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KEAVE

CHAPTER 1

GENERAL PROVISIONS

Section I

,l
l
I:irl

i1o April 2012
l,l
r1

a Commonwealth Act Nr. 220, asiamendecl 
I

b. Commonwealth Act Nr 647, as amended I i

c. Section 286 of Revised Administrative Code, as arhenil

J. Republic Act Nr 8187, Paternitil Act of 1,996 ; i

e. Republic Act Nr 9710, Magna Qarta for Women 
f

f. Repr-rblic Act Nr 9993, Coast Guard Law of 2009 i I

I

ed by RA 61 1 and 1081

1-2 Purpose - To prescribe the policieslancl procedtlres goiverning aLrthcrized leave t: qu

spent either in the philippines or abroad of pcc persorrnbr in active service, to include

draftees and trainees who have completed the comptilsory basic training and are

assigned for clLrty and service to a r,rnit oithe Philippine Codst Guarcl

ll
Section ll

TYPES OF LEAVES 
I

1-3 Orclinary Leave - Authorized absence of an Officer or itqop-Oficer from cluty'

ii
1-4 Sick Leave - Leave granted a PCG Personnel tol prOmote convalescence from.

disease or injury by affording him/her rest, better climatei change of environment' sick

leave may also be granted on account of sickness of any member of his/t-rer immediate
I

family.

1_s Maternifu l*rue - refers to leave of absence grantecl,io!

l
il

t tolany female PCG Personnel

#J:;#i'Jr ;;;.ancy and crrrroniJn. rhaprimary iit3nf "i 
gi,rliiiglil::":,r^,^".ffi::

il ,1,",:"# ;;;,il;ffiilil"ioiu **as*re ai tinancial hqlp and provide her a l-'er-iod c'f
,rl

rest and recuperation in connection rtil'h h=r pregnancy' r



1

1_6 csn'aleJr ent Lea,e - Authorized absence of PCG'Peisllnei recc';ering from

sickness or disability. This is .on=ii"i*J , ,nr*,_.t 
hospiiat ireaimen! and not chargeable

il;i.;il*ru* of Pcb Personnel as provided bv law'

leave of absence chargeable against their leave credits'

1=7 compass!cnate Leave : This is granted tc.pcG pei-sonner ivhb ai-e patien+.s in any

hosprtars in orrjer to arow them t, =*'"Jir.,* 
r"=t itlleir-days 

wilh tireir families at home

afrer they have beln J-.rri"J n"vonJi..lrlw ty hospital arLrthodiies concerned'

l:-

1-8 Graduation Leave - This may be granted to'graduates df PlG Gadetship Program'

I

,!-g A.cademlc Lsa..,e - Lear.'e gr-anted to PCG Personngl on' forhnai schooling in an

institution of rearning. said ,""du*i" i"ru" shail not be charged against. the vacation

tl

1-1C St,,ldr- Leave-Thc Study- leave is a tirne-off fr"cm 
"vcr-kinotlxcbeding 

srx (6) mcnths

with pay for qLrarified pcc officers'rnJ non-o[ficers to herpi*!**f^r]pare for their bar or

board examinations or complet* tt,*,tim"t"r'' degree' 'foti 
to'npletion of master's

degree, the study i*rut shall not exceed four (4) months' i ]

NoextensiorrshallbeallowedifthePCGpersonnel|vailedofthemaximumperiod
of reave a*owed therein. tf they need more time to compreta thdir studies they may fire a

The beneficiaries of the study leave shall inform the po#rmandant" PCG in writing'

through the oifice ;; DCs irr HRM,"CG;; "lt!:'lll]:':.",^t":*?l*H ?3;''"??:i ",#[]"?i,:ltnrousn rrre utrru' :::::-;;"';;;;"; iere granted the study leave. They
or io 

"orple[e 
their master's degree for which they u

shaii aiso rei[rno ail tire sararies ind-benefiis receiveci o,ri{s th.l,stuoy-ieave Furiher' for

causes withirr their control, they shall be warned that a repept of the sa,me would bar them

from future avairment of the stioy r*aue and trainingischoral-ships grant whether foreign or

local. '

1-11 lnformal Leave:

a. Commanding Officers may grant ora[. permission for absence on Sundays'

holirlays and during any period not exceeding 24 hours 
l

b.Wriitenpermits_CommandingofrlcerS,*,y!i:.19.::,.3"'iod,grantwritten
permir=ion for leaves longer than 24 hours br-rt not io exceed / z l'lc'Jrs'

.-
1-12 Paternity Leave - refers to the privilege granted io a married rnale PCG personnel

allowing him not to work for a period not to &ceed two (2):weeks wirile continuing to earn

the compensation therefore, on *rJ concrition that his legitimate spouse has delivered a

cl-rild or sr:fferect a miscarriage, for p;p"=* of 
,enablinn t:' P :lf:":tl"elv 

lend care and

suppori to his wife before, Juring Jno'uitu, chirdbirth u!itn"i"uou rnay be and assist in

.rting for his newborn child'

:



1_13 Terminal Leave - Terminal leave is,appliedj:rv by a- cffice:-:- non-ofltcer who

intends to s.vere his/lrer 
"onnu"tion 

with ihe PCC serii== Accc:=:-'3ly' the filing of

application for terrninal leave ,*quii"u ;; i i".d'!i1 nreceiient, the PCG personnel's

resignation, letirement or separ.j;"TI the service 
'li 

musi ce known first ihat PCG

ultul.. cease of the said mode of coverances'

