
Education Consultant interviews 
student/parent to understand the 

reason for withdrawal

Submit Withdrawal Request Form via email to info@iis.edu.sg 
or in hard copy to front desk 

(Form to be signed by parent/guardian if student is under 18)

Student/parent 
changes mind about 

withdrawal
Withdrawal 

process ends

Principal interviews 
student/parent, 

if necessary

Office Manager 
check refund 

eligibility

The Office Manager calculates 
any applicable refund and 
emails the breakdown to 

the student/parent for their 
acknowledgement

The Office Manager refunds 
money to student

Office Manager replies to student 
effecting the withdrawal

For Student Pass Holders, Office 
Manager cancels student pass 

after last day of school

For Singaporean Students, Ministry of 
Education is notified of the withdrawal 
through the ‘Withdrawal of child from 
primary level course in foreign system 
school/private education institution’

For students who 
are Dependant Pass 
Holders, Long-Term 
Visit Pass Holder or 

Permanent Residents

Office Manager informs and 
updates FPS provider if applicable

Process Complete

No Yes

Yes

No

Completion within 7 working days
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