How to Submit a Leave of Absence Request

1. Loginto MyCoyote and select the Student Center tile.
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2. Selectthe Dropdown icon on the Academics Line.
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3. Select the “Leave of Absence Request” option.

Academics

Change of Majors/Minors Class Schedule

Course History Course Repeat Request
Enroliment Verification Enroliment: Add
Enrolliment: Drop Enrollment. Edit
Enrollment: Swap Exam Schedule

Grade Forgiveness Grades

Leave of Absence Request - Permission request: Add
Permission request: Drop/\Withdraw Transcript: View Unofficial
Veterans Benefit

4. Selectthe “Create New Request” button.

Leave of Absence Request

View Full Site

You do not have any existing Leave of Absence requests on record.

| Create New Request |




5. International Students: Read the message on the page and select either “Waiver” or “LOA.”
Then select “Next.”

*Please note: Only one online class will count towards the 12 units full-time. You may take
more than one online class but only if you have 8 credits of sit-in classes.

*Summer and winter terms are optional. You are not required to take class these terms. If
you take 12 credits in summer, you can take fall or spring term off as a vacation term.
Please note you must still fill out a waiver form

*For “Personal” reason - Please note, as an international student you will not be able to
remain in the U.S. for this time. Before you return, you must contact the Center for
International Studies and Programs for & new 1-20 and pay the 1-901 fee again.

Waiver
Degree-seeking undergraduate students who plan to be absent
®10A from the university for more than one term, excluding Winter

Intersession and Summer, must file a leave of absence to
preserve their current catalog rights (Title 5, Article 5, See.
40401) and avaid being discontinued from the University

Petitions for leaves of absence must be filed no later than
Census Date of the second consecutive term of non-attendance
Leaves of absence will not be approved for students subject to
disqualification or dismissal due to academic deficiencies or
disciplinary action. Students who do not retum to CSU, San
Bemardino at the conclusion of their planned leave and those
who enroll elsewhere without permission of the Office of the
Registrar will be considered to have withdrawn from the
university at the end of their last term of regular enroliment

All leave of absence penods for intemational students will be
reviewed by an Intermational Advisor in order to report the
student properfy in SEVIS. Be aware that your place in the
university will be assured on approval but you may have to leave
the U.S. for the duration of your leave Your immigration adviser
will give you further instructions on how to keep your immigration
status.

6. All Students: Read the directions and select “Next” to proceed with the “Leave of Absence”
request.

Degree-seeking undergraduate students who plan to be absent from the
university for more than one term, excluding Winter Intersession and
Summer, must file a leave of absence to preserve their current catalog
rights (Title 5, Article 5, See. 40401) and avoid being discontinued from the
University.

Petitions for leaves of absence must be filed no later than Census Date of
the second consecutive term of non-attendance. Leaves of absence will
not be approved for students subject to disqualification or dismissal due to
academic deficiencies or disciplinary action. Students who do not return to
CSU, San Bernardino at the conclusion of their planned leave and those
who enroll elsewhere without permission of the Office of the Registrar will
be considered to have withdrawn from the university at the end of their last
term of reguiar enroliment
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7. Select the reason for requesting a “Leave of Absence” out of the following options: medical,
military, or personal.
a. Please note, medical and military leave will require supporting documentation to be
uploaded.
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8. Complete the information on the form and then select “Submit.”
a. Anticipated Return Term - select which term you would like to resume taking
classes.
i. Please note thatterms shown inside brackets indicate that a Leave of
Absence is not required, and the form can be cancelled.
Category - select a category explaining the reason for the request.
c. Justification - briefly explain your reason for requesting a Leave of Absence.
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Justification

Back Submit

9. After selecting “Submit,” a message will verify that the form was submitted successfully.
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If you have any questions or concerns, please call (909) 537-4470

Return to Summary Return fo Student Center