2_14 orclinary Leave _ Granted on the basis of fifteen i1tsl idays for each year of

satisfactory service subject to trre "-il-r'.i", 
,i1t " 

service I Traihees and draftees must

have served tlre mandatory period o't-it'ining for six (6) rnonifs' Relaxaiion from the

service routirle iu nlnun"iat to uoftr otrioers Jnd non-oiti"drs after a period of rigorous

mission, intensive training, etc. ct*r";..r*iu ur* enioindd tol grant to the maximum

extent, ar_rthorized absencL.consistent *ift, tn" needs of the bervice

2-15 Sicl< Leave - Granted on the basis of fifteen (15) days forleach year of continuous

service. For certain cases, *n*r* iire is the chief factpr in recovery' a leave may

properly be givep when progress in copvalescence has r$ached a point where furiher

hospitat treatment is deemed ,nn"""*i;il 
-il 

th" p"'=on id still [nfit lor full duty

2-16 Maternity Leave * A Female PCG personnel tnrll .!t:-:itl*^': sixtv (60) davs of

maternity reave in case of normar derivery, abortion or mis[arriage or seventy eight (78)

days in case of caesarean section Oufiuur, with fLrll pay if.ttiey have rendered ai least two

(2) years of continuous aciive *urri* ori half pay if tlrey have rendered less than two (2)

years of continuous active ,"rri"*. Vtaternity leave shait not be chargeable against

accumLrlatecl vacation leave and sick leave' , ' 
I,t

2_17 convalescent Leave - May be certifiecl ancl recqmmended by Special orders

issuecr by cGMEDSVC tor a perioh not exceecring fifte,en idays. ]!rry be extended by

the issuing authority upon recommendation of the attendind physician

I
:I

i
:lr

2-18 ComPalsionate Leave:

CHAPTER 2
i

POLICIES ;

Section I

QUALIFIED APPLICANTS 
'

a. The PCG personnel-patientr or his -1"{ oi^\i: *lY te authorized to file

compassionate reave upon certificaion of unv Merlicar officeriDirector of a hospitar that

ifre patient may not live longer ihan two (2) months'- I 
f

b. This leave shall not exceed two (2) months

accLtmulated vacation and sicl< leave of the patient'

2-19 Leave to be spent Abroacl - A PCG personnei may enioy-ltuY: io be spent abroacj

Lrpon approvar by'commandant, pcg or un,Jersec;-eiar.v, foi N4ariiinie Affairs, as

applicable, provtcied that hetsrre 
-witt 

certii-v l!:=i he/she 'r'illl not apply for

'l
t

and shall not ne charged against the



r{
I'\ 

^^ "'t':l^ ^l-'^ol llJnuravpt' in extrt urgentlJr needed
separation/reversion while abroacl. (However', in extreme eni erg dncy'

tc give ltint tinte to vislt.and attend to a s'erioLtsly.il.l .lct1"i 3ru] lllen tlme is of the

essence, cpc' siralr ailow the trav,et of the inctivictuar abroad.provfded that dury

signed ceftificaiion stating..thai sub;'ecf applic.ant hals nq pendirrg case and

properly/rtlonev,a-ccountanititv'' ;'bieg'e..tii'.-'::::.::,+s shla// rie conrp/eted anct

'subiiiit'the sai?;e fc scrc fcr canfirmatian/tinal apprava!' i

2_20 Graduation Leave - Except in War:or grave..nationar bmerbency, leave for fifteen

t15) days from the date of grrOruiion-unrtt"tre;llowecl toigradfLates cf the Philippine

coast Guai-d cadetship pi-ogi-am, c.r.t ctii"d, officei-s andrcoasi Guard i',iian coi;i-ses'

Suih leave, wtrich cannot ne postpl."J t; another time, shail be qounted against thern in
I

subsequent application for leave' 
i

?_zi Aeatier.ie Leave - Gi-antecl to ail FCG personirei ri-rii foinrai sitidy gi-airi iir air

institution of tearning, both toreigr; uno-tb.rt wiihout charglng 'rhe said academic leave

agai*st the vacation and/or sick leave they have earned I Irl
?-2? Siuriy i-eave - Beneficiarie$ of siurciy leave shaii be selecied baseci on ihe foiiowing

reqriremenas,,- 
i

?=2lThePCGpersonnelmusthaveabachelorisclegreelhairequiresthe
FSs*n= +i the L'rar or noaid licensure examination for tire pralctice of profession;

=,?=?The 
profession or fielcl of stlrcly to be pursued rinust be relevani to the PCG',s

mar-:dat*= +r io the dirties .n.f ,uJp*i'nifiiiu* of the cohcerned PCG personnel' as

determined-*1; ihe Commandant, PCG; 
I

2.22,sThePCGpersonnelmusthaverenclered-atileasltw3jz)yearsofactive
service with at reast very satisfactory performance tor I the itast iwo rating periods

immediately preceding the application; I 
I]l

z zz AThe pCG personnel must have no pending qdminisiraLive and/ or criminal

charges;

2.22.5The PCG personnel must not have any

grant; and

,l,l,]:)
currQnt foreign or local scholarship

2 22.6rhe PCG personnel must have fulfilled tllle service obllgation of any

previous traininglscholarship/study leave grant'

2-23 lnformal Leave -

a. Commanding Officers may grant oral

holidays an( cluring any period not exceecling 24

b Written permits - Commanding Officers may qTln,g 'n]
permission tor t"av*s llnger than 2ut holtrs br.rt not exceed'72 hours

permission
hours. l

absence on SundaYs,for

perlod, grant written



,

2-24 Paternity L-eave - Every rnarried male PlG-neSonnel:is eniiii=d io paiernity leave

for a perro,r ngt to exceed two (2) w**k* for ilre first foLrr (a) defiyeries of his regitimate

spouse with whom he is cohabiting' 
, ] .'

