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PUBLISHED AND UNIFORMLY ADMINISTERED: 

Ben Franklin Career Center’s Refund Policy is published in the student handbook and on 
our school website.  During orientation all students sign a document verifying that they 
have received a copy of and understand our refund policy.  This policy is applied to all 
students without any form or type of discrimination. 

REFUND REQUEST IS NOT REQUIRED: 

Students are not required to request a refund either in person or in writing.   

TIME FRAME OF REFUND (IF APPLICABLE): 

Refunds (when applicable) are made within forty-five days of either: 

➢ The student’s last day of attendance - if student formally withdraws and completes 
the required paperwork; or 

➢ The date the student was dismissed from his/her program of study. 

NON-REFUNDABLE FEES: 

Any tuition and fees paid prior to the start of class will be refunded to the student with the 
exception of the Application/Testing and Registration Fees which in total do not exceed 
$100.  These fees will also be refunded if the program of study is cancelled. 

REFUND POLICY: 

1. Application/Testing and Registration Fees are non-refundable. 
2. Items charged to the student’s account (at the student’s request) aside from 

charges for course tuition and lab fees are non-refundable (ex:  books, supplies, 
testing certification(s), drug testing/background checks, registration fee, parking 
fee, etc.).  These items will not be provided or charged to the student’s account 
until after the first day of class. 

3. If any tuition and fees are collected in advance of a program start date and Ben 
Franklin Career Center has to cancel the course, monies collected for the course 
will be refunded 100% of the amount collected.  These refunds will be made within 
forty-five (45) days of the scheduled program start date. 

4. If any tuition and fees are collected before the start of class and the student does 
not attend or officially withdraws on the first day of classes; and, does receive any 
course materials, all payment except for the application/testing and registration 
fees will be refunded.  These refunds will be made within forty-five (45) days of 
the scheduled program start date. 

5. In the unlikely event an accepted applicant has not been able to visit the facility 
prior to enrollment and has pre-paid tuition and fees s/he will have the opportunity 
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to withdraw without penalty (if they have not received any course materials) within 
three days either following attendance at a regularly scheduled orientation or 
following a tour of the facility and inspection of the equipment which both occur on 
the first day of class.  Notes:  All applicants take the required entrance test in our 
facility.  When finished, they are introduced to the appropriate instructor who 
provides a walk-through of their program area and answers any questions that 
may be posed.  Student orientation is presented on the first day of class by 
instructors.   

6. Tuition and lab fees are charged by “period of enrollment”.  The “periods of 
enrollment” for Ben Franklin Career Center courses are one half of the course 
hours (example, one half of a 1350-hour program is 675 hours).* 

7. Tuition and lab fee refunds will be determined on a percentage basis.  The 
calculation will be based on the number of course hours in the period of enrollment 
between the student’s start date and his/her last date of attendance.  Refunds will 
be determined as follows**: 
 

Date of Withdrawal (last day of attendance) Tuition and Lab Fee Refund  

On or before the 1st Day of Class 100% 

On or Before 10% of the Enrollment Period 75% 

From 10.01% to 25% of the Enrollment Period 50% 

After 25.01% of the Enrollment Period 0% 

 
8. If a refund exceeds the school’s liability to the student’s financial aid source(s) (ex:  

Federal Pell Grant Program, Veteran’s Assistance, West Virginia Workforce, etc.) 

the refund will first be applied toward the satisfaction of the student’s financial aid 

source liability.  If any refund remains it will be paid first to any remaining school 

debt and then to the student. 

Federal Pell Grant, Veteran Assistance, West Virginia Higher Education Adult Part-time 

Student, and Workforce West Virginia Grant recipients should be aware that special 

regulations apply to the amount of aid earned by a student through their attendance.  The 

Return of Funds formula may require the repayment of unearned Pell Grant, Veteran 

Assistance, West Virginia Higher Education Adult Part-time Student, or Workforce West 

Virginia Development program assistance.  Such a repayment could result in the student 

having a balance due to the school.  Other types of student assistance may have similar 

repayment requirements that need to be met. 

*The period of enrollment for students who withdraws from class and are later permitted 

to re-enter the program with credit.  Their credit will be the number of contracted hours 

earned up to their date of withdraw. 

**There is no refund for students who have re-entered the program with credit.  The tuition 

and lab fees for such students are due and payable immediately upon their re-entry into 

the program.  
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Ben Franklin Career Center participates ONLY in the Federal Pell Grant Program; in 
accordance with the Title IV Return of Federal Funds regulations, Federal Pell Grant 
recipients should be aware that their Federal Pell Grant disbursements must be earned 
through the 60% point in each payment period (ex: 405 hours of a 675-hour payment 
period.) West Virginia Higher Education Policy Commission has decreed that this same 
formula shall apply to the West Virginia Higher Education Adult Part-time 
Student/Workforce Development Program. A student’s withdrawal or termination from 
school prior to completion of 60% of their payment period will result in the application of 
a pro rata schedule to determine the amount of Federal Pell Grant and West Virginia 
Higher Education Adult Part-time Student/Workforce Development program funds the 
student has earned at the time of withdrawal. After the 60% point in the payment period, 
the student has earned 100% of the Federal Pell Grant and West Virginia Higher 
Education Adult Part-time Student/Workforce Development program disbursement. This 
is a separate calculation from the Ben Franklin Career Center institutional refund policy.  
 
The percentage of hours completed in the payment period is calculated by dividing the 
number of scheduled hours through the student’s last date of attendance by the hours in 
the payment period. After 60% of the payment period is completed (405 hours of a 675-
hour payment period), there is no return of Title IV (Federal Pell Grant) or West Virginia 
Higher Education Adult Part-time Student/Workforce Development program funds. Prior 
to completion of 60% of the payment period, the amount of Federal Pell Grant and West 
Virginia Higher Education Adult Part-time Student/Workforce Development program 
funds earned is calculated by multiplying the total amount of aid that could have been 
awarded for the payment period by the percentage of time completed. The amount to be 
returned to the United States Department of Education is determined by taking the 
amount of Federal Pell Grant earned and subtracting it from the amount of Federal Pell 
Grant disbursed. This same formula is applied to West Virginia Higher Education Adult 
Part-time Student/Workforce Development program funds. The institution’s share of the 
amount to be returned is calculated by multiplying the institutional charges (registration, 
lab fees, tuition, etc.) by the percentage of time not enrolled. The student’s share is 
calculated by subtracting the amount the school must return from the total amount to be 
returned. The amount of the student’s share in excess of 50% of the disbursed amount 
must be repaid to the school within 45 days of notification of the repayment date, or the 
student’s account will be turned over to the U.S. Department of Education for collection, 
and the student becomes ineligible for further Federal financial aid until the debt is repaid.  
 
If the Return of Federal Funds calculation shows a repayment due, any refund due the 
student from the institutional refund calculation will be applied toward the student’s 
unearned Federal Pell Grant before any funds are disbursed to the student.  Should the 
school’s return of Federal funds result in a balance due the school, the student will be 
billed.  



 
For example: A student attends 50% of their payment period. The institutional charges 

for the period of enrollment are $1500, and the Federal Pell Grant disbursement was 

$2000. The unearned Federal Pell Grant is 50% of $2000, or $1000. The institutional 

share of the unearned Federal Pell is 50% of $1500, or $750. The student’s share of the 

unearned Federal Pell Grant would be $1000-$750, or $250 – but as this is less than 50% 

of the amount disbursed, the student has no overpayment. The school would bill the 

student for the $750 of institutional charges due to the school as a result of the returned 

Pell Grant funds by the school unless the student had other aid to cover the returned 

funds. 


