
NURSING SERVICE GUIDELINES 
GENERAL 

 
 
Guideline:   Inpatient leave of absence 

(LOA) 
 
Policy Number Superseded:  3364-110-04-02 
 
Responsibility:   Attending physician and 

nursing director/house 
supervisor approval 

 
Purpose of Guideline:  Inpatients may take a 
Leave of Absence (LOA) from the hospital with 
attending physician and nursing director/ 
assistant nursing director/house supervisor 
approval. 
 

 

   
Effective Date: 

January 20, 2026 
 
Initial Effective Date:  

      January 20, 2026 
  

 
Procedure: 
 
(A) The attending physician must authorize the LOA with an electronic/written 

order. 
 

(B) The attending physician must designate a time frame and sign the LOA form.  
 

(C) The RN obtains approval from the nursing director/house supervisor. 
 

(D) Necessary medications are obtained from pharmacy and marked with patient 
name, medication, administration time, dosage, and route. 

 
(E) Patient or significant other must verbally acknowledge that they have received, 

understand, and intend to comply with instructions concerning medical 
condition, treatments, and medications while on LOA. This information must be 
documented in the medical record. 

 
(F) The unit telephone number is provided to the patient/significant other. 

 
(G) Verbal agreement must be obtained from the patient/significant other that they 

will immediately notify the hospital if their medical condition changes or if they 
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need assistance in any manner, and that they will return within the time frame 
designated on the LOA form.  This information must be documented in the 
medical record. 

 
(H) The patient or responsible party must include printed name, signature, 

relationship, and contact information on the LOA form. 
 

(I) Indicate “patient not on unit” in admin-RX for the medications that are scheduled 
to be given over the time of the LOA. 

 
(J) The condition, appearance, and behavior of the patient upon return from the 

LOA must be recorded in the medical record. 
 

(K) Problems encountered while on the LOA must be recorded in the medical record 
and the physician must be notified. 

 
(L) Verify and document that the patient has taken medication(s) while on the LOA. 

 
(M) If the patient does not return by the designated time, notify the house 

supervisor. 
 

(N) All patients on LOA’s must return by 11:00 p.m.  Patients who have not returned 
by midnight are automatically discharged (except patients who have been 
granted an extended LOA). 
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