Council on Occupational Education
REFUND POLICY WORKSHEET
Generic Version – 2023 Edition

This form is to be completed by Visiting Teams during accreditation visits.
The following items are published in the Policies and Rules of the Commission: 2026 Edition. If any item is checked ‘NO’, also check ‘NO’ on the Standard 7 check sheet, criterion 24.
YES       NO    N/A
	1.	Refunds for Classes Canceled by the Institution
	a.	If tuition and fees are collected in advance of the start date of a program and the institution cancels the class, the institution refunds 100% of the tuition and fees collected.
	
	
	

		b.	The institution makes these refunds within 45 days of the planned start date.
	
	
	

	2.	Refunds for Students Who Withdraw On or Before the First Day of Class
	a.	If tuition and fees are collected in advance of the start date of classes and the student does not begin classes or withdraws on the first day of classes, the institution retains no more than $100 of the tuition and fees.
	
	
	

		b.	Appropriate refunds for a student who does not begin classes are made within 45 days of the class start date.
	
	
	

	3.	Refunds for Students Enrolled Prior to Visiting the Institution
	Students who have not visited the school facility prior to enrollment have the opportunity to withdraw without penalty within three days following either attendance at a regularly scheduled orientation or following a tour of the facilities and inspection of the equipment.
	
	
	

	4.	Refunds for Students Enrolled in Professional Development, Continuing Education, or Limited Contract Instruction
	Institutions engaging in programs which are short-term must have a written policy or contract statement regarding whether or not fees and instructional charges are refundable.
	
	
	

	5.	Refunds for Withdrawal After Class Commences
	(a)	Public Institutions
		The refund policy for students attending public institutions is consistent with the policy established by the institution’s governing board.
	
	
	

		(b)	Non-Public Institutions
		(1) 	Refund Policy for Programs Obligating Students for Periods of 12 Months or 
			Less
			The refund policy for students attending non-public institutions who incur a financial obligation for a period of 12 months or less is as follows:
			(i)	During the first 10% of the period of financial obligation, the institution refunds at least 90% of the tuition;
	
	
	

			(ii)	After the first 10% of the period of financial obligation and until the end of the first 25% of the period of obligation, the institution refunds at least 50% of the tuition;
	
	
	

			(iii)	After the first 25% of the period of financial obligation and until the end of the first 50% of the period of obligation, the institution refunds at least 25% of the tuition; and,
	
	
	

			(iv)	After the first 50% of the period of financial obligation, the institution may retain all of the tuition.
	
	
	

			(2)	Refund Policy for Programs Obligating Students for Periods Beyond Twelve Months
		(i)	Institutions with programs longer than 12 months that financially obligate the student for any period of time beyond 12 months release the student of the obligation to pay beyond the 12 months if the student withdraws during the first 12 months. 
	
	
	

				(ii)	The calculation of the refund for the unused portion of the first 12 months is based on section (b)(1) Non-Public Institutions above.
	
	
	

			(iii)	If the student withdraws during any subsequent period following the first 12 months, the student’s refund for the unused portion of the tuition applicable to the period of withdrawal is based on section (b)(1) Non-Public Institutions above.
	
	
	

	If the institution deviates from the requirements of this policy as stated above, it has documentation that these deviations are (1) mandated by a non-public institution’s licensing agency or a public institution’s governing board; and (2) approved by the Commission.
	
	
	



