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1. Purpose

Willis College is committed to taking all reasonable steps to ensure that students have the opportunity
to successfully complete their programs. The College has a commitment to ensure that all students are
treated fairly and equitably within this general framework. Students who are found in violation of the
College policies may be subject to penalties, up to and including withdrawal from study.

Verbal warnings and written warnings may precede student withdrawals. If it is deemed that the
integrity of Willis College or the well-being of others is in danger, then withdrawal may be applied at the
College’s discretion at any point in the process.

In conjunction with this policy, Willis College will ensure that students receive and are aware of its code
of conduct, its academic policy, and its attendance policy. Withdrawal from Willis College may have
significant financial implications with any third-party funding agency. Any applicable third-party funding
agency may be consulted in the process of withdrawal.

2. Scope
e Applies to: Students.
e Appliesin: All locations.
e Includes: Academic Standing, Attendance, Conduct, and Financial Obligations.
e Excludes: N/A.
3. Definitions

e Academic Dishonesty: Any word, action, or deed performed alone or with others for the direct
or indirect intention of providing an unfair advantage or benefit to self or other student(s).

e Attendance: Achieving the required presence in class as stated in College policy.
e Withdrawal: The formal termination of a student's enrollment in a program.

e Restitution: Financial compensation required for the damage, misuse, or theft of College
property.

4. Policy Statement

The following sections outline the conditions under which a student may be withdrawn with cause:



Academic Dishonesty: Students may be subject to withdrawal at the discretion of Willis College
for academic dishonesty. This includes cheating, plagiarism, unapproved collaboration,
alteration of records, bribery, lying, and misrepresentations.

Outstanding Fees: Students who fail to remit outstanding fees in accordance with their signed
payment schedule may be withdrawn.

Significant Omissions or Errors in Admissions Documentation: Students who knowingly or in
error misrepresent their applications are subject to immediate withdrawal.

Academic Failure: Students who fail to achieve the required academic standing in their studies
may be withdrawn from the program.

Attendance: Students who do not achieve required attendance are subject to withdrawal.
Students absent for more than five consecutive days without contact, or ten consecutive days
regardless of cause, will be automatically withdrawn.

Harassment or Discrimination: In determining what constitutes harassment or discrimination,
Willis College refers to provincial human rights codes.

Misuse of College Property: Students who damage, misuse, steal, or otherwise use property in a
prohibited way may be withdrawn and required to make restitution.

Misuse of Equipment: Students who are found to be pirating, selling, or distributing by any
means of any copyrighted software, or using inappropriate Internet resources, or having
inappropriate access to, or intrusion into, restricted or administrative areas and cabinets,
instructor desks, filing cabinets, personal belongings, storage cabinets, and storage rooms, may
be withdrawn or placed on probation.

Endangerment of Staff or Students: Students who by action or neglect endanger the safety of
themselves or others may be withdrawn. This includes disruptive behaviour or being under the
influence of drugs or alcohol.

5. Procedures

Notification: Students subject to withdrawal for any reason will be notified in writing, including
the basis for withdrawal and the effective date.

Appeals: Withdrawn students may appeal the decision within three days of notification by
following the College's withdrawal appeal procedure.

Return of Property: A student who is withdrawn is responsible for the return of any College
property assigned to them within 3 days.

6. Compliance and Enforcement

Tuition Fees: The effective date of withdrawal will be the basis of settlement for the student’s
tuition, in accordance with the signed student contract and third-party funder agreements.

Textbook Fees: All books received by the student must be paid for in full at the time of
purchase.



¢ Intermediate Steps: Prior to withdrawal, depending on the severity and nature of the situation,
Willis College may take intermediate steps, including verbal and written warnings.

7. Training and Awareness
e Required training: Policy reviewed during orientation.
e Target audience: Students.

e Documentation: The policy is outlined in the Willis College Student Handbook provided as part
of the Enrollment Contract.

8. Related Documents

e Policies: All Policies in the Student Handbook - Professional Behaviour, Respect for Others,
Personal Integrity.

e Procedures/standards: Academic Policy, Attendance Policy.

e Forms/templates: Enrollment Contract.



