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25 February 1997

INTEGRATED SUPPORT COMMAND PORTSMOUTH INSTRUCTION 1050.2G

Subj:
LEAVE AND LIBERTY FOR MILITARY PERSONNEL

Ref:
(a) Personnel Manual, COMDTINST M1000.6, Chapter 7

1.
PURPOSE. This Instruction publishes command policy and procedures for requesting and granting of leave and liberty to military personnel.

2.
ACTION.

a.
There is no requirement for personnel on leave to check out/in by telephone. The Personnel Reporting Unit (PERSRU) will charge leave as indicated on the Leave Authorization form. It is the Division Officer’s responsibility to ensure personnel returning early from, or extending periods of leave, advise the PERSRU accordingly.

b.
All military personnel shall be made aware of the contents of, and comply with, this Instruction.

3.
DIRECTIVES AFFECTED. SUPPORT CENTER PORTSVA INST 105O.2F is hereby cancelled.

4.
DISCUSSION. The granting of leave and liberty to military personnel will be in accordance with reference (a) and as set forth within this instruction. Commensurate with an individual’s leave balance and this command’s overall support operations, each member is encouraged, and shall be given the opportunity to take leave. Division Chiefs are responsible for scheduling leave for their personnel consistent with current and projected workloads. Particular planning is required during the summer months, Christmas and New Year.

a.
General Information.

(1)
All personnel will advise the PERSRU and/or the OOD of any changes to their leave address or telephone number.

(2) Permission must be granted by Commander, Maintenance and Logistics Command Atlantic (p) prior to traveling to a foreign country (except Puerto Rico, Virgin Islands, Bermuda, Canada, Bahama Islands and Mexico) while on leave.

(3) Personnel normally earn 30 days leave per year at the rate of 2.5 days per calendar month. Leave is accounted for on a fiscal year basis. Earned leave may exceed 60 days during the fiscal year. Balances over 60 days will be reduced to 60 days on 1 October yearly without compensation. It is the individual’s responsibility to keep track of his/her leave balance.

(4)
Leave en route on permanent change of station orders and in connection with temporary additional duty may be granted as per reference (a).
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a.
(5)
There are no restrictions on the number of miles a member may travel on leave or liberty. It is the member’s responsibility to return prior to the expiration of leave or liberty.

(6)
The official accounting document for leave is the Leave and Earnings Statement (LES), (CG-5209). The Pay & Personnel Center issues an LES to each member monthly. A period of leave taken during the past month may not be reflected on the current LES, but should be shown on the next LES. For example, leave taken from 1-12 September may not appear on the September LES, but should be reflected on the October LES. Personnel suspecting an error on their LES should inform the PERSRU.

b.
DEFINITIONS.

(1)
Leave - authorized absence from the unit, chargeable to the leave record.

(2)
Earned Leave - leave accrued as of any given date.

(3)
Advance Leave - leave granted prior to being earned, but with the reasonable expectation that it will be earned prior to the normal expiration of enlistment.

(4)
Excess Leave - leave in excess of the amount normally earned during a period of service. Pay and/or allowances are not authorized for periods of excess leave.

(5)
Sick Leave - authorized absence while under medical care. Sick leave is not chargeable to the leave account.

(6)
Emergency Leave - leave granted in cases of death or an emergency in the immediate family of the member or member’s spouse. Immediate family includes father, mother, spouse, children, brother, sister, or only living relative. The Coast Guard will assume the cost of emergency leave travel for OUTCONUS whenever any of the conditions specified in article 7-A-5f PERSMAN exist and are properly substantiated and verified by the American Red Cross.

(7)
Terminal Leave - accrued leave taken immediately prior to separation (i.e. Discharge, RELAD, Retirement) where the member departs and does not return to the unit. All separation paperwork is completed prior to departure on leave.

(8)
Liberty/Special Liberty - an authorized absence granted for short periods, normally not to exceed 72 hours.