Married male PCG personnel witlr rnore fhdn one (1)leqal $pouse shall be entitled

to avail of paternity leave for an ansotrLte m'"i*"n of for-rr deliveries regardless of

whichever spouse gives b'irtlr' I ; i ,"

paternity leave shall be non-cumlrlative.and strictly rion-cfn$erlible to cash' The

same may be enjoyed either in a continuous or in an intermiiitnt n-,raiiner by the emproyee

on the clays imm*airt"ty before, ,frti*""6 utut tttt cfrilOnirtf or miscarriage of his

legitimatesPoLrse. I , i

i personnel may enioy; all br in part his unused

accumulat"ot"aveitin1ecttothetottowingconditions/limitations:i
i

a. Maximum number of clays of terminal leave slrall n;ot e>(ceg! an aggregate total

number of accumulated leave 
"ruJit= 

of tlre applicants exclfrsiv{ of Sat.rr-days' Sundays

anO punfic hotidays pursuant to ***"ut'u*-O'J*t'Nr 1077 clated of Jainuary 1986'

b Terminal leave shall not be enjoyed unless aulhority i?-::i", the same shall

have been granted and approrJ l; tnffiroving aLrthoiity |-jpon approval, terminal

reave shap be spent rocaily uno *itt-rin the plritippine'lLrrisdrciion unress the aLithority to be

.p*., it abroad have been sought and aporoved beforehandl 
I
I

c. Where the application for leave,of absen.ce, includihO teiminal leave' is not acted

upon by thel approving authority or his/her authorizecJ relPres#ntatives within ten (10)

working days after the receipt tf ,*t*ot, tf1* application ltor iea'e 
shall be deemed

Ir1uoo'uluAn 

officer or non-officer who is aLrsent withourtlupp/ouuo leave shall not be

enirtleci to receive hisiher salary .oti*tprn.f ilg 
1.o 

the.period ot trr3l!1r unautlrorized leave

of absence. rt is understooo, now*v"r,'that his/her atrsencb shail no longer be deducted

for his/her accumulated leave credits' i

e.NoPCGpersonnelwlroseterminalleavehasbelengrantedshallbeappointed
or employed in whil""i 

"rprcity 
cfuirng the cluratiqn of teimindt leave in the government

witho,t forfeiting his/her membershi; i'-, the- PCG servibe' 1r 
ii surch appointment/or

u*ptoy*unt enGil compensaiion in wlratever form' 
I

f. Terminal Leave orders ceases to be in effect *l"l ltl,:, ot^tl'tions of the law'

pCG rules ancl regulations and ."taititrJlimitaiions set inl thts section renders the

terminar reave orders ineffective. under such circumsiances, i(e pcG personnel shall be

notifrecl wiihin a reasonable period oitirn" iniended cours-e of aiciion :: ::1?"^:-t^ll:'^t::
Hil:ifi,[''il:ir1-.i:";iLn'["1]l;*i*r'i.""; ;;J ieceive cash '{rarLre thereor computed on

the basis of hts/lrer current pay and longevity pay' 
i



' g Wherr a pCG personnel who is on terminal leave is otriciaily reported to the

nrorning repor-t of hislher car-rying unit to ha'.'e suffer-ed iliuiY cr-,slck'ness not due hls/her

own fault as may be determineJlater by competent a.uthoriiy, the,d1Vs,,losi during his/her

confinement and treatment as patient in ,ny accredited hospital s,hall noi be deducted

from his/her terminal leave but shall be treated as a dedr-rction from his/her hospitalization

benefits prcvided for- b;r the pcG cii-cular. lri this instance, sublect i"cc personnel may,

upon clischarge from t'he hospitar erect to commute or enigy the remaining barance of

his/lrer terminal leave up to the intended clate of his/l-ier qeparation/retirement or

compulsoryseparationorretirementwhicheverisearlier'1
l

h. An i6irrv or disease is considerecl not due to far-rlt of subject PCG personnel if it

is not in"rir"i'ir,rorgr, his/rrer own misconcrLrct, negrigenceiintempe'ate use of drugs or

alcohol or immoraifinit*, as maybe deterrrinecl by soLtnd medicpl jr'rdgment rendered by
alcotl0l Ul lllllllulcll lldultot q- rrrq)'uL ; I

cornpeierti aLtiiruiiiy I

I

i Any
or deception
aciion.

