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APMC INSTRUCTION 5311.1

Subj:
LEAVE OF ABSENCE PROCEDURES FOR CIVILIAN MARINE EMPLOYEES

Ref:
(a) CMPI 630

Encl:
(1) Sample Leave of Absence Request

1.  Purpose.  Establish Afloat Personnel Management Center (APMC) policy and procedures for requesting Leave of Absence for Civilian Marine employees.

2.  Policy
a.  Provide opportunity for the progressive development and advancement of civil service mariners, consistent with mission requirements, operational needs, and manpower authorizations.  Consideration will be given to filling vacancies by promotion of qualified employees.  However, management retains the right to fill vacancies by other means to best meet command mission objectives and manpower requirements.  Equal opportunity is provided for all persons, and actions will be taken without regard to political, religious, or labor organization affiliation, marital status, race, color, sex, national origin, non-disqualifying physical handicap, or age.

b.  Responsibility for proper leave administration for Civilian Marine employees (CIVMARs) rests with Masters, department heads, cognizant staff officials ashore, and the APMC Human Resources Officer (HRO).

3.  Discussion
a.  Leave of Absence (LOA) is essentially a combination of Shore Leave, Annual Leave, and/or Leave Without Pay.  Policy and procedures are developed to keep ships fully manned except during official phasedowns and, when possible, to meet the needs of individual CIVMARs.  Mission and manning constraints do not always permit approval of long term leave requests, and denial thereof should not be construed as adversarial.

b.  After relief from assignment, CIVMARs are offered every possible opportunity, consistent with operating needs, to use accrued leave.  Approval of inordinate amounts of accrued leave and subsequent unpaid leave will be considered on a case-by-case basis.

APMCINST 5311.1

21 MAY 98

c. CIVMARS who have completed, or will complete, a normal tour of duty may request

LOA for valid reasons.  Consideration must be given to ships’ schedules, mission requirements, and availability of qualified replacements.  CIVMARs will not depart ships before replacements report and/or without proper authorization.

d. LOA's will be considered in increments of up to 6 months.  If approved for LOA, the           

Mariner must reapply for extension beyond original 6 months.

e. Reference (a) outlines provisions governing the accrual and use of leave by Civil

Service Mariners.  Provisions of Section 6-1 apply to cases whereby LOA results in Leave Without Pay (LWOP) status.

4.  Action
a.  CIVMARs will:

(1) Request LOA in writing from the Afloat Personnel Management Center (APMC) through their assigned Detailer.  Request will include:  amount of leave desired (shore, annual, LWOP), reason for request, and the benefit to the agency.  Requests must be made 30 days in advance unless sufficient justification of an emergency situation is provided.  Enclosure (1) provides a sample request submitted via ccMail to a Detailer; similar format may be used in letter or memorandum to the Detailer if ccMail is not available or if CIVMAR is on leave. 

(2) Report for duty (personally, telephonically, or electronically) to their Detailer as directed upon completion of their approved LOA, or if their leave (or a portion) is cancelled.

(3) Notify APMC in writing (letter, telegram, electronic mail) if unable to report for duty at the expiration of LOA or upon recall from LOA.  Such notification does not constitute approval of continued LOA.  These situations will be considered on a case by case basis.

(4) Obtain/maintain valid passports, Merchant Mariners’ documents, and Coast Guard licenses.

b.  APMC Customer Support Unit -East/West will:

(1) Acknowledge receipt of LOA requests and cancellations.

(2) If applicable, notify the ship in advance of prospective replacements including medical, training, and travel information.  

 (3) Notify APMC Financial Services Office of CIVMARs arriving/departing ships.
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d.  APMC Financial Services Office will:

(1) Provide CIVMARs’ leave balances to APMC Marine Employment Division's Customer Support Units.

(2) Pay all CIVMARs going on leave promptly and accurately.


e.  APMC Marine Employment Division will:



(1) Consider LOA requests from CIVMARs on a case-by-case basis, taking into account the needs of the agency as well as the desires and circumstances of the CIVMAR.



(2) Inform CIVMAR and CSU-E/W decision regarding LOA request.










/s/

                                                                                                   Kevin Cassidy

                                                                                                   Director

Distribution:

COMSC (N1)

MSC Area Commanders

Masters, civil service manned ships
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Subject: REQUEST FOR LEAVE OF ABSENCE

Author:  Smith, John @ NEVERSAIL-PO

Date:    10/14/97 02:59 PM

1.  I am requesting a LOA for the period of 1 June 1998 through 30 November 1998.  This request would include 30 days shore leave, 300 hours annual leave, and the remainder leave without pay.

2.  The reason for this request is  . . . 

3.  Approving this request will result in a benefit to Military Sealift Command because . . .

4.  If this leave is approved, my address and phone number while on leave will be:   

r/












Encl (1)
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