5.
POLICY AND PROCEDURES.

a.
The ISC Commander, Deputy Commander and Division Chiefs are authorized to grant leave. In the absence of the Division Chief, leave requests are approved by the Assistant Division Chief. The OOD has limited approval authority.

b.
Two or more leave periods may not be combined with liberty to extend the overall leave period (i.e. leave Monday through Friday, liberty on Saturday and Sunday, and leave Monday through Wednesday).
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5.
c.
Regular leave requested over a duty day will require the individual to obtain a standby unless authorized in the event of an emergency.

d.
Requesting Leave.

(1)
All leave requests shall be submitted on a CG-2519 (Leave Authorization). The form may be typed, printed, or created in the Forms Menu. The Deputy Commander will approve leave for Division Chiefs. Division Chiefs will approve leave for all personnel within the division. Enlisted personnel shall submit requests to their Division Chief. A copy of the request will be provided to the appropriate watch coordinator. If leave is requested over a duty day, the request must be signed by the standby prior to submission. All Division Chiefs will forward the approved Leave Authorizations to the PERSRU for posting to the member’s record. A copy of the Leave Authorization should be provided to the member upon approval of the leave.


(2)
Requests for extensions to leave made during work hours will be approved by the individual’s Division Chief. Requests for extensions of leave, emergency leave, and sick leave recommendations made after normal work hours shall be referred to the OOD. The OOD shall refer the request to the individual’s Division Chief or the Personnel Officer for approval. When these individuals cannot be reached, the OOD is authorized to take action. This action will be annotated in the OOD’s Log Book.

(3)
The Personnel Officer will take follow-up action on leave authorizations granted after normal working hours.

e.
Sick Leave.

(1)
Sick leave is a recommendation by a Medical Officer or a practicing physician. Recommendations will be referred to the Division Chief or Personnel Officer for approval.

(2)
Personnel that become ill while in a liberty status, and are unable to report to work, shall contact their Division Chief (via the OOD if after hours) and the Medical Department, (757) 483-8596. The Medical Department will take the individual’s symptoms over the telephone, and:

(a)
Instruct the member to stay at home (limited to that day only), and report to Medical for treatment on the following work day, or

(b)
Direct the member to report to Medical for immediate diagnosis and treatment. The Medical Administrator will inform the Personnel Officer and the member’s Division Chief of the individual’s medical status.

f.
Departures on Leave. Leave commences at 1600 on workdays and personnel shall pick up their Leave Papers from their Division or Branch Chief. Personnel departing on leave on non-work days may pick up their leave papers on the last work day prior to their departure. Personnel departing on sick leave or emergency leave may depart at any time. Personnel in the duty section may not depart on leave until their duty day has been completed. The day of departure is not normally charged as leave.
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5.
g.
Returning from Leave. All leave expires at 0730 on the day indicated on the Leave Papers. The day of return is not normally charged as leave.

h.
Terminal Leave.

(1)
Requests for terminal leave in conjunction with retirement, should be submitted at the same time the retirement request is submitted. Under normal circumstances, terminal leave may not be authorized if submitted less than 60 days prior to intended departure date on leave, unless approved by the Deputy Commander.

(2)
Requests for terminal leave in conjunction with discharge or RELAD must be submitted at least 45 days prior to the intended departure date. Requests submitted after that date must be approved by the Deputy Commander.

(3)
Advance planning of terminal leave is essential to ensure timely receipt of final pay upon separation. Failure to properly plan terminal leave as outlined above may result in reduced payment, or non-receipt of final pay for up to 45 days following separation.

i.
Liberty.

(1)
Division Chiefs are authorized to grant special liberty to military personnel. This authority may not be delegated down.

(2)
Compensatory liberty may be requested when a duty day falls on a public holiday as outlined in reference (a). When such holidays fall on a Saturday or Sunday, the preceding Friday or succeeding Monday will also be considered a holiday. Requests will be forwarded to the Division Chief for approval.




//S//

E. M. BROWN

Dist:
List I
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