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Preparing for a Leave of Absence or Withdrawal from Penn

INSTRUCTIONS


If you are taking a leave of absence or withdrawal from the University of Pennsylvania, you must follow specific steps so that you can remain in the United States, travel and return safely to the U.S. as an   F-1 or J-1 student or to accept employment upon your return.

Students taking a leave of absence or withdrawal have a grace period of 15 days after which they MUST leave the U.S, apply for a change status or transfer to another program. This 15 day grace period will commence on the official date of the leave of absence or withdrawal. If you are approved for a medical leave of absence by your academic department, you are not required to leave the U.S. 

There are several types of Leave of Absence

Please Note: Each academic department may hold their own definitions and requirements which vary from the general description provided below.

Medical Leave of Absence – illness or other medical condition which interrupts a full course of study

Personal Leave of Absence – for the purpose of pregnancy, family death, military service, etc.

Financial Leave of Absence – Lack of funding for upcoming semester(s)

Administrative Leave of Absence – University initiated leave such as an academic probation for purposes of poor academic performance or for disciplinary action.



Withdrawal – termination of study prior to conferral of a degree

For each type of Leave of Absence, as listed above, you must notify OIP prior to taking leave from the University of Pennsylvania by completing Section A of the attached Notification Form. In the case of a medical leave or withdrawal from a program, you must meet with an OIP advisor in addition to completing the attached Notification Form.

A Note Regarding Study Abroad:


Although students may be outside of the US for a semester or year for the purpose of study abroad, study abroad students are technically not on a leave of absence if they continue to be enrolled full-time at the University of Pennsylvania. 

INSTRUCTIONS: PREPARING TO LEAVE THE UNIVERSITY OF PENNSYLVANIA FOR A LEAVE OF ABSENCE 




   OR WITHDRAWAL

1. Notify OIP of your leave by completing the attached Notification Form 

Please note: If you are taking a medical leave of absence or if you plan to withdraw from your program, you must bring the completed Notification Form to OIP and meet an OIP International Student Advisor prior to your leave. If you are taking a medical leave, you must also complete a Request for Reduced Enrollment form, found on the OIP website: http://www.upenn.edu/oip/iss/forms.html
· OIP will place a copy of your request for leave or withdrawal in your file.

· OIP will de-activate your file as required by SEVIS regulations for the duration of your leave of absence (except in the case of an approved medical leave of absence).  This process will invalidate your current     I-20/DS-2019 form. You will not be able to return to the U.S. to resume your studies at Penn until you notify OIP that you are granted a return from leave and request a new I-20/DS-2019 form.

· When you are ready to return to Penn following your Leave of Absence, you must contact OIP and request the Returning from a Leave of Absence or Withdrawal from Penn form.  You are expected to complete this Returning from a Leave of Absence or Withdrawal from Penn form along with an Application for I-20/DS-2019, and submit these two forms to OIP at least 6 weeks prior to your return to Penn.

	













	Preparing for a Leave of Absence or Withdrawal from Penn

            NOTIFICATION FORM 


THIS FORM MUST BE COMPLETED PRIOR TO TAKING A LEAVE OF ABSENCE

Name__________________________________________________________ Gender





                           FAMILY NAME
                       FIRST NAME

Immigration Status:

F-1 Student________
J-1 Student________

SEVIS Number (found in the upper right corner of your I-20/DS-2019 document)   N





Student ID Number (or Social Security Number)_____________________         Date of Birth




Current Local Address in the Philadelphia Area

Email Address______________________________     Phone Number







Local Address












                              STREET



CITY


STATE

ZIP
Academic Program Information

School ________________________________   Department 








Degree Being Sought______________________ Anticipated Program End Date






Select the type of leave you seek to have granted by your department and provide a brief explanation. 

NOTE: Students who seek to have a Medical Leave granted must complete form and meet with an OIP Advisor.

Medical________     Personal________
    Academic Probation________      Withdrawal from Program



Explanation














Contact Information during Leave of Absence:

Email Address______________________________     Phone Number







Address during Leave of Absence:

       STREET ADDRESS



         CITY

STATE/PROVINCE


ZIP CODE


COUNTRY
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International Student and Scholar Services
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International Student and Scholar Services








Office of International Programs ( 3701 Chestnut Street, Suite 1W( Phone: (215) 898-4661 ( Fax: (215) 898-2622 ( Web: www.upenn.edu/oip


