
 

 

 
 

 
 

 
 
 
 

 
 
 
 

 
 
 
 

 

 
 

Pratt Institute 

LEAVE OF ABSENCE OR WITHDRAWAL FORM 
 

(Please Print) 

STUDENT INFORMATION 

 Ms 
Mr 

Last Name:                                          First:                                           Middle: Pratt ID no.: CUM GPA 

LOCAL ADDRESS 
Street address: 

phone numbers: 
(          ) 
(          ) 

P.O. box: City: State/Zip: Country 

PERMANENT ADDRESS 
Street address: 

Cell phone number: 
(          ) 

P.O. box: 
 

City: State/Zip: Country: 

Email  
  Graduate      Undergraduate Program of Study: 

Instructions: First, read the back of this form for important information; complete the Student Information box and either the Leave of Absence or 
Withdrawal sections below. Next, take this form to your advisor for approval and acquire the appropriate signatures below. This form will be 
processed and your registration record updated in the Registrar’s Office.  If you are withdrawing an exit interview will take place. 
 

LEAVE OF ABSENCE: A Leave of Absence carries a $20 fee, but you will not have access to the Institute facilities during this period.  Students 
who are in good academic standing may be granted a leave of absence for up to two semesters.  

I understand that if I take a Leave of Absence after the first day of the semester I am responsible for all or part of my 
semester bill, regardless of the reason for the Leave of Absence. Further, I understand that I may lose all or part of my 
Financial Aid for the term. 

Please initial: 

Leave begins  Fall  Spring  Summer        Year___________       I intend to return Fall  Spring  Summer    Year________ 

Did you complete registration for the semester in which you are requesting a leave?   YES           NO 

Do you have health insurance through Pratt Institute?      (See reverse side for information)  YES           NO 

Do you receive any Financial Aid?  YES           NO 

Are you living in Student Housing?  YES           NO 

Are you an International Student?  YES           NO 

COMPLETE WITHDRAWAL: I do not intend on returning to Pratt Institute. I understand that my matriculation will be terminated, and I will be 
required to re-apply if I decide to return to the Institute. 

I understand that if I withdraw after the first day of the semester I am responsible for all or part of my semester bill, 
regardless of the reason for the withdrawal. Further, I understand that I may lose all or part of my Financial Aid for the 
term. 

Please initial: 

Withdrawal begins  Fall  Spring  Summer        Year___________        

Did you complete registration for the semester in which you are withdrawing?   YES           NO 

Do you have health insurance through Pratt Institute?      (See reverse side for information)  YES           NO 

Do you receive any Financial Aid?  YES           NO 

Are you living in Student Housing?  YES           NO 

Are you an International Student?  YES           NO 

I have read and understand the terms on the reverse side pertaining to my Leave or Withdrawal and I have scheduled my exit interview. 
 

Student’s Signature (required) _______________________________________________________     Date _______/_________/_________ 

Advisor signature: Financial Aid: Bursar: 

International Affairs: Residential Life: Perkins Loan Office: 

REASON:   Academic   Medical Personal Employment Military  Financial 
 Family Concerns  Judicial Reasons   Transfer to Another College   Visa Problems 

Interviewer 
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Leave of Absence: 
Students, who are in good academic standing and have paid their Institute account in full, may request a leave of absence for one or 
two semesters.  Extensions beyond one year require a new application to be filed. Students returning after an approved leave of 
absence are not required to apply for re-admission. Students that do not return and fail to request an extension will be withdrawn from 
the Institute and be required to apply for re-admission (see the Re-admission procedures). Students must apply for a Leave of Absence 
before the last day to drop a class in a given semester. A Leave of Absence will not be granted once a student’s thesis is in progress. 
International students must obtain authorization from the Office of International Affairs. 
A leave of absence from Pratt Institute precludes you from taking courses at another academic institution without prior approval from 
your academic program. A ‘Permission to Take’ form must be on file on the Registrar’s Office. The leave of absence fee is $20. 
Students must obtain all required signatures on the application form and return it to the Office of the Registrar for processing. Students 
that take a Leave of Absence after the first day of the semester are responsible for all or part of my semester bill, regardless of the 
reason for the Leave of Absence. Students may lose all or part of their Financial Aid for the term. 
 
Medical Leave of Absence 
If you are seeking a leave of absence for a medical or psychological condition, you must provide appropriate documentation from an 

attending health care professional to the Health and Counseling Office. This documentation should include: 
 Diagnosis of the problem 
 Prognosis of treatment and recovery 
 Any limitations on employment or class participation 

Your leave of absence form must be accompanied by a recommendation from the Health and Counseling Office. You are also required 
to obtain a recommendation for return from your health care provider and authorize the release of any relevant information necessary 
to assist your readiness to return. You should be assessed by the Health and Counseling Office at Pratt Institute before requesting a 
medical leave of absence as well as upon your request to return to expedite the process. 
 
Advisors Approval 
Advisors should review your request with you to determine how you will be able to complete your program within an appropriate 
timeframe. You should also notify your Academic Advisor prior to the registration period for the semester of your return. You should be 
aware that your leave may affect your ability to pre-register for the semester in which you return. 
 
Pratt Housing 
If you live in a residence hall, you must contact the housing office regarding your change in residential status, and you must adhere to 
payment charges and deadlines. 
 
Financial Aid 
You should meet all financial aid deadlines for the semester that you plan to return to Pratt. If you take a leave of absence you may be 
required to immediately repay financial aid for the semesters that you are on leave. You must meet with your financial aid counselor to 
see what you may need to repay. A leave of absence or complete withdrawal does not exempt you from student loan repayment.  
 
Student Health Insurance 
If you have health insurance through Pratt, you may be eligible for enrollment in the Student Health Insurance Plan during an official 
leave of absence. Please check with the Health and Counseling Office for information.  
 
International Students 
If you are an international student holding an F1 or J1 visa, a leave of absence will affect your visa status. You must contact the Office 
of International Affairs to review your status and requirements pertaining to your matriculation while on a leave of absence.  
 
  
Complete Withdrawal 
If you take a complete withdrawal after the first day of the semester, you are responsible for the percentage of the tuition and all fees 
based on the date of withdrawal. If you are receiving any Financial Aid or a Pratt Grant you may be required to repay the financial aid 
or grant that you received during the semester that you decide to leave Pratt.  No transcripts will be released if you owe money to 
Pratt. You must meet with one of the following people for an exit interview when you turn in this form to the Registrar’s Office. 
Ms. Marcia Approo, Assistant Registrar – Records 
Mr. John Matheus, Associate Registrar 
Mr. Lisle Henderson, Registrar 
 
If you have health insurance through Pratt, you may be eligible to continue enrollment in the Student Health Insurance Plan even once 
you withdraw.  Please check with the Health and Counseling Office for information. 


