INTEGRATED INTERNATIONAL SCHOOL

TRANSFER PROCESS

Submit form (signed by
parent/guardian if student is
under 18)

Check entry Not Satisfied
requirement or

prerequisite

Education
Consultant
reviews request

Satisfied

Inform student/
parent about
charges for
consumed
modules

Explanation of
student pass
cancellation

and application

(if applicable)

Inform student/
parent about new
application and
registration fee

Discussion of
reasons and

implications with
student/parent

Maintains Intention To Transfer

Education Consultant office Manager informs Pripcipal or'Vice Not Approved
passes case to office Principal or Vice Principal Principal gives
manager instruction
Approved

Office Manager processes
transfer request and handles all
related matters

Office Manager

informs parent/
guardian

Completion within 7 working days

Cancel Check
existing refund
student pass pmmma eligibility if
and apply for applicable

new pass

Reply to
student on
transfer
request

Sign new
contract or
addendum

Calculate

unused fee
for Course A
and discount

unused fee
for Course B

Calculate any
applicable refund
and email the
breakdown to the
student/parent for
acknowledgement

NEEwATED REDEFINING SUCCESS at the INTEGRATED INTERNATIONAL SCHOOL

INTERNATIGNAL SCHOOL

Inclusion - Kindness -« Respect - Passion - Quality

Refund fees
of Course A if
applicable

Y

Process Complete)

Inform and
update FPS ey o
provider




