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Cer%ficate or Diplomas must be issued 
16 A private voca%onal ins%tu%on must give the cer%ficate or diploma set out in the student contract to a student who 
successfully completes the student's program of instruc%on. 
 
Transcripts must be issued 
17(1) a private voca%onal ins%tu%on must provide a student with a transcript detailing the marks or grades achieved by the 
student at the following %mes:  

(a) AFer the student graduates or ceases to be enrolled in a program of instruc%on;  
(b) If the student's program of instruc%on is longer than one year, at the end of each year of the program;  
(c) Any %me the student requests a transcript during the 25 years aFer the student graduates or ceases to be enrolled. 
 

17(2) The ins%tu%on must not charge a student a fee for a transcript provided in accordance with clauses (1)(a) or (b), but may 
charge a fee not in excess of $25 for a transcript provided in any other circumstance. 
 
Student records  
18(1) a private voca%onal ins%tu%on must retain copies of each of the following student records for a period of at least 25 years 
aFer the date the record is created:  

(a) Each student contract into which it enters;  
(b) Each student's transcript; (c) each cer%ficate or diploma given by the ins%tu%on to a student. 

18(2) The student records must be retained, in either paper or electronic form, for at least 25 years aFer the later of the date on 
which  

(a) The ins%tu%on entered into the student contract; or  
(b) The student ceases to be enrolled in the ins%tu%on. 

18(3) if the student records are retained in  
(a) Paper form, the ins%tu%on must  

(i) Ensure that the records are stored securely in an accessible loca%on, and  
(ii) On request, provide a student with their records; or  

(b) Electronic form, the ins%tu%on must  
(i) ensure the records are accessible to students and are in a format that allows for copies to be made,  
(ii) Back up the records in accordance with the regular schedule the ins%tu%on has established for backing 

up electronic records,  
(iii) Use a third-party storage company that stores the records off-site from the private voca%onal ins%tu%on, 

and (IV) establish a recovery plan for the records to be followed in the event of a disaster. 
 

Fee Refund Policy 
 
Refunds to students  
26 A private voca%onal ins%tu%on must refund all money received or realized in respect of a student being enrolled in a program 
of instruc%on it provides if  

(a) The registra%on of the registrant to operate the ins%tu%on is cancelled; or  
(b) The ins%tu%on  

(i) Ceases to provide instruc%on in the program while the student is s%ll enrolled, or  
(ii) Expels the student without cause. 

 



Providing training without registra%on  
27 A person who provides a program of instruc%on before being registered as a registrant must refund all fees that have been 
paid in respect of the voca%onal training. 
 
Refunds re ac%ons of students  
28(1) Subject to sec%on 16 of the Act, the private voca%onal ins%tu%on must refund the following fees:  

(a) if the student ceases to be enrolled before the start date of the program, all money received or realized in 
respect of the program except any non-refundable fees specified as required under sub clause 11(1)(d)(iv); 

(b) if the student ceases to be enrolled after the start date of the program, the percentage of paid tuition fees set 
out in first column of the following table based on the percentage of the program completed by the student at 
the time the student ceases to be enrolled as set out opposite in the second column:  
 

Percentage of paid tui%on fees refunded Percentage of program completed at %me the 
student ceases to be enrolled 

75% of paid tui%on fees refunded Up to 20% 

50% of paid tui%on fees refunded 21% to 50% 

No tui%on fees refunded 51% or more 

 
 
28(2) in determining the percentage of the program completed at the %me the student ceases to be enrolled,  

(a) Each assignment and each hour or class in a program of instruc%on is of equal value; and  
(b) A student is deemed to have a`ended every regularly scheduled hour of instruc%on or, in the case of a program 
provided by correspondence or other means, to have submi`ed each regularly scheduled assignment un%l the day 
immediately before the date the student ceases to be enrolled. 
 

Refund of materials fee  
29(1) Subject to subsec%on (2), a private voca%onal ins%tu%on must refund any materials fee when a student rescinds their 
contract under sec%on 16 of the Act or when a student ceases to be enrolled in the program of instruc%on if the student returns 
the materials to the ins%tu%on  

(a) Within 10 days aFer ceasing to be enrolled in the program; and  
(b) In substan%ally the same condi%on as the materials were in when they were received by the student. 

 
29(2) a materials fee is not refundable for materials that (a) are personal use items; or (b) have been removed from their 
packaging. 
 
29(3) for certainty, a digital version of a book or text is eligible for a refund if the code used to access its contents has not been 
used. 

 
Non-refundable fees  
30 except as provided under sec%on 16 of the Act, a student is not en%tled to a refund of  

(a) a registration fee; or 
(b) In the case of an interna%onal student, the interna%onal student administra%on fee under subclause 11(1)(d)(v) of 
their student contract. 