Section ll
GRANTING AUTHORITY ' I

more than once in every two (2) months. f i 
i

2-2T Leave of pCG personnel to tre spent in the Philippines - Application for leave of

officers to be spent locally will be approved by the following,

a. Officers

violations of the leave, laws, rules or regulatiohs or

in connection witlr an application for leave, shall be
any misrepresentaiions

a grounC for disciPlinarY

1:
2-26 pass - passes may be grantecJ hy the Conrmanding OfficeriOfficer-ln-Charge of

subordinate urrits The authority tnuy :be delegatecl by tle $O to any Officer of his

command. Provided, the numbei of (3-day) passes whlchirnaY be given shouid not be

PROVING AUTHORITYAPPLICANT/S

Comrnandant, PCG
Iil

CPCG i

ll

DGmqt/lvlatori Support/ Unit Commanders/
Centrill/ Technical/ Special Staff

o-6 (CAPTAIN)
a. trlot holding Unit Commander

position
b. l-lolding Unit Ccr-nmanCer positicn

I

District/Major U nit Commander,l
Cornnrandqnt PCG

O-4 (LCDR) and below:
a. i Up to 15 days

b. 16 days and beyond

tJnit Commlanders/ Commanding
officers I

Command{nt, PCG



b. Non-lofficers

days and t-reYond

APFEOvING AurHoRlrY

Distrtct/ MajPr Unit Commander

Coi"t-'mandani, PCG

NR OF DAYS

Up to 30 daYs

4-

2-28 Leave to be SPent Abroad -

a. officers and non-officers traveliing abroad for ne11o11l ',bl=:ns 
for less than

thirty(30)Oayssnaitr""r,ruauthorityrlr#tfi*Commandant,iPCGatidforthirtv(30)davs
and beyoncj, the approving authority strall he SOTC' , '

11

b. Extension For applicants (both Officers ancl Norir-Olfi'cers) already abroad -
ICPCG 
i

2-2g Other Leaves - Other teares not: eovered in the f{regojng' paraOraphs shall be
I

approved bY,fhe following: , ,

-

=

rling. VCA, uPon
DCS for Education and

I
I,_

+l

Local/Foreign St

recommenclatioP of
Training

e rcq ,pon Sbmmendation 
C,CGMED

days

Oistrrct i n'rlaiorii-rnii Cornmancier, upon

recommendatioln of p,CGMED/ C9 District

Medical Officeriif nofl more than 15 days

l

VCA, upon recommendation of C,CGMED/

cc Oi=iti.t Medical Office' ii more than 15
1

A.p;: r, o.., i n g A.urh c ritYType of Leave

ffimendation C,CGMED/

CG District Medi,cal Officer

ffir/ I$ajor-/ Unit Conrr-nandet
PaternitY Lea'.'e

Commanding Of,ficer
h-rformal Leave

eommander, CGET
Gradr-ration Leave

Academic l-eave

aPrc,irp". feFmmendation of DistricU

Unit Commanddrt_
Siiidy- Leave

Compassionate Leave

Convaiescent Leave

CPCG {section ll 2-27)

[eaffioi Absence without PaY

a. Local
b. Abroad
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2-30 Commutation of Leave

2-31

with

lirnil

".1I

a. Corfimutation of accumulated leave credits for retirement' :

APPlicant

ffi
-ffi

-

b. Terminal Leave

-f pPltcantrere

nppt,wi"i
I

3 Ar-rthority

)CG

,CG
'cl
I,l

i icl,:
,i

I

'i

I Approvlr g AuthoritY

C -UL]

C Dr-n

Vacation and/or Sick Leave *

I

rl
'I

a. Vacation and/or sick leave shall be cumulative aild ar

n this calendar year in which earned is carriecl over the succ

b. A PCG personnel can accumulaie vacation anld 
.si

ations as to nttmber of days of vacation and sick leave that h

i

c. Anv PCG personnel who, due to exigencies of ihe se

y part thereof not taker
reciing year.

;k leave credits withou
] me,v accr-tmLtlate.

vice ai-e prevented fror

en

c. AnV t-'L;U personnel wrlu' uuu tu tilrv'r rurur vr '"i" ""i'

soingln i.l&;" ;iine 
"ntitr*d 

to commLrte whateY":l:?1: 'Jf^qiI:'lT ":Tl":i,,il-,0,

ft?'iJ;;:;i.r, .rii;;;;;;;iuJ =nuii,'in 
no case, exceeci tenlii0l mon"hs

:l

:".'"Y"; i;;;#ir"in.r-"i *rrire =iiri 
in tne acti,.,e seivige Pio'rided that such rnrlitarv

person has at furrt-nuu (5) months leave credit which hb cahnoi commute: Provided'

further that such PCG personnel 
"e; 

;fi;ute and receivd th1Jm9n".V ualue of not more

rhan rwo (2) months lelve credits per vear' and Provicled 
"[':lJt^t1it ffi.:,-:t:;:J::[

credits shail be ."vithcut pre;udice to the PCG personnel'si' cp\lon lc cc

rvork and be entiiled to receive his/her corresponding pay '3no pttowances to enjoy leave

Uy utiti.inq ieave creclits not othenrvise commltted' i 
I

d. sick Leave shall be appi-oved by tiie Disti-ict/Tu',l-j9l u:lY Unii Coiiimandei-' upon

recommendation by c, cGMEDSVC or any medical officer/uocipr'
ii

2_32 Termination of Leave - Termindtion of reave shailionr{ be enterlained upon ihe

reconlmen,ja.rion of tire lviajor sei-vice ccrrnnrandei- and iupoj, paynreni of 'rhe nloilev

representing the unexpired leave- nc-c,p"i=onn"r,who reslignsivolr-rntarily or is separated

from the service through no faurt of his'own srrail be entitiedito t,u ccmmutation of all

accumulated vacaiion and sick leave to his credit, provided' {ft*t tf'" t1'$ vacation and



