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Graduate School of
Biomedical Sciences
FORM GSBS16: REQUEST FOR LEAVE OF ABSENCE & STIPEND TERMINATION – WRITING DISSERTATION

GSBS POLICY:  After a successful dissertation defense, and with the approval of the Student’s Thesis Advisor, DEC Chair and the GSBS Dean, a student may request a Leave of Absence to complete the edits to their Dissertation.  The request for and the starting date of the leave of absence must be prior to the end of the four month deadline to complete and defend the dissertation. The student’s stipend will terminate on the effective date of the leave of absence.  

The Student, Thesis Advisor and DEC Chair will agree on a deadline for submission of the Dissertation to the Graduate School.  Requests for additional time after that date must be in writing and approved by the Student’s Thesis Advisor, DEC Chair and the GSBS Dean.  If the student has not submitted the dissertation within one year from the date of leave, the student will be administratively withdrawn from the school. The student has not met all requirements for graduation until the dissertation has been received and signed by the GSBS Dean. 

	Date of Leave
	     

	Deadline for submission of final Dissertation to Graduate School
	     

	Student
	     

	Thesis Advisor 
	     

	GSBS Program
	     

	 

	Student’s Signature
	
	Date

	

	Approval Signatures

	Thesis Advisor 
	
	Date

	DEC Chair
	
	

	GSBS Dean
	
	Date


	For GSBS Office Use – Distribution

	PSSA EMPLID:  
	 FORMCHECKBOX 
Registrar
	 FORMCHECKBOX 
Bursar
	 FORMCHECKBOX 
Financial  Aid
	 FORMCHECKBOX 
 ISSO   

	
	 FORMCHECKBOX 
Graduate Program Dir.
	 FORMCHECKBOX 
 GSBS Student File

	Program Action 
	 FORMCHECKBOX 
  LOA
	Action Reason
	WRDS (Writing Dissertation)

	GSBS Staff
	Date


INSTRUCTIONS:  This form should be completed and signed by the Graduate Student, Student’s Thesis Advisor, and Funding Department Administrator.  This will be the date that the student will be leaving the Graduate School and his stipend will end.  This date will be used to terminate the student’s Personnel Action (PA) form. 

This may be faxed (6-3659), sent via interoffice mail (GSBS, Room S1-824) or hand delivered.  Because signatures are required, it cannot be sent via e-mail.
· Stipend Termination:  The funding department will use this date to process the HR Employee Termination Form

	Stipend LOA Date:       

	The funding department will use this date to process the HR Employee Termination Form

	This is the day that the student’s LOA begins and the final day that a stipend will be paid.

	
	Name (Please Print)
	Signature
	Date

	Student 
	     
	
	     

	Thesis Advisor 
	     
	
	     

	Program
	     

	Graduate Program Director
	     
	
	     

	Funding Department
	     

	Funding Department Administrator
	     
	
	     

	Note to Funding Dept Administrator:  Student’s PA will be changed to Unpaid LOA, not Termination.  


	APPROVED

	
	

	GSBS Signature
	Date

	This form requires the signature of the GSBS Dean or Associate Dean


	For GSBS Office Use – Distribution

	( GSBS Student File

	GSBS Staff
	Date
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