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APMC INSTRUCTION 12630.1B

Subj:
CREW REPLACEMENT AND LEAVE ADMINISTRATION FOR CIVILIAN


MARINE EMPLOYEES

Ref:
(a) CMPI 630 


(b) COMSC WASHINGTON DC R222001Z JAN 90 

Encl:
(1) Request for Leave or Approved Absence, OPM Form 71 June 2001

1.  Purpose.  Establish procedures for reporting crew replacement requirements, and APMC policies concerning leave planning for shipboard personnel.  The Standard Form 71, Request for Leave or Approved Absence has been canceled by OPM and replaced with Enclosure (1), OPM Form 71 of June 2001.  The new form, OPM Form 71, is also available at http://www.opm.gov/forms/ pdf_fill/opm71.pdf.  This instruction has been revised and should be read in its entirety.

2. Cancellation. APMCINST 12630.1A

3.  Policy.

     a.  APMC’s goal is to provide timely relief for Civilian Marine (CIVMAR) employees requesting leave in accordance with this instruction and in a manner consistent with mission requirements, operational needs, and manpower authorizations.  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 CIVMARs rests with Masters, department heads, cognizant staff officials ashore, and the APMC Marine Placement Department.

c. Ships/employees participating in the Four-Month Tour Pilot Program will follow the

guidance published in APMCNOTE 12400 of 3 January 2001 until 30 September 2001.  Tour lengths will be reduced for all from six months to four months with assignments made after 30 September 2001.
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4.  Discussion.

     a.  Masters, in conjunction with the APMC, are responsible for ensuring ships are adequately manned to accomplish mission.  Every effort is made to keep ships fully manned except during official phase down.  However, time constraints do not always permit furnishing replacements as requested.  This is particularly true for vacancies occurring just prior to sailing.  While it is important that ships be kept manned to the fullest extent possible, sailing will not be delayed where vacancies will not materially affect the successful accomplishment of the mission nor affect the required manning levels established by the United States Coast Guard (USCG) Certificate of Inspection (COI).

 b.  After relief from assignment and consistent with operating needs, CIVMARs will be offered every possible opportunity to use accrued leave.  Cancellation of leave will be kept to a minimum.  To the maximum extent possible, leave will be granted for the time requested, normally not to exceed the amount of accrued leave.  However, action may be taken on a case-by-case basis to administratively relieve CIVMARs with large amounts of accrued leave when necessary to avoid forfeiture of excess annual leave and/or due to operational/mission requirements.  Mandatory training classes may occasionally be scheduled within the approved leave period due to inflexible training vendor class schedules.  These occurrences will be the exception rather than the rule.  Every effort will be made to return CIVMARs ordered from leave to attend mandatory training then back to leave status to complete the authorized period of leave in accordance with operational needs.  

   c.  CIVMARs who have completed, or will complete, a normal tour of duty and who have requested leave/relief in accordance with applicable procedures will be relieved as soon as possible.  Consideration must be given to ships’ schedules, mission requirements, availability of qualified replacements, and transportation availability.  CIVMARs will not depart ships upon completion of tours before replacements report and/or without proper authorization.  

     d.  Requests for leave for emergency purposes will be handled on a case-by-case basis as expeditiously as possible and in accordance with applicable procedures and regulations.

5.  Action.

     a.  Masters will:

         (1) Survey CIVMARs as to their leave intentions far enough in advance to meet the 60-day notice (CIVMARs must meet their shipboard duty requirement by the effective date of their leave).  If CIVMARs request leave with less than 60 days notice, they must be notified that replacement may not be possible when they requested.  These requests will be honored as operational requirements and replacements permit.  In such instances, CIVMARs will be required to remain aboard until replacements can be provided.
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         (2) Submit to APMC e-mail or Navy message, reports of CIVMARs requesting leave in accordance with references (a) and (b) no later than the first workday of each month, to be effective in 60 days.  Leave requests of ineligible CIVMARs will not be submitted unless an emergency 

exists.  Nothing in this instruction prohibits APMC from short touring CIVMARs to meet other operational requirements.  Cancellations of leave requests will be accepted by e-mail or in writing at any time.  However, all CIVMARs must keep in mind that a considerable amount of time and effort is expended in anticipation of a relief assignment and, if a replacement has been identified and cannot be diverted elsewhere; the leave cancellation may not be approved.  Such CIVMARs not approved to remain aboard, who do not wish to take leave, will be either reassigned, sent to mandatory training as due, or assigned to duty status awaiting reassignment. 

