ACCREDITING COMMISSION FOR
] COMMUNITY AND JUNIOR COLLEGES

WESTERN ASSOCIATION OF SCHOOLS AND COLLEGES

Policy on Refund of Student Charges J,ﬁ,gofégg

Background

National attention has for some time focused on the matter of fair and equitable refund of
student charges and fees. Since 1976, federal law has required that all institutions receiving
federal student-aid funds have equitable refund policies. This policy summarizes elements of
fair and equitable refund of tuition, room, board and other charges for students who withdraw
from their studies or otherwise discontinue their use of an institution’s services before the end of
an academic term. It offers a balanced approach to issues related to refunds, including the
financial commitments incurred by the institution and the responsibility to treat both withdrawing
and continuing students fairly. Overall, it requires institutions to ensure that their students’ rights
to fair and equitable treatment are fully recognized.

Policy

Institutions shall publish a current schedule of all student charges including a statement of the
purpose for such charges and a list of optional or non-refundable charges and deposits.
Institutions shall also develop, make public, and adhere to policies and procedures for the fair
and equitable refund of all charges made to students except those that are clearly identified as
“non-refundable.”

Policy Elements

The institution’s refund policy should be consistent with the National Association of College and
University Business Officers (NACUBO) guidelines, accepted by the United States Department
of Education to meet the 1976 federal law requirements, and include:

Adoption by the governing board and wide dissemination.

e A clear distinction between those charges and deposits that are refundable and those
that are not.

e A reasonable sliding scale of refund amounts or percentages of fees, deposits, and
charges that is tied to specific dates within the academic term. A notification that
withdrawal and requests for refunds must be made in writing and addressed to
designated college officials.

e An appeal process for students who feel that individual circumstances warrant
exceptions from published policy which includes the name, title, and address of the
official responsible.

¢ A timely schedule of repayment or credit of refunds which considers the time required to
process a formal student request for refund, to process a check if required, and to allow
for mail delivery when necessary.
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