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Leave of Absence/Return to School (Reinstatement) Application Manual
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1. Progress status display for “Leave of Ab%ence” approval.

2. Classified as Pending, Approved, or Disapproved

3. “Approved” is displayed in blue, “Disapproved” is displayed in red.

4. For each item clicked, the processing date and time, and contents’ pop-up will show up.

1. This is what the screen looks like for students who apply for a leave of absence
(applicable for enrolled and extended leave of absence students.)

2. After clicking the “New” button, enter the “Starting Year of Leave of Absence/
Semester”, “Ending Year of Leave of Absence/ Semester”, and the “Detailed Reason
for Change.”

3. After clicking the “Save” button, the process status will change into “Filling Out”,
and after clicking the “Apply” button, the progress status becomes the “Awaiting
Department Approval.”

4. After clicking the “Apply” button, an email requesting the leave of absence is
automatically sent to the department and the person in charge of the relevant
department.

5. From the “Awaiting Department Approval” status, any edit cannot be made and
only progress status can be viewed. (However, if no approval has been made yet in
the “Awaiting Department Approval” status, data can be edited after clicking the
“Cancel” button. If at least one approval has been processed by the department or the
relevant department, it cannot be canceled. If the student wishes to modify, they have
to go to the department and request to turn down the application and then re-apply.)

6. Only PDF format can be uploaded, and those who take special leave of absence
(military, disease, business start-up, childbirth, etc.) and extended students need to
attach the document.

7. Previous year/semester cannot be entered as the “Starting Year of Leave of
Absence/ Semester.”

8. The reason for leave of absence should be in maximum 1,300 characters and is a
required field.

9. If a student applies for a leave of absence while on a leave of absence, the
extension of the leave of absence will be automatically inputted, and the starting date
of the leave of absence cannot be entered after the semester for which the student is
expected to return to school.

10. Only special leave of absence is permitted for the first semester of the first year of
the undergraduate students.

11. For undergraduate students, after reaching “Advisor Standby” status, the
students must contact their professor individually to arrange an interview (students
can visit the Counseling Center from 9 am to 6 pm on weekdays, except lunch hours.)

12. Upon completion of the final approval for leave of absence, students will receive
an email of approval from GIST.
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1. Progress status display for “Reinstatement” aplproval.

2. Classified as Pending, Approved, or Disapproved

3. “Approved” is displayed in blue, “Disapproved” is displayed in red.

4. For each item clicked, the processing date and time, and conten

ts’ pop-up will show up.

1. This is what the screen looks like for students who apply for return to
school (only students on leave of absence can apply.)

2. Students can change their personal information on the personal
information change pop-up screen that shows up on the screen of the return
to school application if the student's personal information has changed.

3. After clicking the “New” button, data is automatically entered according to
the existing leave of absence information.

4. After clicking the “Save” button, the process status will change into
“Filling Out”, and after clicking the “Apply button, the progress status
becomes the “Awaiting Department Approval.”

5. After clicking the “Apply” button, an email requesting the return to school
is automatically sent to the administrative department and the person in
charge of the relevant department.

6. From the “Awaiting Department Approval” status, any edit cannot be
made and only progress status can be viewed (however, if no approval has
been made yet in the “Awaiting Department Approval” status, data can be
edited after clicking the “Cancel” button. If at least one approval has been
processed by the department or the relevant department, it cannot be
canceled. If the student wishes to modify, they have to go to the department
and request to turn down the application and then re-apply.)

7. Previous year/semester cannot be entered as a “Returning Year/Semester.”

8. The reason for return to school should be in maximum 1,300 characters
and is a required field.

9. The return semester cannot be entered after the expected return semester.

10. If you apply for a return to school before the semester you plan to return
to, return status will be automatically inputted.

11. Upon completion of the final approval for return to school, students will
receive an email of approval from GIST.




