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	Department
	College of Liberal Arts (CLA)

	Policy
	1. Follows policy and procedure criteria guidelines set out in Department graduate student handbook and/or policy and procedures active and currently in effect of specific department.

2. Follows policy and procedure guidelines set out by the CLA.

3. Follows policy and procedure set out by University.



	1) Follows policy and procedure set out by University (see Documentation U of M Administrative Policy Leave of Absence and Reinstatement from a Leave: Graduate Students) http://policy.umn.edu.

2) Students go through approval process initiated at the Department level for 1-4 semester(s) LOA.  

3) Clock stopped for funding contingent upon budgetary considerations.

4) Promised funding honored if and only if budget allows.

5) Personal reasons for LOA:
a) serious illness;
b) death of a loved one (family member or otherwise) the consequences of which require a considerable time investment from the student;

c) childbirth or adoption of a child;

d) required military service;

e) need to deal with a serious family obligation such as caring for a family member that is ill or incapacitated;

f) becoming the caregiver for someone whose former caregiver was called to military service or incapacitated;

g) Debilitating economic need.
h) other


         5A)  Academic and/or professional reasons 
                  for LOA:

a) Off-campus experience that is directly related, in an important way, to their academic/professional development but cannot be financially supported.  (Granting such a leave would be a judgment call by the department).

b) Special research opportunities national and/or international;

c) Special teaching opportunities, internships, local, national, international;

d) Special work opportunities local, national, international.



	Procedure
	1. Student requests an approved LOA from DGS according to departmental, CLA, and University policy guidelines and procedures.

2. Department reviews request and either:   
 a) approves OR;
 b) denies leave of absence.

3. If approved, the Department drafts letter specifying the time and term and stipulation of financial contract with new time table for time to degree and completion, and new funding timeline and agreement (contingent upon budgetary approval and considerations).

4. If denied, the Department drafts letter specifying reasons for denial of leave of absence according to CLA and University policy guidelines.

5. DGS/DGS assistant or appropriate department administrator coordinates and officially requests the leave of absence for student from CLA, provides copies of letter of support and explanation, and submits the completed University Leave of Absence request and Reinstatement forms.

6. DGS/DGS assistant or appropriate admissions administrator assists the student in Readmission process.


	1. CLA, through the Office of Research and Graduate Programs (ORGP), provides University and CLA policy and procedure guidelines to departments and notifies all entering students of policy (see Documentation U of M Administrative Policy Leave of Absence and Reinstatement from a Leave: Graduate Students http://policy.umn.edu).
2. CLA ORGP provides link to template for letter request and explanation, and link to UM Forms 1758 (Leave of Absence Request: Graduate Students) and 1759 (Leave of Absence Reinstatement Request: Graduate Students).

3. CLA ORGP reviews departmental requests and decisions for leave of absence, and either approves or denies departmental requests with an explanation of the decision and enters the leave on the student’s record in Peoplesoft.
4. If approved for leave of absence the clock stops on TIME TO DEGREE.

5. Every attempt is made to honor admission promises of funding promised by departments, though are not guaranteed (contingent upon budgetary approval and considerations).

6. CLA ORGP, upon receipt of Reinstatement Request form, removes leave from student record in Peoplesoft. 
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