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           POLICY  
Policy Title: Student Leave of Absence 
   
Policy No: 9013  Approval date: January 21, 2014   
Approval Body: President    
Effective Date: January 21, 2014  Review date: January 2016  
 

Policy Statement 
Any student at UCW who plans to interrupt their studies for more than one term must request a leave of absence in 
advance of their expected departure. The student must specify, as part of the request, the intended term start date after 
the leave. 

Purpose 
UCW recognises that occasionally, a student may wish or be required to interrupt his/her studies for a limited period of 
time. It is important for students to understand the implications of a leave of absence upon their overall program 
completion. 

Scope 
Any student who wishes to take a leave of absence from his/her studies for more than one (1) term should consult with 
Student Services. A “Leave of Absence Request” form must be approved by the relevant Chair (Undergraduate or 
Graduate Programs). The student must submit a “Leave of Absence Request” form at least two (2) weeks prior to the 
expected start date of the leave.  The leave request must contain: 

• Expected start date of the leave, 
• Expected term start date of return to UCW; 
• Rationale for the leave; and 
• Contact data while on leave. 

If a leave of absence is for medical or compassionate grounds, the student must include appropriate documentation with 
the leave request form. 

Student Services shall advise the student of the academic implications of a leave of absence, and shall assist the student in 
developing a leave plan which includes dates of intended return. 

The Chair shall only approve a leave if Financial Services verifies a student has cleared all outstanding financial 
obligations to UCW. 

A student on approved leave must contact Student Services prior to his/her return term start to determine availability of 
courses. 

Students holding ‘on-leave’ status from the University are not normally provided with academic supervision or with 
access to the University’s facilities, technology, or services. Any student requesting an exception due to extenuating 
circumstances must provide a written rationale as part of his/her request.  Access to the University’s facilities, 
technology, or services during a leave of absence is granted only with prior written permission of the relevant Chair.  

The maximum duration for a leave of absence is normally two (2) consecutive terms. If a student is absent from UCW for 
more than two (2) consecutive terms without prior approval from the Chair he/she may be withdrawn from the 
University. 

Student on leave for periods longer than one (1) term may be subject to changes in their degree program requirements or 
degree completion pathway. 
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A student is not normally eligible for a leave of absence during the final research project of his/her program. Any student 
requesting an exception due to extenuating circumstances must provide a written rationale as part of his/her request. 
Exceptions are granted only with the written permission of the Chair. 

International students on a leave of absence must ensure they remain in compliance with the terms and conditions of 
his/her study permit and/or visa. Domestic students on a leave of absence must ensure they remain in compliance with 
the terms and conditions of his/her student loans. 

All documentation for requested leaves, whether approved or denied, will be held in the Registrar’s Office as part of the 
student’s official academic record. 
 
Students have the right to appeal to the Vice President Academic (VPA) if the Chair denies a leave of absence. The 
decision of the VPA is final.  
  
There is no academic penalty associated with an approved leave of absence. 

Definitions 
These definitions apply to terms as they are used in this policy. 

Word/Term Definition 
Leave of Absence A period of time due to personal circumstances during which the student is absent from their 

studies after approval from the University.  

Related legislation 
none 

Related policies 
Policy Number Policy Title 
5006 Academic Appeals 
9007 Admissions 
9017 Course Changes and Withdrawals 
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Responsibility 
Students are responsible for requesting a leave of absence in advance of their expected departure.  
 
Students are responsible for contacting Student Services to register for courses before term start. Students are also 
responsible for advising Student Services if they are unable to return to their studies when and as planned. 
 
Students on federal or provincial student loans are responsible for liaising with Financial Services on their eligibility. 
 
International students are responsible for ensuring they are not in violation of their study permit if they take a leave of 
absence. 
 
Student Services is responsible for assisting the student to develop a leave plan. 
 
The relevant Chair is responsible for reviewing all requests for leaves of absence and for providing a written decision via 
emial to the student within 2 working days.  The Chair is also responsible for providing a signed copy of the leave request 
form to the Registrar’s Office for the student’s permanent record. 
 
