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Leave of absence request handbook for faculty 

This document is intended for faculty and staff.  

Within this handbook, you will find the following: 

Guidelines on the Leave of Absence online submission process 
● Absence from Studies  
● Circumstances of Absence from Studies 
● Conditions of Absence from Studies 

● Leave of Absence Approval Process 
 

Appendix A:  Leave of Absence Review and Approval Process 
Appendix B:  Leave of Absence FAQs 

 

Guidelines on the leave of absence online submission and approval process 

Purpose 

This document is intended to provide guidelines on when leave of absence (LOA) 
requests should be submitted and the process behind submitting and approving an 
online LOA request through MyCampus. 
 

Absence from studies 

Graduate students are expected to be uninterruptedly registered in their designated 
program of study in order to support the timely completion of their degree. However, the 
university recognizes that under certain circumstances students may need to absent 
themselves from regular study while maintaining their relationship with the university. 
 
Such circumstances must have sufficient cause and an official leave of absence must 
be requested through the School of Graduate and Postdoctoral Studies (SGPS) and 
approved by the student’s supervisor (if assigned) and the graduate program director. 
Supporting documentation is required. 
 
A leave normally begins on the first day of term (September, January, May) for a period 
of one, two or three academic terms (four, eight or 12 months). Partial term requests will 
not be approved. Normally, retroactive leaves of absences will not be granted. Except 
for parental/maternity and medical leaves, it is not expected that a student will be 
granted more than one leave. Time limits for program completion will be extended by 
the duration of the leave. 
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Circumstances of absence from studies 

Acceptable circumstances include the following: 
• Exceptional circumstances, including medical, extraordinary demands of 

employment and compassionate circumstances. 
• Maternity leave, which is available to students during or following a pregnancy. 
• Parental leave, which is available to students who face extraordinary demands in 

parental responsibilities or whose duties require that they be absent from their 
studies for a period of time. 

 

Conditions of absence from studies 

During the period of leave, the following conditions apply: 
• Students are not registered or required to pay fees. 
• Students may not undertake any academic or research work, or use any of the 

university's facilities. 
• Students are not eligible to receive scholarships or assistantships from the 

university. In the case of other graduate student awards, the regulations of the 
particular granting agency apply. 

• Except for parental leave or in exceptional circumstances, it is not expected that 
a student will be granted more than one leave under the terms of this policy. The 
time limits for completing the degree program will be extended by the duration of 
the leave taken (i.e., one, two or three terms, as appropriate). 

• Leave of absence forms will not be processed for students who have outstanding 
fees. 

 
Students must inform the university immediately upon return. 

Leave of absence approval process 

1. SGPS– Initial review to verify student’s leave request. 
2. Supervisor(s) – Upon verification by SGPS, a notification is sent to all of the 

student’s supervisors (if assigned) for approval. Students without an assigned 
supervisor will only require approval from the graduate program director. 

3. Program Director – Upon approval by SGPS and supervisors (if assigned), the 
specific graduate program director receives a notification for approval.  

4. SGPS– Upon approval from graduate program director, SGPS receives a 
notification for processing the request.  

5. Student – An automatic notification will be sent to the student outlining the 
decision on the leave of absence request after the decision has been processed.  

 

LOA requests are normally not permitted after the first 10 days of the effective term 
however timelines may vary, so please consult the Graduate Academic Calendar for 
current deadlines. After the deadline, any LOA requests must be discussed with the 
School of Graduate and Postdoctoral Studies (gradstudies@ontariotechu.ca).  
 

