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LEAVE OF ABSENCE (LOA) FORM INSTRUCTIONS
1. Those who cannot attend scheduled OHS activities
(Group, Education or Face to Face) for three weeks
or longer will need a Leave of Absence to stay current in the program. But you can request an LOA for
a shorter period of time.
2. All reasons for Leave of Absence (LOA’s) must
comply with Title Nine (9) Section 9876.5. We can
only approve a leave of absence for the following
reasons:

it to the OHS you are enrolled in by e-mail, mail,
fax, or in person. You must complete the Leave of
Absence form. The request must contain the date
of the first activity you will miss, your expected return date and the reason for LOA. You must also
submit any documentation substantiating the need
for the leave of absence.

(a) Military personnel whose orders or responsibilities require an extended absence;

4. LOA’s are supposed to be requested in advance.
LOA’s that are not requested in advance will also
require an explanation as to why the LOA was not
requested prior to the leave.

(b) Participants whose work requires travel for an
extended period of time;

COMPLETING THE LOA FORM

(c) Participants who are absent due to their own
extended illness or medical treatment or that of
a family member;

1. Please read the entire form before filling it out.

(d) Participants who are incarcerated or participating in a residential alcoholism or drug abuse
recovery or treatment program;

3. The start date for the LOA is the date of the first
activity you will miss. The scheduled return date is
the date you will contact OHS to return from LOA
and be reassigned to your remaining activities. Estimate the return date if you are not sure as LOA’s
cannot be processed without an end date.

(e) Participants who cannot participate in program
services due to an extreme personal hardship
or family emergency. The program shall document in the participant’s record the nature of
the personal hardship or family emergency;
and
(f) Participants who have requested a leave of absence for a vacation. A leave of absence shall
be granted for a vacation only if the participant
has made up all absences and paid all outstanding fees.
3. You can request a Leave of Absence by completing
the Leave of Absence Request Form and returning

		
		

2. Fill in the entire form, including your current mailing
address.

4. Check off the appropriate box for the reason for the
LOA. You must include an explanation for personal
hardship LOA.
5. E-mail, mail, fax or bring in person the completed
form with supporting documentation to the OHS
Program you are enrolled in.
6. Call or email the program the next day to ensure
that the LOA request has been received and accepted.
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