
Notes for the Preparation and Submission of Leave of Absence Request 

 

Notes 

・Please contact the Academic Affairs Office if you are currently outside Japan and affected by the 

international mail suspension (or significant delay). 

 

1. Consultation and submission counter 

Consultation regarding submission of Leave of Absence Request is available at the Academic 

Affairs Office* at your campus. 

*Independent Graduate Schools Office for graduate courses in the Graduate School of Business 

Administration, Graduate School of Social Design Studies, and Graduate School of Artificial 

Intelligence and Science 

 

2. Relationship between Leave of Absence and Academic Fees 

It is necessary to pay the semester enrollment fee for the semester you take a leave of absence. 

For details, please check the frequently asked questions about academic fees. 

 

3. Course guidebook 

Basic principles are described. Please check them in advance. 

 

4. Prohibition of withdrawal 

Once submitted, a Leave of Absence Request cannot be withdrawn, so please consider about it 

carefully. 

 

5. Special provisions for submission for two semesters 

Leave of Absence is on a semester-by-semester basis. You must apply each semester, even if you 

plan to take a year (or more) off. However, if the reason is military service, you can submit a 

Leave of Absence Request for the year (for two semesters). 

Submission cannot be made across an academic year. 

It is also possible to submit for two semesters in the case of outbound exchange. Please follow the 

instructions of the International Office.  

*If you are submitting for two semesters, please update the “semester you wish to take a leave of 

absence” column on the Leave of Absence Request by yourself. 

 

6. Application period 

The application period for the Fall Semester AY2024 Leave of Absence Request is open until May 

https://spirit.rikkyo.ac.jp/fees/faq/SitePages/index.aspx


31 (Fri.). 

After March 19, 2024 the URL below will be updated to show the AY2024 schedule for the 

enrollment registration enrollment status. 

Please check the R Guide of each college and graduate school for the application period for Leave 

of Absence Request. 

 

 

7. Leave of absence and year in the University  

Even if you take a leave of absence, the year shown on various systems will advance. 

 

8. Maximum number of leaves of absence 

Undergraduate students can take up to eight (4 years), Master's Program students up to four (2 

years), and Doctoral Program students up to six(3 years). It is also listed in the course guidebook 

noted in 3. above. 

 

9. Leave of absence and the timing of graduation / completion 

As for when graduation will take place due to a leave of absence, please contact the Academic 

Affairs Office (Independent Graduate Schools Office) individually as necessary, as it depends on 

the registration rules of each college and graduate school. 

 

10. Leave of absence and graduation or completion/extended-term graduation or extended-

term completion 

Students can not graduate or complete/extended-term graduation or extended-term completion 

for the semester in which they are on leave of absence. 

 

11. Re-enrollment 

Students who took a spring semester leave of absence will be re-enrolled as of September 20, and 

students who took a fall semester leave of absence will be re-enrolled as of April 1. No procedures 

are required for re-enrollment (automatic re-enrollment). 

 

12. Change of the guarantor 

A separate procedure must be followed if you wish to change the guarantor who has been 

registered to the University. 

(This cannot be changed with the Leave of Absence Request or the Request for Withdrawal from 

School.) 

  

https://rguide.rikkyo.ac.jp/2022zen/2022regist_lang/?id=a03


13. Submission method, etc. 

In principle, the student must submit the request/application in person at the Academic Affairs 

Office, however submissions by mail or by the guarantor are also accepted. Please check here for 

details. 

 

14. After submission 

If the leave of absence is approved by your college/graduate school, a letter of approval will be 

mailed to you and your guarantor. Please check the Letter of Approval for Leave of Absence to 

confirm the approval. Please note, however, that it takes approximately one month from the 

submission of the Leave of Absence Request before the approval by the college/graduate school 

you belong to and you receive the letter of approval. 

 

Click Here 

https://spirit.rikkyo.ac.jp/academic_affairs/paperwork/SitePages/application.aspx
https://spirit.rikkyo.ac.jp/academic_affairs/SiteAssets/info/2023/pub/20240201Request_for_Leave_of_Absence.pdf