If you have any questions regarding the online leave of absence request, please contact 

gradstudies@ontariotechu.ca. 

https://calendar.ontariotechu.ca/index.php?catoid=68
mailto:gradstudies@uoit.ca
mailto:gradstudies@uoit.ca
mailto:gradstudies@uoit.ca
mailto:gradstudies@uoit.ca
mailto:gradstudies@uoit.ca
mailto:gradstudies@uoit.ca


Appendix A – faculty approval process standard operating procedure 

 

 
 

LOA Faculty Handbook (School of Graduate and Postdoctoral Studies, July 2022)                                                        3 

 

Standard Operating Procedure – leave of absence review and approval process 

1. Purpose 

The purpose of this procedure is to document how supervisors and graduate program 
directors can review, comment and make a decision after a student submits a leave of 
absence (LOA) request.  
  
Graduate students are expected to be uninterruptedly registered in their designated 
program of study in order to support the timely completion of their degree. However, the 
university recognizes that under certain circumstances students may need to absent 
themselves from regular study while maintaining their relationship with the university. 
 

2. Scope 

This procedure applies to graduate students, SGPS staff, supervisors, GPD and GPS. 
 

3. Prerequisites 

A student must submit a leave of absence request through the Self Service option in 
MyCampus. 
 
Requests are normally due the first week of the effective term. Consult the Graduate 
Academic Calendar for deadlines. 

 
You must have network access to review an LOA request. 

4.  Definitions  

SGPS = School of Graduate and Postdoctoral Studies 
GPD = Graduate Program Director 
GPS = Graduate Program Staff 

 

5. Procedure 

1. After a student has submitted a Leave of Absence Request, the appropriate 
supervisor will receive an email. If the student does not have a supervisor, the 
notification email will go to the Graduate Program Director. See reference 6a. 

2. Select Go to the corresponding Workflow Activity in the email to initiate the 
decision process. You must have network access to review an LOA request. See 
reference 6a. 

3. Log in to Banner. See reference 6b. 
4. Review the LOA request, including supporting document (select View 

supporting document) and any previous approver’s comments. See reference 
6c. 

https://calendar.ontariotechu.ca/index.php?catoid=68
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5. Select a decision in the Indicate decision below box. If Deny Request is 
selected, the Reason box must be completed. See reference 6c. 

6. Add comments if necessary. Any comments will be included in the 
correspondence to the student.  See reference 6c. 

7. Select Complete to submit the decision. See reference 6c. 
8. Students and supervisors will be notified of the decision once the workflow has 

been reviewed by all required approvers. 
 

6. References 

 
Reference 6a - Step 1, 2 Screenshot 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
Reference 6b - Step 3 Screenshot 
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Reference 6c – Step 4, 5, 6, 7 Screenshot 
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Leave of Absence FAQs 

 
What is the approval process once a student submits a leave request? 
The request will follow the below approval process: 
 

1. SGPS– Initial review to verify student’s supporting documentation. 
2. Supervisor(s) – Upon verification by SGPS, a notification is sent to all of the 

student’s supervisors (if assigned) for approval.  Students without an assigned 
supervisor will only require approval from the graduate program director. 

3. Program director – Upon approval by SGPS and supervisors (if assigned), the 
specific graduate program director receives a notification for approval.  

4. SGPS– Upon approval from graduate program director, SGPS receives a 
notification for processing and final approval.  

5. Student – An automatic notification will be sent to the student outlining the 
decision on the leave of absence request after the decision has been processed.  
 
The student I am supervising has questions regarding the LOA process 
that I am unable to answer. Who should they contact? 
If a student has any questions regarding the LOA process and how it affects their 
studies, please have them contact gradstudies@ontariotechu.ca.  
 
I am unable to login to workflow and review the LOA request. 
You must be connected to the university’s network to be able to review LOA 
requests. If you are off campus, please ensure you log in to your Virtual Private 
Network (VPN) software to connect to the university’s resources. 
 
Why is the LOA request approval page showing abnormal formatting? 
Due to the compatibility with some web browsers, the LOA review page may 
show a series of underlines and dashes throughout the page. Please proceed 
with the process as normal. 
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I received a request for a student I am not supervising. What should I do? 
If you receive a request for a student you are not supervising please email 
gradstudies@ontariotechu.ca immediately. 
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