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A Leave of Absence allows a student who is officially enrolled an exception to the Institution’s continuous 

registration or attendance requirement. This policy applies to officially enrolled students and may be granted 

for: 

 

• medical reasons (medical certification),  
 

• jury duty (court summons),  
 

• activation to military service (copy of military orders, including the period of service and the location 
to which the student has been assigned). 

 

Regulations: 

 

A Leave of Absence is governed by 34 CFR 668.22(d). To request one, students must meet the requirements 

and follow the procedure established in this policy. The student is responsible for being informed about and 

understanding the implications of a leave of absence (LOA) in relation to their financial aid and their academic 

progress toward completing their program of study. 

 

Students who receive federal loans as financial aid must notify their loan servicing agency of their intention to 

request a Leave of Absence. 

 

1. LOA does not apply to retroactive periods (previous semesters).  

 

2. The student must be officially enrolled at the time of submitting the request. 

 

3. The student must submit the documents supporting their request and complete the LOA 

application.  

 

4. It is the student’s responsibility to meet with the authorized representative of their 

academic school to address academic matters and obtain the necessary approval. 

 

5. If the request is approved, the Registrar’s Office is responsible for informing the academic 

school of the student’s program. This notification will be sent electronically to the 

professors teaching the student’s registered courses. 

 

6. The student must return to their courses on the end date of the leave, as indicated in the 

application. It is their responsibility to comply with the material covered and assignments 

given by their professors. 

 

7. If the student does not return on the date specified in the Leave of Absence, they will be 

considered as a total official withdrawal (W) as of the date the leave began. 

 



Universidad Ana G. Méndez  
Deans of Academic Affairs 

Leave of Absence Policy 

 

Universidad Ana G. Méndez– Registrar’s Office – page |2 

 

 

 

8. Students returning from LOA without having completed course selection for an upcoming 

academic term are not guaranteed that the courses needed to resume their program will 

be available at the time of reentry. 

 

9. If the student receives funds from the Title IV Student Loan Program and does not return to 

study on the established date, they may lose their grace period and immediately enter loan 

repayment. The withdrawal date is also used to determine the amount of Title IV funds 

disbursed and to process refunds when applicable. 

 

10. If the student has received a federal loan disbursement as part of financial aid during their 

studies, the Financial Aid Office will explain the implications regarding loan repayment if 

they decide not to return to the institution. 

 

11. A student granted with LOA will retain their academic status, be exempt from the 

institution’s continuous enrollment requirement and census reporting, and will not be 

considered withdrawn.  

 

12. During the approved LOA period, federal student loan funds will not be disbursed; 

however, the institution may disburse scholarship funds designated for current or previous 

payment periods. 

 

13. A student returning from LOA must resume academic activities at the same point in the 

academic program where the leave began. 

 

14. The LOA must not exceed 180 calendar days within a 12-month period. 

 

Procedure: 

1. The student must complete the Leave of Absence (LOA) Request Form at the Registrar’s 

Office before beginning the interruption period. This document includes the start and end 

dates of the leave. 

 

2. In addition to completing the request, the student must provide the appropriate 

documentation to support their application. 

a. If the request is based on medical reasons, the student is required to support the 
application with official medical documentation. 
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b. If based on military reasons, the student must submit a copy of the military orders, 

which include the period of service required and the location of assignment. 

 

c. If the reason for the request is jury duty, the student must submit the court order. 

 

3. The Registrar’s Office will evaluate the approval of the LOA based on the documentation 

submitted and the student’s academic status. Once the request is approved, the 

professors of the courses in which the student is enrolled will be notified. 

 

4. The Financial Aid Office will provide guidance to the student regarding how the approved 

leave may affect their financial aid status. 
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