REQUEST FOR A LEAVE OF ABSENCE

A student may be granted a leave of absence for circumstances beyond the control of the student.  The leave of absence must be requested and approved in writing prior to a leave of absence occurring.  Emergency leaves of absence, without prior written request, may be granted provided the student completes the Leave of Absence Request form and returns it to the school via mail or in person.

Only one leave of absence is allowed in a twelve month period.  In addition, the maximum time frame is one-hundred eighty days.  The school permits more than one leave of absence in a 12-month period provided that the total number of days of all leaves of absence do not exceed 180 days in any 12-month period.  The institution treats as an approved leave, the following:

1.) One leave of absence subsequent to the initial leave of absence if the subsequent leave of absence does not exceed 30 days and the institution determines, from student written documentation, that the subsequent leave of absence is necessary due to unforeseen circumstances; and

2) Sequential leaves of absence as approved leaves of absence if the student documents that the leave is for jury duty, military reasons or circumstances covered under the Family and Medical Leave Act of 1993 (FMLA).

Date:______________________________

I, __________________________________, request a leave of absence from _____________________

to __________________________________ due to (reason):__________________________________

___________________________________________________________________________________.

I expect to return to school on___________________________________________________________.

I further understand that if I am on financial aid, no payments will be disbursed during this leave of absence.

________________________________________       ________________________________________

Student Signature                                                           Date

Approved_____Disapproved_____College Administrator_____________________________________

New Completion Date_______________

Comments___________________________________________________________________________

____________________________________________________________________________________.

