Cancellation, Transfer, & Refund Policy for Health Career Training Programs
· A full refund will be made in the event that a class is cancelled by the Coordinator of Workshops & Programs for Adults for any reason. The student does not need to complete a Request for Refund form. 

· If the student submits a Request for Refund form* to the Coordinator of Workshops & Programs for Adults at least two weeks prior to the date the class starts, the student is entitled to a full refund.

· If the student submits a Request for Refund form* to the Coordinator of Workshops & Programs for Adults less than two weeks prior to or on the date the class starts, the student is entitled to a refund of all fees paid except for the non-refundable $250 application fee.

· If the student submits a Request for Refund form* to the Coordinator of Workshops & Programs anytime after the date the class starts, the student is entitled to a pro-rated refund (less the non-refundable $250 application fee, book fee, and consumable supplies fee) only if the student has completed 60% of the course or less. (Note:  The period of a student's attendance will be measured from the first day of instruction through the student's last day of actual attendance as determined by the instructor’s record of attendance.)
· No refund will be granted if the student has completed more than 60% of the course.

· In the event that the student does not pass the assessment test(s), the student will receive a 100% refund (including the $250 application fee) if the student submits a Request for Refund form* to the Coordinator of Workshops & Programs for Adults on the Monday following the date the class starts.
· If a student wants to transfer from one class to another, the student must submit a Request to Transfer form* to the Coordinator of Workshops & Programs for Adults and must pay a $50 transfer fee before the transfer will be made.

*Request for Refund and Request for Transfer forms are available online at www.adultedreg.com/delta on the page about the program and in Locke 107. Forms may be submitted in person in Locke 107, by e-mail to cmackey@deltacollege.edu, by fax to (209‑954‑3742), or by U.S. mail to Workshops & Programs for Adults; San Joaquin Delta College; 5151 Pacific Ave.; Stockton, CA  95207.
Note:  The date received by the Coordinator of Workshops & Programs for Adults, not the postmarked date or the date sent, determines the date of the Request for Refund or Request to Transfer.)
STUDENT ACTION REQUIRED:

To complete your registration, you must print this form, sign it, and send or bring it to the Community Education Office in Locke 107. 

I hereby acknowledge that I have read this policy and understand its contents.

Student Name (please print)

Date

Student Signature
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