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1. Purpose

Willis College is committed to transparent financial practices in compliance with the Ontario Career
Colleges Act, 2005. This policy ensures that all fees are collected fairly and that students are protected
by a clear and timely refund process.

2. Scope
e Applies to: Students
e Appliesin: All locations
¢ Includes: Compulsory fees, optional fees, and refunds related to vocational programs.
e Excludes: Non-vocational programs or other services.
3. Definitions
e Compulsory Fee: Fees for a program published on the ServiceOntario website.
e Optional Fee: Fees for a program approved by the Superintendent of Career Colleges.

e Cooling Off Period: A two-day window after signing a contract during which a student can
cancel for a full refund.

e Student: Any individual enrolled in a program, course, or training offered by Willis College,
whether full-time, part-time, in-person, or online.

4. Policy Statement

Willis College adheres to the following regulations regarding the collection and reimbursement of
student funds:

Fee Collection Standards:
e All fees must be charged and collected in Canadian dollars.

e The college only collects compulsory fees published on the ServiceOntario website and
approved optional fees.

e Before a contract is signed, the college may only collect a maximum of 20% of total program
fees or $500 (whichever is less) for application processing or admission assessments.



e Students must be provided with receipts for all payments.
Sale of Goods and Services:

e The college may sell goods or services produced by students only if it is part of the program
completion.

e The college shall not profit from these sales and may only charge amounts to recover costs.
Refund Entitlements:

e Full Refunds: Students are entitled to a full refund if the college collects fees before
registration/approval, uses unqualified instructors (more than 10% of the program),
discontinues the program, or makes untrue statements to induce enrollment.

e Partial Refunds (Before Program): If a student withdraws or fails to meet admission
requirements before the program starts, the college retains 20% of fees or $500 (whichever is
less).

e Partial Refunds (After Program Starts): Refunds are calculated based on the portion of the
program delivered, with the college retaining the lesser of 20% of total fees or $500, plus the
cost of delivered instruction.

5. Procedures
¢ Related procedure document(s): N/A
e High-level steps:

1. Written Notice: Students must provide a written notice of cancellation or withdrawal to
the address on the contract.

2. Return of Goods: Students must return any received goods in their original state within
10 days of withdrawal to receive credit.

3. Timeline: Refunds must be issued within 30 days of written notice (or 45 days if the
contract is cancelled due to 14 days of non-attendance).

4. Payment: All refunds are issued in Canadian dollars.
6. Compliance and Enforcement

e  Willis College is prohibited from deducting money owed for non-vocational programs from a
vocational program refund.

e Failure to issue refunds within the 30-to-45-day window constitutes a violation of college policy.

e Students who do not request a full refund within a reasonable time of discovering a shortcoming
may lose their right to a claim.

7. Training and Awareness

¢ Required training: Policy reviewed during orientation.



e Target audience: Students and Admissions Staff.

o Documentation: Policy is outlined in the Willis College Student Handbook and Enrollment
Contract.

8. Related Documents
e Policies: Expulsion Policy, Sexual Violence Policy.
e Procedures/standards: N/A.

e Forms/templates: Enrollment Contract, Student Complaint Form.