         (3) Notify the APMC of any collateral duties of incumbent CIVMAR that Marine Placement Specialists should consider when planning reliefs.  Such categories of collateral duties include Force Protection Officer, CBR-D Officer, Surface Rescue Swimmer (SRS), requirement for Small Arms certification, requirement for Gas Free Engineering certification, etc.   

         (4) Notify the appropriate Marine Placement Specialist (MPS) of vacancies as occuring.  Notify the appropriate MPS of last minute vacancies on sailing day when replacement is mission essential.   

         (5) Use inport leave paid from ship’s funds (a.k.a. ship’s leave) to the maximum extent possible.  Strictly limit this leave to inport periods and maintain contact address and telephone numbers of CIVMARs granted leave to facilitate recall in case of early sailing and to ensure full manning upon departure.  Crew shortages incurred by use of inport leave shall not be reported as vacancies.  CIVMARs remaining attached to ship, but using 30 or more consecutive days inport/ship’s leave will be required to complete a new tour of duty.  This situation is commonly related to shipyard repair periods.  NOTE:  If funded travel is requested and approved, CIVMAR will be required to complete new tour regardless of amount of leave used.  Eligibility for funded travel is addressed in APMC Travel Advisory 00-02 dated 17 October 2000.  

         (6) Determine which billets will not be required during lengthy port periods such as overhaul and advise NFAF-E/W Port Captain.  The Port Captain will announce the positions to remain aboard.  CIVMARs not approved to remain aboard will either be detached from the ship and allowed to take leave or directed to their MPS for reassignment.  These actions will be coordinated between the Master and appropriate MPS.  CIVMARs directed for reassignment will not be required to begin a new shipboard tour unless the employee takes leave prior to the assignment.  If the Master wishes a CIVMAR  to remain attached to the ship, but the billet occupied is not one approved to remain aboard, he may place that CIVMAR on ship’s leave.  However, those who are placed on ship’s leave for more than 30 days will be required to begin a new shipboard tour when they return to the ship.
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(7) Ensure proper documentation is completed for all CIVMARs granted leave.  Leave information will be submitted to the APMC Financial Services Department with payroll data.   Application for leave signed by CIVMAR, with leave sequence requested and reported on leave message, must be provided to the Marine Placement Department using the new OPM Form 71 (enclosure 1).

      (8) Notify Marine Placement Officer and Director or designated alternate, as appropriate, when it appears a ship may be delayed because of crew shortage.

b. Marine Placement Department will:

         (1) Acknowledge receipt of all leave requests and cancellations and approve or disapprove requested leave.   

         (2) Notify the ship in advance of prospective replacements.  As reliefs become available and scheduled, notify the ship as soon as possible to allow for CIVMAR being relieved to make arrangements.

         (3) Make concerted effort to ensure CIVMARs complete mandatory training and medical/health screening requirements upon leaving their ship.  If unable to arrange at that time, ensure completion before assignment.

         (4) Make every reasonable effort to provide replacements in a timely manner.

         (5) Make every reasonable effort to provide replacements meeting collateral duty requirements as identified by Master.

     c.  APMC Management Information Technology Division will: 

          (1) Notify APMC Financial Services Department of CIVMARs arriving/departing ships via Notification of Personnel Action (SF-50).  

     d.  APMC Financial Services Department will:

         (1) Provide CIVMARs’ leave balances to respective ships.

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

         (1) Request leave, using enclosure (1), from the Master at least 60-days in advance, using established chain of command.  For Shore Leave, check “Other Paid Absence” box and write “Shore Leave” in Remarks on Block 6.  Include valid address and phone number in Remarks Block.   

(2) Report for duty to their CSU or MPS as directed upon completion of their scheduled leave, or if their leave (or a portion) is cancelled.

         (3) Notify MPS in writing (letter, telegram, e-mail), at least five (5) days prior to established reporting date, if unable to report for duty at the expiration of approved leave or after recall from a period of authorized leave.  Such notification does not constitute approval of continued leave.  These situations will be considered on a case-by-case basis.

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

        (5) Not request leave directly from any MPS while assigned to a ship.

                                                                                  /s/







PHYLLIS B. SPANO
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