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SUBJECT:  Policy Memorandum Number 39, Leaves and Passes
1.  Leaves and passes are important leadership tools that require close management and supervision. A robust leave and pass program enhances morale and unit efficiency. Leaders must consider many factors before granting leave and passes including mission requirements, duty performance, leave balance, APFT proficiency, training requirements, and disciplinary actions. 

2.  Soldiers are encouraged to utilize their leave.  While it is difficult to grant Soldiers all 30 days at one time, a minimum period of 10 to 14 days, as well as longer periods when possible, is the goal.  All leave forms must have a Safety Pledge.  

3.  AR 600-8-10 gives specific details on which types of absences are chargeable as leave and which are not.  Leaves in excess of 30 days require the BN Commander’s approval.  Soldiers are encouraged to read and familiarize themselves with the types of authorized absences.

a. Regular Passes: Passes are a leadership tool designed to reward superior conduct or performance. Passes will be submitted in the same manner as leaves.  A pass can cover an absence from one to four days. Absences longer than four days must be covered by leave.  A regular pass will normally be from the end of normal duty hours on one day to the beginning of working hours the next duty day. A regular pass period will not exceed 3 days in length, to include during public holiday weekends or public holiday periods specifically extended by the President. 

b. Mileage Pass:  Any Soldier who plans to travel further than 250 miles from Buckley Air Force Base must be on either leave or pass to cover his or her absence.  Safety becomes a concern when a Soldier attempts to travel a long distance in a short period of time, especially when a shift worker plans to leave immediately after shift.  Leaders who are in the approval chain for passes must watch for such cases and decline approval when safety is at stake. Company command teams will ensure that Soldiers driving long distances have a completed POV Inspection Checklist (TAB M of the 743d MI BN " SOP) and TRiPS report (https://crc.army.mil/home/) attached to their leave forms.  

c. Special Passes:  The two types of special passes are as follows:

            
(1) 3-day pass.  This must include at least one duty day.  The usual length of a 3-day pass is about 64 hours but will not exceed 72 hours.



(2) 4-day pass.  This must include at least two consecutive non-duty days.  For example, a Soldier leaves on Thursday afternoon and returns Monday for work.  


(3) ICW with current Army policy, passes now can be taken in conjunction with leave as long as Soldiers sign in and out from their duty location at the start/end of the pass/leave period.  Example: If SM takes leave Tues-Fri in Florida and the upcoming Sat-Mon is a Pass Period, in order for the Soldier not to be charged leave for the entire time they would have to report back in Aurora, CO on Friday to sign in off leave then take the authorized pass.  As a reminder, passes cannot be granted in succession, there must be a duty day in between.
d. Break days: If a three day break is a normal part of the shift schedule, a pass is not required to cover the absence, provided the Soldier stays within a 250 mile radius. However, if a break period extends beyond 4 days for any reason, a Soldier must be on leave/pass to cover the entire absence.  A pass cannot be used in conjunction with a break period if it results in an absence of more than four days. 
4.  Foreign Travel:  If the Soldier is traveling to a foreign country on leave, the request must be submitted 45 days in advance of the travel date to allow for foreign travel requirements and coordination.  Military Personnel Branch (MPD) at Fort Carson is the approving authority for all OCONUS leaves.  The BN CDR will sign as the supervisor on OCONUS leaves.  All Soldiers must have a foreign travel brief by the Battalion S2 before their leave will be approved.

5.  Emergency Leave:  All emergency leave requests can be verified through the Red Cross. The Red Cross will verify your family's emergency and pass the data to the Company Commander or 1SG.  The following data is needed by the Red Cross to verify an emergency situation:


a.  Nature of emergency


b. Relationship to Soldier of family member involved


c. Doctor's name and phone


d. Hospital name and phone number


e. Desires of family concerning Soldier

6.  TDY.  All Soldiers departing the unit on TDY must report their name, place of TDY and dates to their Chain of Command and Battalion S3.

7.  Permissive TDY (PTDY) is an absence from the duty section not charged as leave but at no expense to the government.  The Battalion Commander will sign as the approval authority for all PTDY requests.  The purpose of PTDY is to perform a semi-official activity; in other words, one that is mutually beneficial to the service and the Soldier. AR 600-8-10 gives specific details on PTDY policies. 
8.  Convalescent Leave.  Per AR 600-8-10, paragraph 5-3a., convalescent leave is a nonchargeable absence from duty granted to expedite a soldier’s return to full duty after illness, injury, or childbirth. The hospital commander or designee is the approval authority for convalescent leave for 30 days or less (42 days after normal pregnancy and childbirth). 
a. The unit commander is the approval authority for up to 30 days convalescent leave (42 days after normal pregnancy and childbirth) for a soldier returning to duty after illness or injury (para 5–7).

b. Hospital commanders are the only approval authority for requests in excess of 30 days (or in excess of 42 days for childbirth).
c.  Paternity absence.  The US Army does not have provisions for authorizing Paternity Leave.  Soldiers are authorized ordinary leave/pass at the command’s discretion. 
9.  Leave extensions:  Leave extensions will be processed in the same manner as regular leave requests. The approval process for leave extensions may be accomplished telephonically. Requests for leave extensions must be submitted prior to the end of the original leave period. Leave extensions must be approved by the Company Commander or 1SG.  If the leave is OCONUS or goes beyond thirty days the Battalion Commander is the approving authority. 
10.  Procedures:  

a. All Soldiers desiring leave or a pass must submit a DA Form 31 at least 10 duty days in advance. The company commander is the approval authority for all leaves and passes, unless directed elsewhere in this policy letter. Requests must go through the Chain of Command as required by the Company Commander. 

             b. Personnel who work inside the ADF must have a memorandum from their ADF supervisor approving their leave which will be turned in with the leave form.

 c. All Soldiers will sign in and out on leave by calling the Battalion PAC at 720/847-6196, 24 hours a day.  (Note:  You cannot call 847-6318 to extend your leave-you must go through your chain if command to extend leave. This number can only be used for signing in and out.)  You must be in the local area to sign out and in on/off leave. (250 mile rule).  All DA31’s must have the following in block 17: “In case of emergency, Service Member will contact chain of command IAW alert roster. Service Member will sign in/out in person or via BN S-1 Leave Line at 720-847-6196. Sqd Ldr___ PSG___ Sect Supervisor___1SG___ Ord Rm Rcvd___”.

d. Soldiers must have a copy of the leave or pass form with them when they depart the unit.
11.  Failure to comply with these policies may result in adverse administrative and UCMJ actions.
BIRDS OF PREY!







LAURA A. POTTER








LTC, MI








Commanding









PAGE  
3

