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STUDENT SUSPENSION NOTICE 

 
INSTRUCTIONS 

1. Parents intend to suspend their children from Han Academy should send the completed "Student Suspension 

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. Each time a student applies for a Suspension, the maximum period allowed is 3 months. It is required for the 

applicant’s parents to pay a month’s fee as for the reservation purpose within 7 days after the application. If the 

student returns to school within or after the suspension period, the reservation fee can be deducted as the tuition fee 

for the current month. If the student is unable to return school by the promised date, but the parents still desire to 

reserve the place, they should apply for an extension of the suspension (up to three months) and pay the reservation 

fee again within 7 days, and so on. If parents do not pay the reservation fee within the specified period after 

applying for suspension, the student will be deemed to have voluntarily dropped out from school and the place will 

became vacant, and the school reserves the right to claim the reservation and administrative fees from the parents. 

3. If the student does not return to the school after the end of the Suspension, and the school does not receive any 

response from the parents within the following 7 days, the student's place will automatically forfeit, and the student 

will be regarded as withdrawing from the school. Paid reservation fees will not be refunded. In addition, if the 

student has any outstanding fees and unreturned school assets, the school reserves the right to claim from the 

parents. If the student wishes to re-enroll in Han Academy, he/she needs to re-apply according to the established 

procedures. And needs to abide by the school's latest fee policy.

4. During the suspension period, if the situation changes, and the student wants to cancel the suspension status and 

return to the school, or have other arrangements or opinions, please notify the school in written form and obtain the 

approval of the school before proceeding to the next step. During the suspension period, the school will not actively 

provide teaching services to the student. If a student spontaneously returns to school in person or participates in 

class (whether face-to-face or online), the school will consider the student’s suspension status to be automatically 

cancelled once it is identified, no matter how short/long the return-to-school status has been maintained. If the 

student wants to resume the suspension status again, he/she needs to re-apply and pay the reservation fee again. 

/
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STUDENT INFORMATION 
 

Chinese Name 
 

English Name 
 

Gender  Date of Birth DD/MM/YY / /

ID/Passport Number 

/

 
Current Year Level 

 

First day of the 

Suspension period* 

 

End of Suspension 

period and return-to- 

school date*

 

Reason of Leaving  

Please Note: Each time a 

student applies for a Suspension, the maximum period allowed is 3 months. It is required for the applicant’s parents to pay a month’s 

fee as for the reservation purpose within 7 days after the application. If the student returns to school within or after the suspension 

period, the reservation fee can be deducted as the tuition fee for the current month. If the student is unable to return school by the 

promised date, but the parents still desire to reserve the place, they should apply for an extension of the suspension (up to three months) 

and pay the reservation fee again within 7 days, and so on. If parents do not pay the reservation fee within the specified period after 

applying for suspension, the student will be deemed to have voluntarily dropped out from school and the place will became vacant, and 

the school reserves the right to claim the reservation and administrative fees from the parents.

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. If the parents fail to observe the terms, the School has the right to handle suspension cases according to the 
established procedures without further notice. 

Name of Parent/Guardian 

/

Signature of Parent/Guardian 

/ * 

Date 


