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Student Catalog Addendum 
 

This catalog addendum amends the Leave of Absence Policy in the Academic Resources, 
Policies, and Procedures section of the 2020 Student Catalog 

 
Leave of Absence Policy 

A Leave of Absence (LOA) is a temporary break in a student’s attendance in which the student is still considered to be 
continuously enrolled.  An LOA may be granted for unforeseen or emergency situations, including but not limited to a 
serious illness, a debilitating injury, military deployment, or a debilitating injury, serious illness or death in the 
immediate family. No additional charges are assessed for a student on an authorized a Leave of Absence.  
 

A student must make an LOA request in writing in advance of the LOA start date unless unforeseen circumstances 
prevent the student’s timely request.  If the student’s leave request is not within the time frame of the consecutive days of 
absence policy, the student’s enrollment will be terminated instead.  An LOA, together with any additional leaves of 
absence, must not exceed a total of 180 days, or one-half the program length, whichever is shorter, in any 12–month 
period.  Multiple leaves may be permitted provided the total days of leave do not exceed this limit which begins on the 
first day of the student’s initial LOA and must be reasonable within the context of the School’s curriculum.   
 

For an LOA to be approved by the School there must be a reasonable expectation that the student will return from an 
approved LOA.  By signing the School’s LOA request form the student will confirm their understanding of the procedures 
and implication for returning or failing to return to their course of study.  Additionally, if a student requesting an LOA has a 
Title IV loan, the School, prior to granting an LOA, shall explain the effects that the student’s failure to return from an LOA 
may have on the loan repayment terms, including the expiration of the grace period. 
 

In order for the School to authorize an LOA, the student must request the LOA in writing, to include the reason for the 
student’s request and the return date from the LOA, and must date and sign the School’s LOA request form.   
 

There may be unforeseen circumstances preventing a student’s timely request.  For example, but not by way of limitation, 
if a student were injured in a car accident and needed a few weeks to recover before returning to school, the student would 
not have been able to request the LOA in advance. The School may grant an LOA under such circumstances provided the 
School documents the reason for its decision and collects the request from the student at a later date. In such cases, the 
beginning date of the approved LOA would be the first day the unforeseen circumstances prevented the student from 
attending school. 

 

 Collecting the request from the student at a later date due to unforeseen circumstances may be accomplished by:   

1. The student completing, dating and signing the School’s LOA request form specifying the reason for the LOA 
request and the return date; or 

2. As a substitute for using the School’s LOA request form, the School may, at the campus director’s discretion, 
approve a student’s LOA request from written communications received from a student’s email(s), letter(s), 
fax(es), or text(s), provided that these communications confirm the student’s identify by use of the student’s first 
and last name and specify the student’s reason for the LOA and expected return date.     

 

For an LOA approved due to unforeseen circumstances where the School’s LOA request form is not used, the 
School as soon as reasonably practicable, will provide the student written confirmation of the student’s LOA status 
and return date.  In the same confirmation or in another writing, the School shall explain the effects that the student’s 
failure to return from an LOA may have on any Title IV loan repayment terms, including the expiration of the grace 
period to include the procedures and implication for returning or failing to return to their course of study.  Such 
confirmations by the School may be accomplished by letter, email, fax, or text. 
 

An approved LOA can be extended for an additional time period provided that the extension request meets all of the 
above requirements and the total days of leave do not exceed a total of 180 days or one-half the program length, 
whichever is shorter, in any 12–month period. Any course being “attempted” (and with attendance) will be used in the 
Maximum Time Frame calculation.  Students who do not return on or before their scheduled return date will be 
considered to have withdrawn from the School. 


