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ACAD 30: 

Program Withdrawal and Refund Policy
 

Effective Date: Friday, April 17, 2026 

1.0 PURPOSE 

The purpose of this policy is to establish clear procedures and timelines for students 

who wish to withdraw from a program and to outline the conditions under which tuition 

refunds may be granted. 

This policy supports student wellbeing by providing flexibility while ensuring fairness and 

consistency in the administration of program withdrawals and tuition refunds. 

2.0 SCOPE 

This policy applies to all students enrolled in: 

• undergraduate degree programs 

• diploma and certificate programs 

• micro-credential or continuing education programs where applicable 

The policy applies to programs delivered in any format, including: 

• in-person 

• online or hybrid 

• community-based delivery 

• land-based learning 

3.0 AUTHORITY 

This policy is approved by the Board of Directors upon recommendation of the Vice 
President Academic and Research (VPAR). 

The Registrar’s Office administers program withdrawals, and the Finance Office 

administers tuition refunds. 

4.0 GUIDING PRINCIPLES 
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Program withdrawal and refund processes at SKG are guided by the following 

principles: 

Student Wellbeing 

Students may experience circumstances that require flexibility in their academic plans. 

Transparency 

Withdrawal deadlines and refund schedules must be clearly communicated. 

Academic Integrity 

Program withdrawals should maintain the integrity of academic records. 

Fairness 

Refund policies must be applied consistently across programs. 

5.0 PROGRAM WITHDRAWAL 

Students may withdraw from a program during designated withdrawal periods without 

academic penalty. 

Students are responsible for formally submitting a program withdrawal request 
through the Registrar’s Office. 

Failure to withdraw formally may result in a final grade being assigned. 

6.0 WITHDRAWAL PERIODS 

Early Withdrawal Period (Add/Drop Period) 

Students may withdraw from a program within the add/drop period, typically within the 

first two weeks of the term. 

During this period: 

• the program will not appear on the student’s academic transcript 

• students may be eligible for a full or partial refund of tuition 

Withdrawal Without Academic Penalty 

Students may withdraw from a program after the add/drop period but before the 

published withdrawal deadline. 

During this period: 
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• the program will appear on the transcript with a W (Withdrawal) notation 

• the withdrawal does not affect the student’s GPA 

Late Withdrawal 

Withdrawals requested after the published withdrawal deadline are normally not 

permitted unless exceptional circumstances exist. 

Examples of exceptional circumstances may include: 

• serious illness 

• family emergency 

• compassionate grounds 

Late withdrawal requests must be submitted with supporting documentation and may 

require approval from academic leadership. 

7.0 REFUND OF TUITION FEES 

Tuition refunds are determined according to the following schedule. 

Withdrawal Timing Refund Eligibility 

Withdrawal during add/drop period Full tuition refund 

Withdrawal after add/drop but before withdrawal deadline Partial refund (if applicable) 

Withdrawal after withdrawal deadline No refund 

Additional administrative fees may apply. 

Refund timelines and percentages may vary depending on program structure. 

8.0 WITHDRAWAL FROM PROGRAMS 

Students withdrawing from all programs in a term are considered to have withdrawn 

from the program for that term. 

Students who intend to return to their studies in a future term should consult with an 

academic advisor regarding program continuation. 
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9.0 RESPONSIBILITIES 

Students 

Students are responsible for: 

• understanding withdrawal deadlines 

• submitting withdrawal requests within established timelines 

• consulting with academic advisors where necessary 

Registrar’s Office 

The Registrar’s Office is responsible for: 

• processing program withdrawals 

• maintaining academic records 

• communicating withdrawal deadlines 

Finance Office 

The Finance Office is responsible for: 

• administering tuition refunds 

• processing refund payments according to institutional procedures 

10.0 IMPACT ON FINANCIAL AID 

Program withdrawals may affect eligibility for financial aid, scholarships, or sponsorship 

funding. 

Students receiving financial assistance are encouraged to consult with the Finance 

Office or Student Services before withdrawing from programs. 

11.0 DOCUMENTATION 

All program withdrawals will be recorded on the student’s academic record and 

maintained by the Registrar’s Office. 

12.0 POLICY REVIEW 

This policy will be reviewed every three years to ensure alignment with institutional 

priorities and academic governance practices. 


