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   01 July 2002

MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  701ST Military Police Battalion Policy Memorandum #14 - Leaves and Passes

1.  Reference.  AR 600-8-10, 1 July 1994, Leaves and Passes

2.  Purpose.  To establish the policies and procedures for requesting, signing-out and signing-in from leave or pass.

3.  Applicability.  This policy letter applies to all soldiers assigned or attached to the 701st MP Battalion.

4.  General.

a.  The Army leave policies are an important command requirement and care must be taken to prevent misuse of leave.  The frequent use of leave will make a positive contribution to morale, level of performance, and career motivation.  Operational missions and essential supporting functions of each command must be accomplished to the extent permitted by the manning provided.  Leave will be granted within the constraints of operational military requirements and to the degree of support for leave provided in the unit manning document.

b.  The leave and pass program is designed to allow soldiers to use their authorized leave to the maximum extent possible.  Commanders will establish an annual leave program to manage leave designed to provide:

(1)  The maximum opportunity for all soldiers to take leave to minimize loss and payment of leave not taken.

(2)  A Caution to soldiers who do not take leave, that they may lose leave at the end of the fiscal year (FY).  Also, soldiers who maintain a 60-day leave balance, and wait late in the FY to take leave, will be informed that they risk loss of leave over 60 days if the operational situation requires their presence.

(3)  Allowable leave within the constraints of operational military requirements and to the degree of support for leave provided in the unit manning document.

c.  In pursuing the maximum use of leave, commanders must place emphasis on granting leave upon permanent change of station; after periods of particularly difficult duty; after prolonged deployments; when there is evidence leave would improve health and morale; during traditional national holiday periods of Thanksgiving and Christmas; for attendance at spiritual retreats or for other religious observances for which a pass is inadequate; and to allow use of leave prior to separation (it is not the intent of leave policy that large leave balances be accrued expressly for settlement upon soldier’s release from active duty).

5.  Policy and Procedures.

a.  All soldiers are entitled to and will take annual leave.  Soldiers in this command will not lose leave.  Supervisors and commanders will manage all leaves and passes to ensure smooth operations continue, while the soldier is on leave or pass.

b.  During periods of large-scale deployments and training exercises, leaves will be kept to a minimum.

c.  Normally, no more than two weeks (15 days) leave will be approved at any one time.  Exceptions include PCS, ETS or transitional leaves.  Exceptions to the ordinary 15 days leave rule may be approved by the commander.

d.  Company commanders are the approving authority for 4-day passes permitted by Battalion policy (e.g. reenlistment), and regular 4-day passes, such as those permitted between course cycles.  The Company Commander is also the approving authority for a regular 3-day pass.  Passes are privileges that commanders may use to reward a soldier for an action above and beyond the call of duty or to recognize a job well done.  Passes will not be used for compensatory time off for routine jobs done when soldiers have minimal or no leave accrued.  All passes will be closely monitored by company commanders to ensure abuse does not occur and that all provisions of AR 600-8-10 are adhered to.

e.  The regular pass, or 3-day pass, starts at the end of normal duty hours and terminates at the start of normal duty hours on the fourth day.  Normal duty hours are from 0730 to 1630.  For soldiers on shift work, equivalent schedules are to be arranged.

f.  Special passes are up to 4 days and may be granted outside of regular pass periods to deserving soldiers for the following reasons:

(1)  To recognize exceptional performance of duty, such as Soldier of the Quarter.

(2)  To attend spiritual retreats or for observance of other religious events requiring the soldier to be continuously absent from work or duty.

(3)  To alleviate personal problems incident to military life.

(4)  To exercise voting responsibilities of citizenship.

g.  A 4-day pass must include as least two non-duty days.  The period normally will begin at the end of normal working hours on the day prior and end at the start of the normal working hours on the day following the pass.  For example, a soldier goes on a 4-day pass at the end of workday Wednesday, and returns to work Monday morning.

h.  The special pass may not be combined with a regular pass, another special pass, or with leave. This means that a soldier must be at his or her place of duty or location where he or she regularly commutes to/from work before starting the special pass.

6.  Responsibilities.

a.  Assigned soldiers will:

(1)  Manage personal leaves as to take 30 days annually with a balance not to exceed 60 days-accrued leave as of 30 September.

(2)  Complete a leave and pass request and ensure it is forwarded through their chain of command 10 days in advance of proposed absence.

(3)  Inform their immediate supervisor of plan while on leave or pass. This will include transportation to and from the leave or pass address.

(4)  Ensure DA Form 31 has a complete and accurate address and telephone number where the soldier can be reached.

(5)  Notify company PAC when approved leave will not be executed.

(6)  All soldiers going on ordinary leave may sign in and out telephonically.  The individual copy of DA Form 31 must be picked up in person prior to departing.

(7)  Soldiers will sign out on leave and in from leave as specified by their DA Form 31.  The battalion PAC will sign those personnel out on leave and in from leave who fail to adhere to this policy letter.  Personnel who fail to cancel an approved DA Form 31, or fail to inform the Battalion PAC (via company PAC) of intentions to take less leave than specified by their 

approved DA Form 31, will be charged leave as specified by their approved DA form 31. Reconciliation requires submission of a memorandum, signed by soldier’s immediate supervisor, though the unit commander, to the Battalion PAC.  Situations not covered in this policy letter will be resolved in accordance with AR 600-8-10.

(8)  Personal who abuse this policy will be identified and required to physically sign out and in off leave through the Battalion HQ, in Bldg. 1008 or Brigade Staff Duty NCO in Bldg. 1022.

(9)  In the event that soldiers are unable to return from leave as scheduled, they will notify their immediate supervisor or First Sergeant, and to request an extension.  In the event the immediate supervisor cannot be reached; soldiers will contact the 14th MP Brigade SDNCO.  The SDNCO may grant extensions for legitimate reasons.

b.  Units will:

(1)  Ensure the DA Form 31 is forwarded to the PAC, with all signatures, 10 days prior to the soldier’s beginning leave date.  Exceptions will be made in cases of emergency leave.

(2)  Ensure soldiers do not sign out on leave or pass without a completed, signed, and approved leave or pass form.

(3)  Notify Battalion PAC at 6-2292 of soldiers who do not plan to take approved leave, or who plan to use less leave than specified by their DA Form 31.

c.  The PSNCO will ensure:

(1)  The DA Form 31 is correctly completed and signed.

(2)  The leave information is correctly logged.

(3)  The “individual” copy is sent to the unit.

7.  Commanders are reminded that the Army Leave program is designed to ensure that soldiers at all levels are given the opportunity for adequate relief from the daily stress of their duties and responsibilities.  Consequently, commanders will make every effort to ensure that assigned personnel utilize accrued leave, as mission permits.

8.  ASSIST BY EXAMPLE!

signed


LTC, MP


Commanding
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