Department of Applied English—Withdrawal Procedure

Document Number: Department of Applied English Studies—SOP-

Legal Basis: Handled by the Registration Office of Kainan University in accordance with student
withdrawal applications.

1. Notice of Withdrawal

In accordance with the withdrawal criteria,

confirm the list and obtain approval from

the department head.

l

Publish the list and send out withdrawal notification

letters.

}

No Whether to file an appeal Yes
within the school's
specified deadline.

\

1. You must complete the online withdrawal v
procedure (subject to review by the department, Yes
student affairs office, sports office, library, < Whether the appeal outcome upholds
cashier's office, and other relevant units) before the original disciplinary action.
processing matters related to fee refunds and No
academic certificates. v

Note: Students who have completed at least one Revoke the withdrawal penalty in
semester with grades may apply for an academic accordance with the school's
certificate and must include one 2-inch photo.

Reinstatement

2. Voluntary Withdrawal

Students are required to submit an application online (via the academic information
system) and print a hard copy (with parental consent signature) for submission to the
relevant departments for approval.

A 4

Students submit the withdrawal application form for approval to their
department, advisor, and department chair as part of the process.

Submit the hard copy for approval to the Registration Office (returning the
student ID card simultaneously).

A 4

Upon approval by the relevant signatory units, the withdrawal process is
considered complete.

h 4

You must complete the withdrawal process (subject to review by the
department, student affairs office, sports office, library, cashier's office, and
other relevant units) before processing matters related to fee refunds and
academic certificates.




