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1. Starting a withdrawal request

e A student submits the request in email writing to Student Affairs Department or on her/his
account on the Student Management System. She/He clicks on “deferment from the EHL
Campus (Singapore)” in the scroll down list to start the process. Once completed, the
deferment request is then directly sent to Student Affairs Department.

e Students start a process-driven and centralized withdrawal process on their Student
Management System portal.

Please specify why and fill in the online form:

e They click on “Withdrawal from EHL Campus (Singapore)” in the scroll-down list.

e Students then indicate the reason of their withdrawal and click on the “Send” button.

e Requests are sent through Student Management System or by email to Student Affairs
Department. Once the request has been received by Student Affairs Department, a Student
Affairs staff handles the withdrawal request.

2. Confirmation of the withdrawal

o After a meeting, a phone call or an email exchange between the Student Affairs Officer and the student,
the Student Affairs Officer confirms the withdrawal by email to the student and the student is required
to sign the addendum for course withdrawal. Student Affairs Department will inform Academic Advisory
Department and the UGS Office when the addendum is signed. The UGS Office updates the student’s
semester registration on the Student Management System.

e The UGS Office sends an email to all relevant faculty members and the School Administration
departments to inform them of the student’s withdrawal (see print screen below).

e Students are exmatriculated 10 days after having received the confirmation email from Student Affairs.
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(s) listed below have suspended or will suspend their studies at EHL (suspensions).

You willfind below the information related 1o the student(s)’ background for the semester P23
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