The Registrar's Office is responsible for retaining all records or leaves of absence, whether, approved or denied, as part of 
the student academic record. 
 
The Registrar’s Office is responsible for monitoring students who have been absent longer than 2 terms. 
 
Student Services is responsible for contacting students on leave to verify their plans to return. 
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PROCEDURES 
Policy Title: Student Leave of Absence  
Policy No: 9013 Approval date: January 21, 2014  
Approval Body: President 
Effective Date: January 21, 2014 Review date: January 2016  

 

The student completes and submits a “Leave of Absence Request” to Student Services for review by the Chair 
(Undergraduate or Graduate Programs) in advance of the expected leave date. 

The Chair forwards the Leave Request Form to Financial Services for clearance prior to reviewing the request. 

Financial Services verifies the status of the student’s financial obligations to UCW, signs the request form, and returns it 
to the Chair.  

If there is no outstanding balance owing to UCW, the Chair reviews the request and determines if it is approved or 
denied, then advises the student of the decision via email within 2 working days, notifies Student Services of the decision, 
and provides a copy of the signed leave form to the Registrar’s Office. 

If there is an outstanding balance owing to UCW, the Chair denies the request and advises the student of the decision via 
email within 2 working days, then provides a copy of the signed leave form to the Registrar’s Office. 

Once the Chair approves the leave, Student Services ensures the student understands the implications of availability of 
courses on their return. 

The Registrar’s Office records the leave decision in the student record. 

The Registrar’s Office provides reports each term to Student Services and to academic staff on the approved leaves in 
progress. 
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APPENDICES 
Policy Title: Student Leave of Absence  
   
Policy No: 9013  Approval date: January 21, 2014  
Approval Body: President    
Effective Date: January 21, 2014  Review date: January 2016  
 

 

Leave of Absence Request Form 
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Reception        
Suite 200 – 1111 Melville Street,  
Vancouver, BC V6E 3V6               
Phone: (604) 915-9607   Fax: (778) 331-8268              
         

IMPORTANT 
• If you take a leave without prior approval and are away from your studies for 2 or more terms, UCW may withdraw you. 
• Email, fax or mail your Leave of Absence Request to Student Services to be directed to the relevant Chair (Undergraduate or 

Graduate) no later than 2 weeks before the term in which you intend to start your leave. 
 
Contact Information 
 
Last name:         Given Names:         
 
Previous Names (if any) while at UCW:              
 
UCW Student #:          Date of Birth (YYYY/MM/DD):       
 
Phone #:        Cell #:           
 
Email:          Alternate email:         
 
Current mailing address:                
             
Please update my address on file to the above address:      Yes        No  
 
Your program (Please check correct box)   BA   BCom       MBA 
 
Expected start date of leave: (YYYY/MM):            Expected term start after leave: (YYYY/MM):     
 
Reason(s) for leave of absence?  (attach separate  letter if more space is required)   

How can we contact you while you are on leave? 
 
Phone #:        Cell #:          
 
Email:          Name of Contact:        
 
Mailing address:                 

               
 
By signing this form, I agree that it is my responsibility to contact Student Services 3 weeks prior to my expected term 
start date. I agree that I shall comply with my approved leave of absence according to UCW policy. University Canada 
West is committed to using personal information collected in accordance with applicable provincial and federal privacy 
legislation. By completing this form, I consent to have the University use the submitted information for the purposes 
consistent with academic and support services of a post-secondary educational institution. 
             
  Signature       Date (YYYY/MM/DD) 
  

This Request for Leave will not be processed unless it is signed and dated by the offices below. 
Financial Services Signature: Date (YYYY/MM/DD): 

Chair Signature:   ⃝ approved     ⃝ denied    
 Comments: 

Date (YYYY/MM/DD): 

Registrar’s Signature: Date (YYYY/MM/DD): 

 

Date Received: 
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