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1.
PURPOSE:

To establish MEDDAC standards and policies on Leaves and Passes for military personnel. All military personnel assigned to MEDDAC will be authorized the opportunity to utilize the leave program to the maximum extent possible, and to exercise their right of absence through periods of authorized leave.

2.
PROCEDURES:

a.
The DA Form 31 (Request and Authority for Leave) will be used when requesting leave. All leaves will begin “on or after” the (from) date indicated on the DA Form 31. Personnel returning early from leave will notify the Human Resources Division (HR) at 526-7955/7037 (during duty hours) or the CQ (during non-duty hours and weekends) at 526-7002. All E-5 and below MUST physically sign in and out with either the Human Resources during duty hours or the CQ after duty hours, as indicated above.  
b.
Once the DA 31 is signed and turned into Human Resources for processing, the Soldier will be charged leave for the dates indicated unless the leave is properly cancelled, or adjusted.

c. Soldiers that elect not to take leave, once the DA 31 is turned into the Human Resources for processing, must submit a memorandum addressed to the Chief, Personnel Division through the Company Commander. This memorandum must be submitted as soon as the soldier elects not to take leave in order to ensure accredited leave remains in the soldier’s leave account. All soldiers must notify the Human Resources office of any changes in the departure or return dates established on the approved DA Form 31.

d. Once the DA Form 31 is signed by the soldier and approved by the supervisor, the form will be submitted to the Company Commander/lSG for signature.  Leave of 15 days or more requires the Hospital Commander as the approving authority. All leave requests are to be turned into the PAC no later than 14 days prior to the requested start date. (See End #5). The DA Form 31 will be prepared in four copies, with the MEDDDAC staffing summary sheet or be completed utilizing the Pure Edge program. The day of departure or day of return will not be charged as leave if the soldier performed duty for at least one-half of the normal workday. In addition, soldiers will not be charged leave when returning on a non-duty day.

e. OCONUS leave travel requires theater or country clearances. These requests must be submitted at least 60 days in advance of travel, through Human Resources and S2/S3 sections. (See End. #5). The DA Form and DA Form 31 will be completed prior to travel. The Anti-Terrorism Force Protection Level I briefing is mandatory for all personnel traveling on OCONUS Leaves, TDY’s and PCS moves. The required documentation for OCONUS leave is a copy of the flight itinerary, a copy of VISA or Passport, and the Anti-Terrorism certificate. The Anti-Terrorism certificate and brief are accomplished utilizing the APEQS program. The Company Commander will be the Supervising recommendation signature approval with Human Resources forwarding the DA form 31 and supporting documents to the MPD for final approval.
f. All soldiers will have the DA Form 31 and the DD Form 2 (Identification Card) in their possession at least two days prior to the leave start date. All leave requests must have a control number or Permissive TDY annotated in block 7 of DA Form 31.

3. 
EXTENSIONS OF LEAVES:
a.
All extensions of leave require the approval of the Company Commander or the 1SG.  Supervisors will notify the Company Commander/1SG on all leave Extensions/Request.

b.
Request for extensions may be made in person or telephonically.  This request will be coordinated NLT two days in advance of the leave termination date.

c.
When the requested extension is approved, an entry will be made in item 15 of DA Form 31 and the Leave Clerk will make the appropriate entry on the Leave Control Log.

4.
PERMANENT CHANGE OF STATION LEAVES (PCS):
PCS Leaves will not be processed or assigned a control number until the soldier has orders.  A Request for Orders (RFO) is not a substitute of official orders.

5.

EMERGENCY LEAVES:

a.
Emergency leave is chargeable leave. The “Emergency” box will be checked in block 7. Emergency leave is processed in the same manner as ordinary leave.

b.
After duty hours, the AOD will complete the leave form (blocks 1-20). The soldier will only be released after the approval from the Company Commander or his/her designated representative.

6. 
TRANSITION LEAVES:

All transition leave requests will be routed through the soldier’s chain of command for the supervisor’s approval then turned into Human Resources NLT 45 days prior to the requested start date.

7. 
PERMISSIVE TDY (PTDY):

a.
The maximum days of absence on PTDY for career management is 4 days.

b.
Upon receipt of orders, soldiers are authorized to take PTDY for “house hunting” for a maximum of 10 days. These 10 days may be utilized prior to departure on PCS or after arriving at the gaining duty station.

c.
For those individuals taking PTDY after arriving at the gaining station, they must report to the on-post housing office prior to starting “house hunting”. Failure to do so may result in the soldier being charged leave for the entire period.

8.

CONVALESCENT LEAVES:

a.
Convalescent Leave is a non-chargeable absence from duty granted to expedite a soldier’s return to full duty after illness, injury or childbirth.

b.
The MEDDAC Company Commander is the approval authority for all convalescent leaves.
c.
The only approval authority for convalescent leave request in excess of 30 days is the MEDDAC Commander.

d.
FC MEDDAC Form Letter (FL) 51 dated 25 September 2000 must accompany all convalescent leaves.

9. 
PASSES:

A short, non-chargeable, authorized absence from post of place of duty during normal duty hours may be categorized as a Regular or Special Pass.

a.
Regular Passes (for an example) may extend from Friday after duty until the beginning of duty on the following Monday morning. A regular pass begins and ends on post, at duty location, or at the location from which the soldier commutes to duty. Soldiers must be physically present at one of these locations when departing or returning from a regular pass.

b.
A regular pass period will not exceed 72 hours in length except for public holiday weekends and public holiday periods specifically extended by the President.

c.
Special Passes are granted for special recognition for exceptional performance of duty as well as other significant events. There are two kinds of special passes (3-day and 4-day).

d.
A 4-day pass is 88 hours in length, but may be extended to a maximum of 96 hours. This type of pass must include at least two consecutive non-duty days.

e.
A 3-day pass is 64 hours in length, but may be extended to a maximum of 72 hours. This type of pass must include one duty day.

f.
Soldiers traveling under a 200-mile radius that are not on leave must have a mileage pass documented on a DA Form 31.

g.
Soldiers traveling over a 200-mile radius, or out of the state of Colorado, must have an official leave or pass request form. In the event that a soldier is on pass and due to unforeseen circumstances cannot report back to duty on that designated date, the soldier may be charged leave for the total time of absence.

h. A Pass can be taken in conjunction with a leave period without a duty day in between. The Pass will not extend out more than 4 days. Per/ AR 600-8-10, 5-28. Steps to grant regular pass, Table 5-14 Step 5.  If soldier is taking leave in conjunction with regular pass, advise soldier to be on post, at his or her place of duty, or location from which he or she regularly commutes to duty before departing on leave or regular pass.  If the member does not return home or to duty station (sign-in) at the end of the leave period to start the pass period the entire time the member is away will be charged as leave.
i. Supervisors must conduct Unit Level POV Safety Inspections (FC Form 211-E), for those soldiers traveling by POV, prior to going on pass.

j. The MEDDAC Commander or his designee is the approval authority for all passes.

10.
The POC is Chief, Human Resources 526-7259 or the NCOIC at 526-7780.

11.
REFERENCE:

AR 600-8-10 dated 31 July 2003
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