
 

IMS ONLINE RE-ENROLMENT INSTRUCTIONS: 2023-24 

 

Re-enrolment is an annual process in which parents confirm your child(ren)’s return to IMS 

for the next academic year.  Parents are required to complete the online re-enrolment form 

on or before 31 March 2023 if you wish to have your child(ren) re-enrolled for the next 

academic year or if you wish to withdraw at the end of this current school year. 

 

Each year, parents secure their child(ren)’s place by paying a Registration Fee (equivalent to 

two instalments of tuition fees) which is a deposit that will be offset against the following 

year’s tuition fees, and parents will only start paying tuition fees on 1 October 2023.  This 

means that for all returning students for 2023-24, the Registration Fee (equivalent to two 

instalments of tuition fees) will be due and payable on 1 May 2023 and the last (10th) 

instalment of 2022-23 tuition will be due and payable on 1 June 2023.  For non-returning 

students after the summer, the last (10th) instalment of 2022-23 tuition will be due and 

payable on 1 May 2023.  

 

This online re-enrolment process should take approximately 5-10 minutes to complete per 

child if done in one sitting.  Below please find “IMS ONLINE RE-ENROLMENT STEPS'' for your 

easy reference.   

 

PLEASE NOTE: If parents need to make any payment for the Annual Capital Levy or to change 

the capital instrument to confirm your child’s re-enrolment, please refer to the “PAYMENT 

OPTIONS FOR ONLINE RE-ENROLMENT PROCESS” below. 

 

For any questions, please contact your campus administration team. 

 

Aldrich Bay Campus, Tel.: 2156 9033, Email: admin.ab@ims.edu.hk 
Mid-Levels Campus, Tel.: 2857 7007, Email: admin.ml@ims.edu.hk 

South Horizons Campus, Tel.: 2861 0339, Email: admin.sh@ims.edu.hk 
Stanley Campus, Tel.: 2566 7196, Email: admin.st@ims.edu.hk 
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IMS ONLINE RE-ENROLMENT STEPS  
Step 1 - An email for each individual child setting out the re-enrolment details for 2023-24 will be sent to both parents via 

the billing email address(es) recorded in our system. Only one parent of the household needs to complete the re-

enrolment form for each child.  

 

Step 2 - Click the hyperlink for the Online Re-enrolment Form provided in the email, which is unique for your child. (Note: 

The re-enrolment process must be done separately for each child enrolled in the school, using the child-specific link if 

you have more than one child in the school.)  

 

 

 

Step 3 - Complete the online re-enrolment for 2023-24 by choosing either the “return” or “not return” option in Section 

C and providing your electronic signature in Section D.  An acknowledgment email will be sent to you within 3 working 

days after your submission. 

 

 



 

PAYMENT OPTIONS FOR ONLINE RE-ENROLMENT PROCESS 
(For parents who are required to make additional Capital Payment ONLY) 

 
If parents need to make any payment for the Annual Capital Levy or to change the capital instrument to confirm 
your child’s re-enrolment, your child’s re-enrolment form will include this information, and will ask you to provide 

the payment details to complete the re-enrolment process. Please find below the payment options available at 

IMS.   
 

1. Bank Transfer –  
Bank Name: Hang Seng Bank Ltd. (Bank No.: 024) 
Bank Address: Main Branch 83 Des Voeux Road Central Hong Kong 
Account Name: IMS Ltd. Account No.: 388-552242-001 SWIFT Code: HASEHKHH 

 
2. PPS Hong Kong Bill Payment -  
Payment can be made from any designated bank account (a) through PPS website: www.ppshk.com ,  
or (b) call 18031 (English) or 18033 (Cantonese) using a dial-tone telephone.  
Merchant code: 6582 

Merchant name: The International Montessori School 
Bill Type: 01 

Bill Number: Input your child’s PUPIL CODE (Note: it only accepts numeric input for the Bill Number. Please input 
“0” to replace the Alphabetic “EA/SA” letters at the beginning of your child’s PUPIL CODE e.g. EA123456 will be 
input as “0123456”) 

 
*When the online/PPS payment is complete, please upload the payment slip into the Online Re-enrolment Form 
under Section C as shown below: 

 

 
 

3. Cheque Payment -  
Payment can also be made by a cheque payable to “IMS Ltd”.  Please write your child’s name and pupil code at the 
back of the cheque, and send it to our Accounts office at Units 1G-1H, 1/F, Casey Building, 38 Lok Ku Road, Sheung 
Wan, Hong Kong. Tel.: 2156 9172 

http://www.ppshk.com/

