
Han Academy 漢鼎書院 

STUDENT WITHDRAWAL NOTICE 

INSTRUCTIONS 

1. Parents intend to withdraw their children from Han Academy should send the completed "Student Withdrawal Notice" to 

the School Office by email or mail service as soon as possible. (Email: sco@hanacademy.edu.hk) This is the only formal 

way. (Caution：It is not correct to inform the Home room teachers or other teachers verbally.)

sco@hanacademy.edu.hk

2. The school stipulates that for any student to apply for withdrawal, parents need to give the School a month's notice 

period (counts as full month). The start and end date of the notice period need to be specified in the "Student 

Withdrawal Notice". (Missing this part the application will be ineffective.) Parents are requested to notify the school no 

later than 1 full month from the actual leaving date. The calculation method of the start date of the notice period will refer 

to the "Student Withdrawal Notice". Before the end of the notice period, students are still regarded as formal students of 

Han Academy. For any schooling month covered by the notice period, full tuition fees should be paid. After the notice 

period ends, the student will be officially considered leaving from the school and no educational services will be provided. 

(Unless the student formally cancels the withdrawal application within the notice period.) *Note: If the start date of the 

notification period stated in the "Student Withdrawal Notice" is earlier than the date when the School Office receives the notification email, the 

school will start calculating the notification period from the date when the notification email is received.

3. After submitting the Student Withdrawal Notice, if the parents wish to extend the notice period or cancel the withdrawal 

decision and continue to study. It is the sole responsibility of the parents or guardians to notify the School Office in written 

letter or by email prior to the end of the notice period. However, there is no guarantee that such application will be always 

accepted. Full tuition is also required for any month of study covered during the notice period. In addition, the School will 

not accept any claim from any student after leaving the school that his/her actual school departure date is different from 

that recorded in the Student Withdrawal Notice.

4. If a formally withdrawn student would like to revisit Han Academy, a prior permission should be applied. If the student 

wishes to apply for re-enrollment, admission tests might be required. Also, the applicant’s family should follow the acting 

rules and regulations related to the school fees. All School properties (e.g. borrowed books/textbooks) should be returned, 

the lockers should be emptied and the lock removed. And all unpaid fees should be settled. The School reserves the right 

to reclaim/recover any unreturned properties/unpaid fees. The School will not be responsible for any losses caused to 

parents/guardians before, during and after the application of student withdrawal.

mailto:sco@hanacademy.edu.hk
mailto:sco@hanacademy.edu.hk


Han Academy 漢鼎書院 

STUDENT INFORMATION 

Chinese Name English Name 

Gender Date of Birth DD/MM/YY / /

ID/Passport Number 

/

Current Year Level 

First day of the notice 

period 

Destination 

School (if 

applicable) 

Last day of notice 

Period (Last day of 

school of the student)*

Reason of Leaving  

This means the applicant will still attend school on that date but will stop 

attending school on the following school day, any applicants after this date will be deemed to have officially left school. The 
School will not accept any claims from withdrawers that their actual last day is different from the notice. 

CONTACT DETAILS 

Name Relationship with 

the Student  

Telephone Email 

Notice! Once the applicant signs below, it 

means that the applicant has read and fully understood the terms and statements on the first page of this form, accepts and has no objection to it. After the 
withdrawal notice period, if there is no written cancellation or extension of the notice period by the parents, the School will automatically remove the 
relevant students without further notice.

Name of Parent/Guardian 

/

Signature of Parent/Guardian 

/ * 

Date 


