
 

Community Engagement  

Programs Cancellation Policy 
 
Policy No. 3.1.10 
 
Where a person wishes to cancel their enrolment in a program or activity provided through 
the Community Engagement Directorate they may be eligible for a refund as detailed below. 
 
In some circumstances the City may only provide partial refunds for cancellations to 
compensate for the administrative costs incurred in taking enrolments, and providing refunds 
and the potential opportunity cost of the City being unable to achieve maximum program 
occupancy rates. 
 
Where cancellation occurs: 
 

1. More than 10 working days prior to the implementation of the program, a 75% refund 
will be made available. 

 
2. Between 10 and three working days prior to the implementation of the program, a 

50% refund will be made available. 
 
3. Less than three working days prior to the implementation of a program, no refund will 

be made available. 
 
4. In exceptional circumstances, a full or partial refund may be given at the discretion of 

the Manager of the area coordinating the program. 
 
5. A substitute participant may be permitted to enter the program in place of the 

cancelled participant at no additional cost at the discretion of the City Officer 
coordinating the program. 

 
6. At the discretion of the Manager of the branch coordinating the program, a participant 

may be permitted to withdraw from the program and a credit applied to their account 
for future use. 

 


