
 Student Leave of Absence 

 

Policy on Leave of Absence 

Responsible officer: Associate Dean for Student Affairs 

Policy Audience: Students 

1. Definitions: 

A leave of absence (LOA) is a period of non-enrollment. 

2. Introduction / Purpose: 

Students on a leave of absence (LOA) are not enrolled in classes and are not considered to be 

working toward the MD degree. 

LOA status is granted for a minimum of one month and maximum of one year in the case of a 

MD student. The time approved for the LOA will be applied to the maximum seven year limit to 

complete a Medical Degree. Students who do not return to full-time status at the end of the leave 

and who have not reapplied for renewal of the leave will be subject to the initiation of a process 

that may result in being dismissed from Washington Medical Science Institute and will need to 

request reinstatement through the Associate Dean of Basic/clinical Sciences and the Admission 

Committee if they wish to return at some future date. The withdrawal and reapplication process 

is considered on an individual basis given a student’s particular situation. 

4. Governance and Enforcement  

Associate Dean for Student Affairs 

5. Policy: 

  

Students on a leave of absence (LOA) are not enrolled in classes and are not considered to be 

working toward the MD degree. 

For purposes of this policy, there are six (6) types of leave of absence: academic leave, 

educational leave, medical leave, military leave, personal leave and administrative leave. 

Academic Leave: Washington Medical Science Institute may grant or require an academic leave 

to a student to pursue additional required study. The student will be counseled regarding the 

academic and financial consequences of the leave as well as the conditions for return into the 

curriculum. 

Educational Leave: Washington Medical Science Institute may grant an educational leave of 

absence to a student to pursue graduate level course work or research. The student will be 

counseled regarding the academic and financial consequences of the leave as well as the 

conditions for return into the curriculum. 

Medical Leave: Washington Medical Science Institute may grant a medical leave to a student 

upon the written recommendation of a physician or other relevant health care provider that such 

leave is considered necessary for the student’s emotional, mental, or physical health, and 

beneficial to their personal and professional well-being and progress. The student will be 

counseled regarding the academic and financial consequences of the leave as well as the 

conditions for return into the curriculum. Upon their return, students must provide 

documentation coordinated through Student Health Services from a physician or other relevant 

health care provider that they are medically cleared, with or without reasonable accommodations, 

to return to their studies. 

Military Leave: A student reservist who is called to active military duty or a member of the 

military who is deployed will be granted a leave of absence from Washington Medical Science 

Institute until he/she is released from active duty or deployment. The student must furnish to the 



Associate Dean of Student Affairs (ADSA) or their designee a copy of his/her orders or other 

documentation. Depending on the length of absence, the student may be eligible for a refund of 

tuition, credit against future enrollment, and the awarding of academic credit for work that is in 

progress. 

Personal Leave: Washington Medical Science Institute may grant a personal leave of absence 

when circumstances seriously impair a student's academic progress or clinical performance. In 

consultation with their academic advisor, students must outline a plan for their leave, in writing, 

and submit it to the Associate Dean of Student Affairs or their designee for approval. The student 

will be counseled regarding the academic and financial consequences of the leave as well as the 

conditions for return to the curriculum. Students on personal leave must meet with the Associate 

Dean of Student Affairs or their designee prior to resuming studies. 

Administrative Leave: The Associate Dean of Student Affairs, in consultation with the Associate 

Deans, has the option to place a student on an administrative leave of absence when there is 

objective evidence that the student cannot perform, with or without reasonable accommodation, 

the essential function of their student role or when the student’s conduct creates a reasonable 

belief that a threat to the health or safety of others exists. The student will be counseled regarding 

the academic and financial consequences of the leave as well as the conditions for return into the 

curriculum. In order for a student to return from an administrative leave, a fitness for duty 

evaluation completed by a medical professional must be coordinated through Student Health 

Services indicating that they have been cleared to return to the curriculum. Student Health 

Services will provide documentation to the Associate Dean of Student Affairs or their designee 

that the student is able to return to the curriculum with or without reasonable accommodations.  

 

All requests for a leave of absence of any type must follow the process and procedures outlined 

below. 

Process: 

1. Students considering taking a leave of absence are strongly encouraged to begin this process 

as early as possible. Unanticipated Leaves or Leave of Absence will be considered as they arise. 

The student will be required to complete the Leave of Absence Request Form and present it to 

the Associate Dean of Student Affairs or their designee. The ADSA or their designee will review 

the purpose of the leave as well as the student’s plans to return to the curriculum. The ADSA or 

their designee will review with the student pertinent student affairs related concerns. 

2. For a leave of absence that is requested after a semester begins or at the mid-point of an 

academic year, the ADSA will convene a meeting with the Associate Deans and other academic 

leaders.  

4. Final review and approval of the Leave of Absence Request will be made by the Associate 

Dean of Student Affairs or their designee. If the leave is granted, the ADSA will compose a letter 

outlining the parameters of the leave as well as the conditions for return to the curriculum. A 

copy of the letter will be provided to the student and a copy will be retained in the student’s file 

in the Office of Student Affairs. The letter and completed Leave of Absence Request form will 

then proceed to the Registrar. 

5. If a change in the student’s situation arises during a granted leave of absence period, this may 

affect the terms of the granted leave of absence. In this case, the student must complete another 

leave of absence request form outlining any changes to the parameters of the leave and submit it 

to the Associate Dean of Student Affairs or their designee. All of the above outlined steps must 

be again completed. 



Return from a leave of absence: 

Return from a leave of absence must be approved by the Associate Dean of Students Affairs or 

their designee. If there was an academic plan associated with the leave, the Associate Dean of 

Curriculum must approve the return from a leave. If the student has an outstanding balance 

associated with the leave then the Accounts section will need to ensure that there is no balance 

outstanding prior to the approval of the student’s return. A student may return from a medical or 

administrative leave only with appropriate documentation from a physician or licensed 

psychologist that they have been deemed “fit for duty” as a student with or without reasonable 

accommodations. A leave of absence is granted for a specific time period as outlined in the 

Leave of Absence letter. If the student requests an extension of the leave, the student must 

reapply for a continued leave of absence. 

Students who do not return to full-time status at the end of the leave and who have not reapplied 

for renewal of the leave will be subject to initiation of a process that may result in being 

dismissed from Washington Medical Science Institute and will need to request reinstatement 

through the Associate Deans and Associate Dean of Admissions if they wish to return at some 

future date. The dismissal process will be initiated after the student has been sent a certified letter 

notifying them that their leave status has expired and that it is their responsibility to request an 

extension to their leave of absence within 10 business days if that is their intent. If no further 

communication is received from the student within 10 business days, or if the student indicates 

that they would like to withdraw from the institution, the Associate Dean of Student Affairs will 

notify the Registrar’s Office in writing that the student’s Leave of Absence has expired and that 

their status is, therefore, dismissed, or submit the student’s Withdrawal Form to the Registrar’s 

Office. The Registrar will immediately notify the Student Accounts and the Associate deans, 

Dean of the student’s status. The withdrawal/dismissal and reapplication process is considered 

on an individual basis given a student’s particular situation. 