I'll
:l

i-rr nutt,orization of Leave - Leave shall be covered by qpecifl orders copy of wltich

is fr-rrnished everyone concerned who shail keep it whire on rear/e The special orders

shall contain the following information: i : I :

I,l
a. TYPe of leave 

l

b. Grade, full name and Serial Nur:nber 
I

c. Unit of organization , I

d,NumberoroaysauthorizedinclLrdingtraveltimealllowaTce.
e. Address while on leave' , i

i
j

l-
2-34 Numherpot days Authorized - Vacation and/or Sick Lpavelmay be granted to PCG

;";;;;;i'urtEi *i*lo1 montns of contiriuous, and sarisfaQrorv isenvice on the basis of

flfteen (15) days vacatrrtn leave and fifteeh (15) days sick ledve f1i each yeat of service

1,1
2-35 Exterrsion of Leave - ] I I

a Leave may be extended ny theigranting ar,rthority ,]rnoniapfilication

b. Extension *ry Uu macle by tetegrant or letter I I

c ln no case shall pass be r-ried for extension of lea'ire | ,,! -,----cj rxtension" ;ii;;;;"Jrrraro riirrr-n* applieci torl nri{r to departure from the

Philippines. I . l

e Exlension shall be limited only up to ninety (so) daVs 
I

2-36 Granting of Sick Leave - , I '

rl
a. Sick leave may be granted to PCG personnel to piom{te hrs/her convalescence

from clisease or injurry ty afJording theisrck opportLrnity iQ enjby resi betier climate or

change of environm.nt, or when progress or convalescenge hAs rbacheci a point where

further hospital treatment is unneceuurty, but the p9C pPTTn"l is still r-rnfii for duty'

The recommenclation for sicl< leave shall be macle if the PcGl nersonnei are unable to

perform full official duty clr-re to physical aind nrental illness I 
irl

b. When a pCG personnel on active rluty sLrffers injLrrf or ciisease, the day lost

clLrring his/her treatment shalt not be counted against tHe alnr-ral, leave allowance as

proviieO in Secfions 5 ancl 7 of Contnonwealth Act ?2,0 ,iAn, 
inquiry or disease is

considerecl 'acqr-rired in,line of duiy when it is contracfef in the tur-Yl:t' and not due io

ilil"iri;"bnir.t wittll failurre, the intemperate use of clrqgs or_alcohol or thru vicious or

immoral habits. (Sec. 90-A Nr 1, as amenclecl by CA Nr 3Bp dt! 5 Sep 3B)

I

c sic[< leave shall also be granted io any PCG per,sonriet i:ecause of sickness of

il
d An application for sick leave shall be accompanig"F n,' a medical certiflcate

siating the, naiLire of wound or disabiliiy, the calrse thereof, ifil<nc'i'rn and the prognosis'

The Medical officer shall recommend,whelher the leave should be granted, and staied

therein the reason, if denied.



e. lf aniofficer or non-officer fails to return to hisiher unii =i ii"l= =;:!iration of sick

lea..,e, he/slre sha!l sr:brnit to hisllier comnranding officer a 
=-t='r=rT:=ni 

liorn a physician,

pt"i"rrnrv a Meclical offlcer of the,PCG about his/her.physical icc;-:=iilon' if this is not

practicable, hislher own certificate. This certificate shall be reierrqd to the iVledical officer

who shail ,.""o.n*"nd whetlrer the leavetsholrld lre extended or;other action shoLtld be

toI\Gl I

a. Leave oi aDsencg wlti iuut l-tdy dl,lu r"L-' Lru olJurrL'""1"J '."1:' ""
CPCG as, in tiis c.liscretion, the exigencies of the ?:ryi?? !a1o ltnS 

neecls of individual

applicants ,..ry *uirrnt, subiect to th]e provi,sions of tlris CircLrlarl This auihority may be

delegated from time to tirne inder st-tch conclitions as CPCG ,may prescii[e
,i

b. No officer or Non-Officer on ieave of absence iwithfui. pay shall leave the

country withor-ri prior authority frorn tl-ie SOTC (except 
i 
to 

frnderOo 
scl-rolarship or

felowship training grants approved by the Special Cornlnitte$ on Scholarship under

Chairmanship of ihe Depariment of Foreign Hffairs)' 
I

-C (except I to f no

ecial Cornmitte$ oi
.t"s) 

Iril
.i.l

c TheFJleriod covered by lgave of absence witlroLtt pay ior an.y reason other than

=ickness 
or injurry shall not be counted as actual servide o1 active military l3rvice

2-37 Leave of Absence Witlrout Pay - ; j 
,

a. Leave of absence withoui pay and to be speni l':cdii'y miav Ue auinolf-e-1,01,:i::

i'"1i,y inq pCc .o.tt=ch6, subject to the following r-estrictibns/limitat!ons:

a. The visit shall be at no extra cost to the govern*b,rt 
I

b. cG Acljutarrt, PCG shall be notified immediately of sttpn approvai
Ir0 
l

I

'i 
1

I

I

I

li

cLrty stiatt not arect entiilenrentto allowance as authorized prndlr Secttotl 13, RA lVr 138,

as amended . Itl
c. Leave of absence withoLrt pay granted on accountlof sicitness cr injury, whether

incurred in line of clLrty or not, and not eiceeding one (1)yqar, sirall be.counted as actual

service or active pcG service for purposes of determininp righis to leave, allowances

