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IDMS Measures for Student Leaving School before Graduation

(for Trial Implementation)
(February 2022)

The following measures have been formulated to standardize the management of
students leaving school before graduation in the International Division Middle School
(IDMS) in view of the practical needs of academic departments.

1.

The term “leaving school” as mentioned in these Measures means that a student
leaves school before graduating from Grade 8. The student / parents must send an
email to the IDMS/HS Office and the homeroom teacher one month in advance to
inform the school of their intention to leave.

The IDMS/HS Office shall send the student / parents the SCLS Student Checkout
List by e-mail within two working days. Before leaving the school, students must
complete the departure procedures by obtaining all signatures in the Checkout List,
and parents must inform the school where the student will go and complete the
Satisfaction Survey.

The IDMS/HS Office shall follow up with the progress of the departure procedures.
This includes checking on the payment of the student's tuition fees with the financial
department. It also includes checking with the library, art and PE departments,
school teams, IT Center and other departments to make sure any articles loaned to
the student have been returned and to determine whether any refunds or
reimbursements are necessary.

Three working days before the student leaves school, the IDMS/HS Office shall
officially inform all the teaching staff of IDMS and the heads of other relevant
departments.

After the student has left, the IDMS/HS Office shall change his or her status in the
PowerSchool to “Left”; at the end of the semester, the IDMS/HS Office shall hand
over all the student’s files to the school archives department. The IT department will

close the student’s email account 30 days after receiving the notice from the
IDMS/HS Office (Contact the IDMS/HS Office if the student has special request).

These measures shall take effect as of the date they are announced. The IDMS/HS
Office is responsible for explaining these measures.



