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1. Purpose

Willis College maintains this tuition refund policy to ensure that all regulatory requirements for the
reimbursement of student fees are met consistently and fairly. The college is committed to transparent
financial practices regarding the return of tuition for instruction and other associated costs.

2. Scope

e Applies to: All enrolled students and third-party sponsors.

e Applies in: Nova Scotia campus locations.

e Includes: Tuition for instruction and program materials.

e Excludes: Student application fees and student registration fees, which are non-refundable.
3. Definitions

e Tuition: Includes payment for instruction and any other costs not otherwise excluded by
regulation.

e End of Enrolment: The date used to determine the percentage of the program delivered for
refund calculations.

e Program Material: Any physical or digital resources provided to the student for their program of
study.

4. Policy Statement
Willis College adheres to the following conditions regarding tuition refunds:
General Conditions:
e Student registration fees credited to tuition must be deducted from any refund.
e The college may deduct non-recoverable fees already paid on behalf of the student.

e The cost of program materials may be deducted unless the student returns them unopened/as
issued within five business days of their end of enrolment.

e Refunds for students whose end of enrolment occurs before the program begins will include all
tuition paid.



Refund Calculation Tables: For enrolment ending after a program begins, refunds are calculated based
on the percentage of hours delivered:

Program Length Percentage of Hours Delivered Refund Amount (minus registration fee)

Under 12 Weeks 0-50% Any tuition paid for the 2nd half of the program
>50% — 100% None

12 Weeks or Longer 0 — 25% Any tuition paid for the 2nd, 3rd, or 4th quarters
>25% — 50% Any tuition paid for the 3rd or 4th quarters
>50% — 75% Any tuition paid for the 4th quarter
>75% None

5. Procedures
¢ Related procedure document(s): N/A
e High-level steps:
1. Calculation: The total tuition is divided by the approved program hours.

2. Hour Counting: Hours are counted based on the attendance register as delivered, not
the hours the student actually attended.

3. Inclusions: Hours delivered include theoretical, practical, and experiential instruction, as
well as allotted lab or on-the-job training time.

4. Rounding: Any rounding of delivered hours must favor the student or third-party
sponsor.

5. Payment: Refunds must be paid within 30 days of the end of enrolment, accompanied
by a copy of the calculation.

6. Compliance and Enforcement
e The college may, at its discretion, provide a refund higher than the regulated minimum.

e Any disagreement between the college and the student regarding the refund calculation must
be referred to the Director for a final decision.

7. Training and Awareness
e Required training: Policy reviewed during orientation.
e Target audience: Students and Financial Administrators.
e Documentation: Outlined in the Willis College Student Handbook.

8. Related Documents



e Policies: Student Handbook.
e Procedures/standards: N/A.

¢ Forms/templates: Enrollment Contract.



