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1. Purpose

Willis College is committed to providing a transparent, fair, and legally compliant structure for the
assessment and issuance of fee refunds. This policy outlines the conditions under which tuition, material
fees, and administrative fees are refunded or retained when a student's enrollment status changes or
when institutional adjustments occur.

2. Scope

This policy applies to all students, including domestic and international students, registered in full-time
or part-time vocational programs of instruction provided by Willis College.

3. Definitions

e Ceases to be Enrolled: A student is deemed to have ceased enrollment on the earliest of the
following dates:

o The date the College receives the student's written notice of withdrawal.
o The date the College cancels the student's enroliment or expels the student.

o The date the student exceeds the number of allowed absences under the attendance
policy.

o The date the student graduates.

e Materials Fee: Fees charged for educational supplies, books, virtual environments, or digital
assets.

e eBooks/Digital Materials: Digital versions of texts or books where delivery is defined as
completed once the unique, non-transferable access code is delivered to the student.

4. Policy Statement
Institutional Responsibilities and Refunds
Willis College will refund all money received or realized in respect of a student's enrollment if:
e The registration of the institution to operate is cancelled.
e The institution ceases to provide instruction in the program while the student is still enrolled.

e The institution expels the student without cause.



e A program of instruction is provided before the institution is registered (all fees paid must be
refunded).

Refunds Regarding Actions of Students

Subject to statutory rights (such as Section 16 of the Act), refunds for students who cease to be enrolled
are determined as follows:

e Before the Program Start Date: A full refund of all money received, except for specified non-
refundable fees (e.g., registration fees or international student administration fees).

e After the Program Start Date: Tuition refunds are calculated based on the percentage of the
program completed at the time the student ceases to be enrolled, according to the table below:

Percentage of Paid Percentage of Program Completed at Refund Eligibility Period
Tuition Fees Refunded Time Student Ceases to be Enrolled (Dates)

75% of paid tuition fees Up to 20% Calculated based on
refunded approved program dates

50% of paid tuition fees 21% to 50% Calculated based on
refunded approved program dates

Calculated based on

No tuition fees refunded 51% or more
approved program dates

Non-Refundable Fees

Except as provided under statutory cooling-off periods (Section 16 of the Act), students are not entitled
to a refund of:

e Aregistration fee.
e Aninternational student administration fee specified in the student contract.
5. Procedures
Determining Program Completion Percentage
1. Each assignment, hour, or class in a program of instruction is considered of equal value.

2. Astudent is deemed to have attended every regularly scheduled hour of instruction (or
submitted each regularly scheduled assignment for correspondence/distance programs) up until
the day immediately before the date they cease to be enrolled.



Refund of Materials Fees

Physical Materials: Materials fees will be refunded if the student returns the materials within 10
days after ceasing enrollment, provided they are in substantially the same condition as when
received.

Exclusions: No refund is available for personal use items or items removed from their packaging.

Digital Materials/eBooks: Digital books are eligible for a refund only if the code used to access

the contents has not been used. Once the College delivers the book code to the student, the

eBook is defined as delivered and opened since book codes are non-transferable.

Digital Materials and Opt-Out Provision

Booklists including eBooks, textbooks, virtual lab environments, and embedded PDFs are current
as of the policy date; however, availability and edition updates may occur without notice.

Should a student choose to opt-out of receiving these digital materials directly from the College,
the College is not responsible for amounts the student paid directly to third-party publishers or
bookstores. The student remains entirely responsible for acquiring the correct editions prior to
the start of classes. Students receiving materials directly from the College are guaranteed the
current required editions.

Cancellation of Enrolment for International Students

If the College receives written notice that a prospective international student is unable to obtain entry
into Canada, the College will:

1. Cancel the student's enrollment within five days of receiving the notice (if already enrolled) or

2.

refrain from enrolling them.

Refund any and all money received from or on behalf of the student.

6. Compliance and Payment Enforcement

Direct Payment: All eligible refunds will be paid directly to the student.

Third-Party and Government Funding: If the College received payment of the student's fees via
a government program, agency, or third-party person, the refund will be paid on the student's
behalf directly to that government, agency, or person.

Timeline: The College will issue all due refund payments within 30 days after the refund
becomes payable.

7. Related Documents

Policies: Student Attendance Policy, Student Expulsion Policy.
Documents: Student Contract, Approved Program Start and End Date Schedules.

Forms: Written Notice of Withdrawal Form, Materials Return Receipt.



