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ACAD 27: 
Leave of Absence Policy

 
Effective Date: Friday, April 17, 2026 
 

1.0 PURPOSE 

The purpose of this policy is to provide a structured process for students who need to 

temporarily interrupt their studies due to personal, medical, family, cultural, or 

community circumstances. 

The Leave of Absence process allows students to pause their academic program while 

maintaining the opportunity to return to their studies without reapplying for admission, 

where appropriate. 

This policy supports student wellbeing and recognizes the diverse responsibilities 

students may have within their families and communities. 

2.0 SCOPE 

This policy applies to students enrolled in: 

• undergraduate degree programs 

• diploma and certificate programs 

• other credit-bearing academic programs offered by SKG 

The policy applies to both full-time and part-time students. 

3.0 AUTHORITY 

This policy is approved by the Board of Directors upon recommendation of the Vice 
President Academic and Research (VPAR). 
The Registrar’s Office administers Leave of Absence requests in consultation with 

academic leadership. 

4.0 GUIDING PRINCIPLES 

The Leave of Absence policy is guided by the following principles: 

Student Wellbeing 

Students may encounter life circumstances that require temporary interruption of their 

studies. 
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Cultural and Community Responsibilities 

The policy recognizes that students may need to participate in family, cultural, or 

community responsibilities. 

Flexibility and Compassion 

Requests for leave are considered with sensitivity to individual circumstances. 

Academic Continuity 

Students should be supported in returning to their academic program when they are 

ready. 

5.0 TYPES OF LEAVE OF ABSENCE 

Students may request a Leave of Absence for a variety of reasons, including: 

Medical Leave 

Serious illness or injury that prevents continued participation in academic studies. 

Family or Caregiving Leave 

Responsibilities related to family care or personal circumstances. 

Cultural or Community Leave 

Participation in cultural responsibilities, ceremonies, or community leadership roles. 

Personal Leave 

Other personal circumstances that temporarily prevent participation in academic 

activities. 

6.0 DURATION OF LEAVE  
A Leave of Absence may normally be granted for up to one academic year. 
In exceptional circumstances, an extension may be granted upon review and approval. 

7.0 APPLICATION PROCESS 

Students requesting a Leave of Absence must submit a Leave of Absence Request 
Form to the Registrar’s Office. 

The request should include: 

• reason for the leave 

• anticipated duration of the leave 

• any supporting documentation where applicable 
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Students are encouraged to consult with an academic advisor before submitting a 

request. 

8.0 REVIEW AND APPROVAL 

Leave of Absence requests are reviewed by the Registrar’s Office in consultation with 

academic leadership where appropriate. 

The decision will be communicated to the student in writing. 

9.0 ACADEMIC RECORD  
Students approved for a Leave of Absence will have their status recorded as Leave of 
Absence in the institutional academic records. 

Courses that were withdrawn prior to the leave will appear on the transcript according to 

the Course Withdrawal Policy. 

10.0 FINANCIAL IMPLICATIONS 

Tuition and fee implications will depend on the timing of the Leave of Absence request. 

Students should consult with the Finance Office regarding: 

• tuition obligations 

• potential refunds 

• financial aid implications 

11.0 RETURNING FROM LEAVE 

Students returning from an approved Leave of Absence must notify the Registrar’s 

Office of their intent to resume studies prior to the start of the academic term. 

Students may be required to: 

• meet with an academic advisor 

• confirm course registration 

• update program plans where necessary 

12.0 FAILURE TO RETURN  
Students who do not return from an approved Leave of Absence within the approved 

timeframe may be considered to have withdrawn from their program. 

Students wishing to resume studies after this time may need to apply for readmission. 

13.0 RESPONSIBILITIES 

Students 

Students are responsible for: 
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• submitting leave requests in a timely manner 

• communicating with academic advisors regarding their academic plans 

• notifying the institution when they are ready to return 

Registrar’s Office 

The Registrar’s Office is responsible for: 

• processing Leave of Absence requests 

• maintaining official records 

• coordinating communication with students 

14.0 POLICY REVIEW 

This policy will be reviewed every three years to ensure alignment with institutional 

priorities and student support practices. 

 


