DEPARTMENT OF THE ARMY

Company A, 187th Medical Battalion, 32nd Medical Brigade

U.S. Army Medical Department Center and School

Fort Sam Houston, Texas 78234

MCCS-ABA (1oo)                                                                                                1 April 2004

MEMORANDOM FOR All Personnel Assigned/Attached to Company A, 187th Medical Battalion, Center Brigade

SUBJECT: Policy Letter #9, (Pass/Leave Procedures)

 

1.  Purpose: To establish the policy and procedure for authorizing passes and leaves.

2.  Responsibilities:
    a.  The Company Commander will approve or deny all leave requests.  The 1SG and XO will approve in the Commander's absence.

    b.  Class Advisor/Small Group Leader (SGL): Must sign in block 12, Supervisor Recommendation, to recommend approval on all student pass requests before the Commander will approve them.

    c. TAC Officer:

        (1) Collect and screen all student pass requests and return a copy to the student via the class S-1 after signature by the Commander.

        (2) Ensure student passes and leaves are filed in the company pass box and leave box.

    d. Class S-1: Collect student passes for the class and turn them in to the class TAC. Class S-1 will also return copies to the students after approval/disapproval by the Commander.

    e. Student: Complete pass/leave request and turn it in to the company via the class S-1.

3.  Procedure:

    a. Passes:

        (1) Passes are a privilege, not a right. A pass is required if the student will be traveling more than 50 miles from San Antonio, TX. The only exception to the 50-mile rule is for Austin, TX (within city limits). Students will not be required to have a pass if they are traveling directly to and from Austin, TX. 
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        (2) No passes will be given during the normal duty week when regularly scheduled classes are in progress. Exceptions to this will be made on a case-by-case basis. All pass requests require the signature of the Class Advisor/SGL/other academic supervisor in block 12 of the DA Form 31 before receiving company approval. The Commander will not approve a pass that involves class absence without approval by academic staff in block 12.

        (3) All passes must be submitted to respective class S-1 no later than (NLT) close of business (COB) the Tuesday prior to the requested weekend. The class’s S-1 will turn all pass requests in to the class TAC NLT COB the Wednesday prior to the requested weekend. All requests for passes will be signed by the Company Commander and a copy will be placed in the class box (located at the company, Bldg. 1002) for pick up by the class S-1 or student. It is the responsibility of the class S-1 to turn-in the requests to the class TAC and then to return them to the student. The student should not assume that the pass was approved if they did not receive a signed copy back prior to the start of the pass.

        (4) Individuals requesting a pass will complete a Xerox or Form Flow copy of a DA Form 31, check the other box and fill in Pass on the line under the box in block 7, Type of Leave.

        (5) All personnel scheduled for classes on Saturday/Sunday will not be authorized to take a pass unless approved by their respective academic staff.

        (6) Passes, when granted, will be from the end of the last school/duty day until 2300 hours the day prior to the next duty day. If a student wants to start his/her pass at the end of the duty day, that day will be annotated on the DA 31 as the "From" date.

        (7) Do not purchase airline tickets until your pass request is approved by the company. Students who travel by airplane must provide a copy of their flight itinerary.

        (8) Leave forms must be turned in to the company no later than 14 working  days prior to the date of leave. 

    b. Leave:

        (1) Only the Company Commander will approve leave requests. The only authorized leave while attending school is emergency leave. Any ordinary leave requests will be considered on case-by-case basis and with approval from the academic staff.

        (2) Students waiting to start class may be granted ordinary leave on a case-by-case basis. Students in a long-term school may be granted leave during long weekends (i.e., 4th of July, Christmas, Thanksgiving).

        (3) All ordinary leaves must be submitted at least 10 working days prior to the beginning of the leave.
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        (4) There is no requirement too physically sign/call in or out. Calling in or out on leave is only  required when the requested leave dates need to be altered ie. (signing out late, signing in early). 

    c. Emergency Leave:

        (1) Approval authority for emergency leave is the Company Commander.

        (2) A Red Cross message is not necessary for approval of Emergency leave. It can however, expedite the notification process. Students should advise their families that if an emergency arises they should contact their local Red Cross.

        (3) During duty hours, students should report to the Company A orderly room, Building 1002, to obtain authorization and a DA 31 for emergency leave. The Battalion PAC will assign a leave control number.

        (4) After duty hours, students should contact their TAC. The TAC will contact the Company Commander, First Sergeant, or Executive Officer for authorization. The student will obtain the leave form and leave control number from the Company.

4. Personnel that violate this policy are subject to punishment under the Uniform Code of Military Justice.

5. This policy supersedes all previous company pass policies.

 














      //ORIGINAL SIGNED//

JAMES J. JONES

CPT, SP

Commanding

