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Dear all
It continues to be an issue cited in audits and program reviews the fact that LOA requests are being approved after the fact, we need to remind you of what is required from institutions in this area.
If an LOA is cited as an unapproved LOA, the school would be cited as late termination and in most cases also a late payment of refunds.  This last one is a serious finding.
The following was extracted from the 10-11 SFA HB starting on page 5-32.  It is not a complete extract on LOA please read subsequent pages and side memos on the HB
Approved leave of absence 
A leave of absence (LOA) is a temporary interruption in a student’s program of study. LOA refers to the specific time period during a pro​gram when a student is not in attendance. An LOA is not required if a student is not in attendance only for an institutionally scheduled break. However, a scheduled break may occur during an LOA. 

An LOA must meet certain conditions to be counted as a temporary interruption in a student’s education instead of being counted as a with​drawal requiring a school to perform a Return calculation. If an LOA does not meet the conditions in 34 CFR 668.22(d), the student is consid​ered to have ceased attendance and to have withdrawn from the school, and the school is required to perform a Return calculation.
In order for an LOA to qualify as an approved LOA – 

1. the school must have a formal written policy regarding leaves of absence requiring that all requests for leaves of absence be submitted in writing and include the reason for the student’s request; 

2. the student must follow the school’s policy in requesting the LOA; 

3. there must be a reasonable expectation that the student will re​turn from the LOA; 

4. the school must approve the student’s request for an LOA in accordance with the school’s policy; 

5. the institution may not assess the student any additional in​stitutional charges, the student’s need may not increase, and therefore, the student is not eligible for any additional Federal Student Aid; 

6. the LOA together with any additional leaves of absence must not exceed a total of 180 days in any 12-month period; 

7. except in a clock-hour or nonterm credit-hour program, a stu​dent returning from an LOA must resume training at the same point in the academic program that he or she began the LOA; and 

8. if the student is a Title IV loan recipient, the school must ex​plain to the student, prior to granting the LOA, the effects that the student’s failure to return from an LOA may have on the student’s loan repayment terms, including the expiration of the student’s grace period.
A student granted an LOA that meets the criteria in this section is not considered to have withdrawn, and no Return calculation is required. Upon the student’s return from the leave, he or she continues to earn the Federal Student Aid previously awarded for the period.
Written formal policy required 
Among the policies and procedures a school must maintain is one that discusses the procedures a student must follow in applying for a leave of absence, and the criteria the institution will apply in determin​ing whether to approve the application. An institution’s LOA policy must specify that all requests for an LOA must be submitted in writing, must be signed, and must be dated.
As mentioned previously, the regulations provide that an institution must determine, before it grants an LOA, that there is a reasonable expec​tation that the student will return from the leave. In order for the institu​tion to make such a determination, and in order for it to ensure that the student meets the criteria in the institution’s LOA policy, the institution must know the student’s reason for requesting the leave. Therefore, an institution’s LOA policy must specify that the reason for a student’s leave request be included on a student’s application for an LOA. 
An institution’s policy must require a student to apply in advance for an LOA unless unforeseen circumstances prevent the student from doing so. For example, if a student were injured in a car accident and needed a few weeks to recover before returning to school, the student would not have been able to request the LOA in advance. A school may grant an LOA to a student who did not provide the request prior to the LOA due to unforeseen circumstances if the school documents the reason for its decision and collects the request from the student at a later date. In this example, the beginning date of the approved LOA would be determined by the institution to be the date the student was unable to attend school because of the accident. 

A school must publicize its LOA policy. The school may do this by including that policy in the consumer information the school makes available to students (see Volume 2 – School Eligibility and Operations).
Reasonable expectation of return 
This condition is specified to make clear that a school may not grant a student an LOA merely to delay the return of unearned Title IV funds.
