.  
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6. The requestor can save the form as a draft, submit the form, start a new draft, and/or 

print a copy of the request. Please be sure to choose “submit request” once all 
required fields have been completed.  

 
7. The requestor will see the following confirmation message once the form has been 

submitted.  

 
8. Submitting the form does NOT withdraw the student. The form must be approved 

and processed by the required FVHS staff members before an official WD will occur. 
The requestor may check their submitted requests’ status at any time by following steps 
1-3 above and then clicking the “History” tab. All submitted forms will appear there.  

 
9. Click the Drafts tab to access any saved but not submitted form.  
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10. Forms will either show as pending, approved, or denied. Hover over the approval status 

to see where the form is in the approval flow.  

 
 

11. Once the student has officially withdrawn you will receive a withdrawal letter by email as 
a record of the WD.  

 


