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To the applicant:
1. The applicant should complete the procedures for school leaving process and please submit your student ID card.
Those who complete the procedures for suspension before the Enroliment Day do not need to hand in any tuitions.
2. During the suspension periods, students still have the right to pay the student accident insurance to keep the insurance
validity.
3. For detail regulations of suspension, please check the CCU Academic Regulations Article 42~45.
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Application procedure:

Log onto the university leave system and fill in a web leave form (valid within 1 month after
application.) Website: http://140.123.4.185/leave/
The relevant departments will approve your leave request within 3 working days.

2. Prepare all appropriate suspension documentation: Application for Suspension Form, Student 1D
Card and relative Certificate documentation. If the process is to be completed by an authorized
person, please attach Authorization Letter and a copy of the authorizer's personal ID. The photo
ID of the authorized representative must be presented.

3. Submit Documents to the proper departments for evaluation and approval:

(1) Submit to the tutor (or advisor) and department chair for signature.

(2) Submit to the Cashiers’ Section.

(3) Overseas Chinese, International student and mainland Chinese Student need submit documents
to the Office of International Affairs.

(4) Submit to the Curriculum and instruction Section for signature.

(5) The Curriculum and instruction Section issues the suspension Approval Letter.
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Notes :

1. Refunds for suspension are all handled by the Cashiers’ Office. All the grades during suspension
periods are invalid.

2. New students who are applying to suspension must still complete new student registration, but do
not need to participate in the physical examination or English test. Suspension procedures must be
completed before the deadline of new student registration date in order to receive a full refund. If
you complete suspension procedures on the Classes begin date of school, only partial refunds may
be made according to refund regulations.

3. Students who reach the end of their suspension period do not need to complete return procedures;
students just need to download the CCU Tuition and Fees Invoice online and complete payment
before the due date specified on the invoice. If you need a resuming approval, please complete the
reinstatement procedure.

New students who reinstate to school must complete a physical examination and submit physical
examination reports to the Division of Sanitation and Health on the classes begin date of school.

4. If you wish to return to school early, you must complete reinstatement procedures before the
beginning of semester that you intend to return.
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Necessary forms:

(1) Suspension Application Form (2) Authorization Letter (if procedures completed by an authorized
representative )

*All the necessary forms can be downloaded from the Office of Academic Affair website.




