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Periodically students must interrupt their enrollment due to extenuating circumstances.  Allowing 
students to take a leave of absence (LOA), provides student with the opportunity to return to the 
University under the rules and policies in effect when they left.  It also allows the University the 
opportunity to counsel students about the required actions to return upon the end of the leave. 

A leave of absence (LOA) is a temporary interruption in a student’s program of study.  LOA refers to the 
specific time period during a program when a student is not in attendance.   A LOA, together with any 
additional leave of absence, must not exceed a total of 180 days in a 12 month period. The 12 month 
period begins on the first day of the student’s initial LOA.  All student requests for a LOA must be 
submitted in writing, be signed and dated.    CSU will approve the student’s request for a LOA in 
accordance with the University policy. 

CSU must determine, before it grants an LOA, that there is a reasonable expectation that the student 
will return from the LOA.  For CSU to make this determination, CSU must know the reason for requesting 
the LOA.  Students must apply in advance for an LOA unless unforeseen circumstances prevent the 
student from doing so.  For example, 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. 

APPROVED LEAVE OF ABSENCE AND RETURN OF TITLE IV 

A student granted an LOA is not considered to have withdrawn, and no Return of Title IV calculation is 
required.  If a student does not meet the conditions of the LOA, the student is considered to have 
ceased attendance and will be considered withdrawn.   CSU is then required, by Federal regulations, to 
perform a Return of Title IV calculation.  

HOW TITLE IV AID IS HANDLED DURING AN APPROVED LEAVE OF ABSENCE 

 CSU will not assess any additional institutional charges to a student and will not award any additional 
Title IV aid while student is on an LOA.   A student who is granted an approved LOA remains in an in-
school status for Title IV loan repayment purposes.   A student, who has exhausted his or her grace 
period and is unable to begin repayment of a loan, may apply for a deferment or forbearance of 
payment.  
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CONSEQUENCES OF FAILING TO RETURN FROM AN APPROVED LEAVE OF ABSENCE 

If a student on an approved LOA fails to return, CSU must report to the holders of the loan the change in 
enrollment status as of the withdrawal date. Another possible consequence of not returning from a LOA 
is that a student’s grace period for a Title IV program loan might be exhausted.   Also, if a student does 
not return at the expiration of an approved LOA (or the student takes an unapproved LOA), the student 
will be considered to have withdrawn and a return calculation will be performed using the date the 
student began the LOA.  

APPROVED LEAVE OF ABSENCE PROCESS 

Students can initiate a request for an approved leave of absence from CSU in the Office of the Registrar 
in the Cook Administration Building Room 128.  Students should follow these steps in order to complete 
the process: 

1. Students in good academic standing, who may need to interrupt their enrollment, due to
extenuating circumstances, may pick up the Leave of Absence form.

2. Student must read and adhere to steps indicated in the application.
3. Student will complete the form with information including their CSU email address and CSU

identification number as well as indicate the semester in which they request LOA.
4. Student will enter the degree/major, credit hours enrolled, semester they began at CSU, the

reason for the request and when they expect to return.
5. Student will sign and date the form and return it to the Office of the Registrar to complete the

approval process.
6. Student will be notified, via CSU email, if LOA application was approved or denied.
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