(with pay), retirement, longevity oav and promotion.provided ihai such leave does not

irnmecliately proceed the personu ,utit***nt, resignation, disch?rg", reversion to inactive

status, or other separatibn from the active seryice' 
I

2-3g permission to \/isit Foreign countries.- the PCQ AttTches in foreion countries

are authorizecl to grant permission to PGG Personnel on offrcial buslness abroad to visit,

pass-by or make a stop-over in other friendly coLrntriqs 
, ?[ ,l!:ir^ 

*uy bacl< to the

philinoines withrrr ilreir ar-rthorized leave travel time; grantbO nly the Commandant, PCG

,nOlor by th& pCG Attach6, subject to the following r-estrictibns/\imitations:

=ickness 
or injurry shall not be counted as actual seTVloe oI acIIVe IT]liltaly se{vruu

re*dered, for pr-rrposes of determining rights to leave with pay, ietirernent, iongevity pay

and promotion in the PCG service. : ]

I

2-38 Sickness or lnjurY i

,-"i11
a. An application for leave without pay on account bt siit<ness or injury shall be

treated in the same manher as that af para 2-Z7tabove ; 
I

b Leave of absence withor-rt payidue to sickness o| in1,-l.yincurred noi in line of

dLrty shall not affect entiilenrentto allowance as authorized !nd!r Secttotl 13' RA /Vr 138,

ffiffi ;r';';i"ses of determining nght. to leave with $ay, fetirernent, iongevity pay

and promotion in the PCG service. , I



C. Sr-rch permission may be revo}<ed by the Comma$dant, PCG an-v iime

i

Section lV i

REQu IREMENTS AN D LIMITAIlONS

in the

2-40 Requirements -
a. APPlicants in the PhiliPPines'

1T Appl icati on to spe nd-learle abroad,=[11 1.,!i 
^i:::.T?T' :* :J",1" :--r?I

statemenr or tlii.?ffiii.?ii,i; ,= ,.*"oitioh p,"""clent rg1,!':l?!l:?"1 or his request that

he strall not request sepaiationlretirementlresignal'ol,*ltl:,3P:""; .,.i...,,r.r I-.ir, FTF .\r,r.,ii
statement or tiie Jf,lii'[-m, as a'condition preceg"lt IT,l :

;";;,r;ji"-;ilr;;;ii-i Lrpon arri-var ro tire piriiisrpines siroirici iris ETE occui

duringsuclrleave; : -- 1." t,-,
3 That he will return to ther'Philippines at leasf fifteen (tS; rlays beJore the

expiration of hrs current enlistmeni lt tf,* application is a non-cticer cr before the

expiraiion of hts curreni iour of ciuiy in casp of en Oiiicer' i

4. That he has enougl-r funO* to finance himselfiand his'family, if any, during

the period of his leave i.

b. Applrcants airedcjy a.broad - thq procedure is the i;ame "1 'I'. 
paraqrapil 2-3Ba

above, except that when the leave is to be spent abroa{ gnpro.uul oi SOTC is necessary

i* case of ihirty (30) clay and more; or Commandant, PCG ior twen{y nine (29) days and
i

below.
c. Where leave shall be spent for training or lsiLrdy.. grant abroad' basic

requirements of "no expenses on the itar"t of the goverr'i1:11^:lall i:e stated in the

application and in the implementing ordei,s An aRRlicanL*+:sgecrtte staiement to this

effect, cluly aclministered and ensured to sUbmit the same to lUl-t'tr

d. Request for leave to be spent within the cortntrl s|rou]! !: ],1-o 
a| ieast two (2)

weeks prior the intended date of effectivity of leave *hij"_9!l-: f ??,:?unt 
abroad should

be filect at least one (1) month priorthe intended date of effegtivity ot leave

i

2-41 Limitations - 
i

a An;Otfi"ur authorized to $rant, leave may temndrarilv suspend or restrict the

grantirrg thereof of any member or all of tlre PCG perisonnel under him wftenever

. Iir.,,*=tance$ warrant such restrictiorr or suspension. 
i

b The nrJmber of Pe G Personnei sn leave shall no!,exeeed fift-een pereent (15%)

of the totar strengilr of a unit, "*.*pt 
on occasions fo,trowing extended iarge scale

maneuveru o,. .p"iialized training, o,. ,tution and uncler otfier exceptional circumstances

as cletermined by tlre commanding officer' , i

L

c. Non-Officer on leave must notrcarry firearmt 
"*t,bPt 

as specifically provrded by

regr.tlations or directed by the authority granting furlot-tgh' 
i

11



=l

=

' cj All Cornmanclers concerned will plan and regulate th= graniing of leave to Non-

officer witlr due regard to the 3r'rsil3[ilif;r of transportatic:'l !n"'ci';=d i* ::'-= iiavel'
:"!