 
When student ceases to be enrolled 
31 under this regula%on, a student ceases to be enrolled in a program of instruc%on on the earliest of the date that 

(a) The private voca%onal ins%tu%on  
(i) Receives the student's wri`en no%ce of withdrawal from the program of instruc%on,  
(ii) Cancels the student's enrolment under sec%on 32, or  
(iii) expels the student from their program of instruc%on; or (b) the student (i) exceeds the number of 
absences allowed under the private voca%onal ins%tu%on's a`endance policy, or (ii) graduates from the 
ins%tu%on. 
 



Cancella%on of enrolment of interna%onal students 
32 A private voca%onal ins%tu%on that receives wri`en no%ce that a prospec%ve interna%onal student is unable to obtain entry 
into Canada  

(a) Must  
(i) Not enroll the student in a program of instruc%on, or  
(ii) If the student is enrolled, cancel the student's enrolment within five days aFer receiving the no%ce; and  

(b) Must refund any money received from or on behalf of the student. 
 

 
Payment of refunds  

 
33(1) Subject to subsec%on (2), if a student is en%tled to a refund from a private voca%onal ins%tu%on, the refund must be paid 
directly to the student.  

 
33(2) if a student is en%tled to a refund and the ins%tu%on received any payment of the student's fees from a government 
program, an agency or a person other than the student, the ins%tu%on must pay the refund, on the student's behalf, to the 
government, agency or other person.  
 
33(3) the ins%tu%on must issue a refund payment within 30 days aFer the refund becomes payable. 
 
 
 

Training Comple=on Fund 
 
Informa%on from private voca%onal ins%tu%ons 
34 To enable administra%on of the fund, a private voca%onal ins%tu%on must provide the following informa%on to the director, 
at the %me and in the manner specified by the director, for each student enrolled in a program of instruc%on provided by the 
ins%tu%on:  
(a) The student's name, address and contact informa%on;  
(b) The program in which the student is enrolled;  
(c) if any por%on of the student's fees were paid by or received from a government program, an agency or other person, the 
name and contact informa%on of the government program, agency or other person; 
(d) Any other informa%on required by the director to determine eligibility for payments out of the fund. 
 
 
Payments into fund  
35(1) a private voca%onal ins%tu%on must pay into the fund 0.5% of the tui%on fee paid or payable under each student contract. 
 
35(2) the ins%tu%on must make payments due under subsec%on (1) quarterly throughout the year, and the payment must be in 
the name of the Minister of Finance and be given to the director. 
 
35(3) if the ins%tu%on fails to make a quarterly payment listed in the first column of the following table on or before the date 
listed opposite in the second column, the ins%tu%on must also pay a late fee of $150.  

January – March   April 15  
April – June   July 15  
July – Sept   October 15  

 October – December  January 15 of the following year 
 
35(4) the director must deposit all payments received into the fund. 
 
35(5) If the ins%tu%on is in arrears on their payments into the fund, the minister may, aFer giving the ins%tu%on 30 days' no%ce, 
suspend or cancel the registrant's registra%on. 
 
Payments out of the fund 
36(1) This sec%on applies when amounts in the fund are required to be used to refund tui%on fees or to pay for students to 
complete their program of instruc%on, as set out in subclasses 11(1)(a)(i) to (iii) of the Act. 
 



36(2) If the director is sa%sfied that it is not reasonably possible to arrange for students to complete their program of 
instruc%on, the director must give no%ce to the following that refunds of the tui%on paid for the program may be available:  

(a) Each affected student;  
(b) A government program, agency or other person who paid tui%on on behalf of an affected student. 
 

36(3) The no%ce must be given by e-mail or regular mail to the student or government program, agency or other person using 
the address provided under sec%on 34, and include informa%on respec%ng how the person or en%ty receiving the no%ce may 
claim a refund. 
 
36(4) for certainty, a government program, agency or other person who receives a no%ce under subsec%on (2) may submit a 
claim on behalf of a student. 
 
36(5) a person who receives no%ce under this sec%on may claim a refund to be paid out from the fund by  

(a) applying for a refund in the approved form; 
  

(b) Including with their applica%on, in the case of  
(i) a student who makes a claim, a complete copy of their student contract and proof of the amount of 
tui%on paid by or on behalf of the student, or  
(ii) a government program, agency or other person who makes a claim, proof, to the sa%sfac%on of the 
director, of payment of tui%on claimed on behalf of the student; and 
  

(b) Making the application to the director within six months after the day the director gave notice under subsection 
(2). 

 
 


