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Sutherland-Chan Schools Inc., operating as  
Sutherland-Chan School of Massage Therapy 

 
 
Tuition Payment and Refund Policy 
 
1. Pre-Admission Courses 
 

Fee Payment:   

• For both Pre-Admission courses, the course fee is paid when registering for the course. 
Payment of the fee reserves a space. This can occur at any time prior to the course start, 
assuming there are spaces available.  

 

Cancellation Policy: 

• Intro to Massage (ITM) course:  Because of the demand for and limited class size of this 
course, late withdrawal impacts negatively on others. When a registrant withdraws one 
week or more before the course start date, the course fee will be refunded minus a 15% 
admin fee. When a registrant withdraws less than one week before the course start date, 
there will be no refund of the course fee. In either case the withdrawing person will have the 
option to apply the paid fee to an ITM scheduled for another weekend. A registrant who no-
shows for the course without notifying the Admissions Coordinator will not be eligible for 
refund. 
 

• Intro to Anatomy & Physiology (IAP) course:  Registrants can withdraw from this course and 
receive a refund until after the second class. The refund is the course fee minus the 15% 
admin fee. Registrants who withdraw after the third class has begun are not eligible for 
refund. 

 

Self-Study option:  To qualify for a refund (less 15% admin fee), registrants can withdraw by 
notifying the Admissions Coordinator, in writing, not later than 10 days after the agreed-
upon start date for the course. If the registrant has purchased the textbook from Sutherland-
Chan, the cost of the textbook will be refunded if it is in pristine, resalable condition. Any 
postage or shipping cost for returning the textbook is the responsibility of the registrant. 
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2. Diploma Program 
 

The fees for the diploma program are outlined on the school’s website and in the admissions 
materials each candidate receives, as well as in the enrolment contract. 
 

Non-Refundable Fees/Deposits 
 

The following fees are due before the start of school and are non-refundable: 
 

• $120.00 Application Fee:  covers the cost of application processing   
 

• $500.00 Tuition Deposit ($1500.00 for international students):  secures a space in the class 
and is typically paid within a week of signing the student contract. 

 

This deposit is part of the total tuition owing for Term 1, meaning that the amount owing on the 
first day of school is net this deposit.  
 

Cooling Off Period Exception 
 

Notwithstanding the above non-refundable fees policy, an individual has the right to rescind and 
withdraw from the enrolment contract within 48 hours of signing it. This decision to rescind must 
be delivered to the Admissions Coordinator in the form of a written, signed statement. 
 

In this specific situation, the person is entitled to full refund of all fees paid, including the 
Application Fee, any tuition deposit or payment that has been made, and cost of any books or 
equipment, so long as they are returned in pristine condition. 
 

Tuition Payments 
 

Tuition for each term is due on the first day of the term. The amounts due during the program 
are indicated in Sutherland-Chan’s admissions package, on the school’s website, in the student 
contract, and are discussed in interactions with the Admissions Coordinator. 
 

When a student withdraws or is expelled after paying their tuition, the school will issue any 
refund owing based on the time frame and calculation formula mandated by the Ministry of 
Colleges and Universities.  
 

Such refunds will be paid within 30 days of the notification of withdrawal, or the expulsion. 
If the student is being funded by OSAP, the refund will be sent to the National Student Loan 
Centre (NSLC). 
 

In the case where an enrolled student does not show up to attend classes at the beginning of a 
term, or stops attending without notifying the school of an intention to withdraw, any refund 
owing will be paid out within 45 days of the first day of term, or of the last day of attendance, as 
applies to the case. If there has been no contact with the school, the refund will be mailed to the 
student’s address as provided on the enrolment contract. 
 

Any books or equipment the student purchased from the school by can be returned for refund: 
 

•  if returned within 10 days of the date of withdrawal/expulsion 
•  if returned in the same condition as when they were purchased 
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Late Payment of Tuition and Other Fees 
 

If a student’s tuition is not paid on the first day of term, the following will occur: 
 

• After one week, the Finance Office will place an invoice in the student’s school mailbox along 
with a letter that requests a meeting and outlines the consequences of failure to pay. 

• After two weeks, the Finance Office will put the student’s name on the notification board 
asking the student to meet; the purpose is to pay the amount owing or sign a payment plan. 

• After four weeks, the Finance Office will issue a letter warning of suspension for non-
payment of fees if the student does not either pay the amount owing or sign a payment plan. 

• After six weeks, the student will be suspended from school until payment is made. 
• After eight weeks, the student will be officially withdrawn from the program. 
 

Adjustments to this timetable can be made, at the discretion of the Comptroller, if the student 
has an approved OSAP application or similar government assistance plan approval, or a verifiable 
dated guarantee of funding due to be received during the term. 
 

In all instances, timely engagement and communication with the Finance Office is important to 
securing the school’s cooperation. 
 

In addition to on-time payment of tuition as above, students are also required to stay current 
with other fees they may incur, for example, parking fees, library late fines, etc. A student who 
has any outstanding payments owing at the end of term will not receive their term transcript, 
may lose access to the scheduled grades appeal process, and will not be enrolled into the next 
term until all fees are paid.  
 

Payment Plans 
 

The option of having a tuition payment plan is available to students of the school’s diploma 
program. A student can apply to set up a payment plan during the admission process or at any 
time while in school. In order to apply, the student must request a meeting with the Comptroller 
and, during this meeting, present the case and propose a viable plan. 
 

The following conditions apply: 
 

• The school has the right, at the discretion of the Comptroller, to agree or not agree to a 
request for a payment plan. 

• Approval of a payment plan request is based on financial need or special circumstance only. 
• The Comptroller has the right to ask to see documentation that verifies the student’s reasons 

for requesting the payment plan. 
• Payment plan decisions are made on a case-by-case basis, based on the merits and the 

verification provided.  
• The payment plan must include a timetable for scheduled payments of specific amounts, and 

must be signed by the student. 
• No fees or interest payments are applied to the payment plan unless the student defaults. 
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Payment Plan Default 
 

A student will be in payment plan default at any point that a scheduled payment is missed. 
 

 
A missed payment immediately incurs a late penalty of 6% interest, compounded monthly. 
 

• After two weeks, the Finance Office will issue a letter warning of suspension for non-
payment of fees if the student does not pay the amount owing. 

• After three weeks, the student will be suspended from school until payment is made. 
• After five weeks, the student will be officially withdrawn from the program. 
 

A student may apply to the Comptroller to adjust the payment plan schedule. Such requests may 
be accepted at the Comptroller’s discretion, but only in the case of strong merit or persuasive 
new circumstance. 
 

Payment plans must be completed before the start of final exams for each term.  
 
 
 

I have read and understand these policies and procedures. 
 
 
 
 
______________________________________________________ _____________________ 

Printed Name and Signature      Date 