e Non-officer whose homes are far from tlreir station shaii be given aciditional time

equal to, but not ronger than the usual time;taken by;comnreiciai land o. water

transpcrtation to enjoy the major po,ti.n of their reave at horne instead of in travel status'

i The,humLrer of PCG personnel on leave of absenc?-yill]:ut^pay shall at no time

exceecl .ne tenth (1/10) percent of flre,actual number of officers and Non-officers on

f.Atrainee/drafteeassignedisentilledtoleavecreditsi,'11']Y1"?:1,.'|i?Yi*l:-l?
satisfie's *:; ;ilil;;;i=-;;;"iexisting iaws and-re.sr-rratiois of at least six (6) monilis

-.-: i-^.,;r^.-l {,,.+.*.=. thcf ,4i-;fia=rii-;inee Wiii nOi besarrsrrEb trrE r=\-rL'|r 
;Jpi'ovided fiiiii-rer ihai diaflre?-i:1n-:,y::,::t ::continuoi-is and satisfactoi"v service

:;liii#T r;;;.';;i;i;;; **hi;-th; duiation of the co m pilrso,.y,t"i,: i 

1s _ !ll?I=?:^l?
;l:;?::i;;"rhJ'.";""; "riu" 

Lr his.iun-expired reave icredits if commuted upon

separatron, provided he is not discharge for cause

The granting of leave to a draftee/trainee is subjepl to 
"d,I?in 

limitaiions and

requiremenis A Jrafteeltrainee is not entitled to have qrillileU_es_ ii,l1e is facing court-

mariial or administrative charges, if he fails to return to dufV-upon the expiration of his

ieave; ano his ieave may be terminaieci anytime as ihe neeci loi ine seMce may reqLrrre.

I

g An Officer ordered to durty'while on vacation leavd is considered on duty or on

completion thereof, he/she may revert toileave status if he tlesires to continue his leave'

ln slrclr case, appropriate orders sirail be issued by proper adrthority' '

h pCG Oi1cers and Non-Officers on leave shalli not be entitled to receive

additional subsistence and sea duty pay. cG Aviators and flight crew may be granted

flying pay while on authorized leave piouio*o they meet the lreqr-rirements set forih on ihe

minimum flying hours i

active dLrty.

j, Except for the purpose ol pArcWAphfi!!- above' F,CG

five (5) years of continuous active serviCe shall not be grarirted

pay. i

r1
l<. Leave of absence withor-rt pay slrall not be grantdd to

has leave of absence witS pav sianding io credil, or uyho

aclministrative ctrarges. 
I

peisonnei with less than
leave of absence without

any PCG personnel who
is facinq court-martial or

l. Leave of absence without pay,shall not be grantJo for more than one (1) year

exaept for pCG personnel whose =.pnlrt"* are, det"aited labroad 35 PCG Attach6s or

occupying other positions of simirar'nature and wrro snalt turfrer be covered by the

provisions of the succeeding purugrrph A pcG personner iarr,o tuitr to return to durty Lrpon

the exprraiion of his leave of absence wilSout pay shall forthwith be consrdered as abseni

withor-rt learre. A.ppropr"iate steps shal! be taken again-st hifn; either- dischar-ges hirn fr-onr

the service or apprehend and return him to Unit for discipltnary actlorr'

17



I
I

m. A ptC-G personnel wh_o joins lris/her spouse i*i!-g i+= i=tier's icur of dttty

abroad shall be granted three (B) years leave, considering =ii :h= i=-r of duty of PCG

Attaches or ottrer positions of similar nature is three {3} year,s in..avpiling of such leave,

concerned personnel strall first utilize his/her unused leavel cr-edits and the balance of

same shall be leave withoui pay subiect to the provlsions aI p?ragrafr,h 2-37c and 2-41 ot

this circular. All other allowanies/benefits of pcG personnel who di-e on leave without

pay that are covered by the provisions of this paragraph,, are denied lt is further

understood that his/her ranl<ing in the seniority Lineal List will be au'tomatically affected

due to his/her absence in the active service sLrblect to existinb regulation on seniority and
iprotnotions. 
.

Sectron V i

SUBSTSTENQEALLOWANCE/FAYWHlLEjorulr,a'vr

2-42 Ration -tlOn-offiCerS On leave are,entitled to the moletary value of the garrison

ration for the period they were subsistedi at government exfenses, including auihorized

travel within ttie PhiliPPines. I

i

2-43 Cash Ration - Cash ration fqr PCG personnel on pabs shall be given by the unii

commander qhty under any of the following circumstances:

Death in the family or of close relatives,
lllness in the family or of close relaiives'
other justifiable reasons to be determined by the ttinit cornmander

i

a Non-Officer is alreacly on cash basis or is not

slrall be made from llris subsistence allowance for
l

CHAPTER 3

PROCEDIJRES

Section 1

APPLICATIONS

3-44 Contents of APPlication. -

d.

b.
C-

Provided, however, that in case

irrcluded in the unit mess no deduction
any pass granted him.

a. Leave - Every application for:,leave must state if-re dLrrafron, reason, address

while on leave, rlate of initial seryices with the PCG, inrcltrslve dales of /afesf leave

enioyecl. lt must also state whether the appticanf is a nem\e.r of a 

^General, 
Specia I Cou1

3l uayaLl . lt I I ILIJL uluv urulv l

Irtaiiat and/or Board or whethe r he/she has a pending case | (See Annex A,)

i

b, Application for passiinformal leave will contain the following information: (See
i

Annex B) ,,i 
.

.r 1
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I

I

1. State name of Unit assignment
2. Signatttre of Unit Commander

3. NJme, grade, serial number, organization, and signat.ure of applicant

4. Specific address while on Pass l

5. lnclusive dates and hours'of the pass 
,

6. Whether or not authorized'io carry flrearnrs 
i

7 ALtthorized uniform 
i

the unit where ttre applicant is transferred'

'i

Section ll
RESTRICTIONS

345 Channels of Application - All application for leavg shari te coursed through

channers Arr, application which takes 
"*Lbt 

aftqr the appricpnt is rejlieved from one,unit

and transferrecr to another shail be sqbmitted and recorlnmenddu to his immediate

Commancler who will foryard the same tirrough channels to the Commanding Officer of

3-46 Restriction - .
i

a. Vacation leave shall not be grartted to an

or Special Couri-Martial andlor Board of Officers,

when he has pending case, I

b. All leave of absences (excepi 1,sicl< leave) unO pf r.onal travels are matter of

privilege. The grarrt of which may be withheld or clenierl in the exigency of ihe service

Officer qfro is a nrember of a General

if a peniling case ls being heard, or

l

rll Section llt 
i

COMPUTATION AND COMMTJTATION OF LF-AVE CF CFIEDIT

i

3-47 Computation ancl commutation of Leave creclit - j

i

a. ln compLrting ldave credits, theiday of ,cleparture i$-considered as ihe beginning

of ihe dav of absence and the date of rilturn as the date Qf duty, Leave granted with a

;"iirt" ;i,rii"i of days must be indicated in the orders to begin frorn and terminaie on a

specific date, exclt-rsive of saturdays, sundays and holidaysl

b The Commanclant, PCG may lairthorize the conrlmLrtati?n 9f ihe salary that a

pCG personnel may receive cluring the' period of vacationl and sick leave and direct its

payment on or befoie the fund out of wirictr the salary wolrld 
"h3u*.been 

paid; Provided,

it,rt no officer/Non-officer whose leave,has been commutecl folloi,ving his separations to

the service shall be reappointed or re-employed in the Qovern.ment of the Philippines

before the expiration of ithe leave commlLted, he must first iefund. the money value of the

unexpired poriion of the leave commuted, {See Sec. 2EB of Administrative Code, as

amended in RA Nr 611 and RA 1081). i

llr

{.4
l-!



Seciion lV
M ISC ELLANEOUS

3-48 AWOL After Leave'

a LJnexcused extension of leay'e shall cause
allowances for the period of tlre over stay.;

l

the
l

forieitlrre of all pay and

frrm leave shall beb ln compr-lting the period of overstay, the due toi return

countecl as the first day of AWOL. ' ,

3-49 lncliviclllal Leave Secorcl - All leaves slrall be recorfed in the PCG lndex Card.

The entries and final dispositton shall be made according to tle foliowing;
l

a. Computation of Leave - For uniformity,linitial entry in the PCG lnciex Card of the
PCG Commissioned Officers and Non-Officers, respectively lshall bei ln every case, from
1 5 Jr-rne 54, pursuant to the provisidns of ; RA Nr 1 0B 1 . lf applicable, the crovisions of RA
Nr 611 may be availed of to get the total balance of credit due ari incjividual as in any
convenient date of a calendar year thereafter I ,

b. lnstructions in the preparation of leave recorrl - Ojot clarity and uniformity, the
following instruciions shall be followed. Entries may be typ?d oi lrahd printed in black or
blue-black ink, (See Ann'ex C) 

I

1. lteml - Below the printed words, type tlre dgsirecl inforiration. Leiter a is
for PCG Personnel on continuous active,service. A n** redord is for otlrer rtems mry n"
typecl or hand printed in black or bh-re-blaok ink. ]

2 ltem 2 - Under FROM,| indicate the Oatei a irlon,Officer or an Officer
entered/Conrmissioned/CAD into the serVice. 

I

I

3. ltem 3 - Uncler TO, indicAte the last date of service wrttr the PCG.

i

zl. ltem 4 * lnclicate the aciumulated vacationiand slck Ieave as of 15 June
1954, per Nr 1081. 

i

1'5. 
ltem 5a - Indicate the type of leave - either brdiharv or emergency.

6 ltem 5e - lndicate the Spiecial Orders, e g. flara 2, SO Nr 1'11, HPA, s-76.

7. All entries under 5b, c and 6a, b shall be recorded by showing the day,
month and year. Spaces between the numerals and abbrer,fiations of the months shall be
omittecl to conserve space e,g 16 Nov 76. When an entry is made rn ltem 6, a line slrall
be drawn thr,oLrgh the opposite blank under ltem 5 to prevenl their erroneous Ltse.

'1,tl
B. ltem 7 - item 4 plus 6c - Balance ts always indicatecl opposite any entry

15

under ltem 5 r:r 6.



,. c. A PCG Personnel enjoying leave with pay conlin*eg to earn credit while on such

authorized leqve
!

d Ttris forrn shall,be filed with the Personal Action Forrh (PAF) of the rndividual
Iconcerned
lj

llL
3-S0 Rlpealing Clause - All other policies and regulations inconsisteni with this Circttlar

I

are hereby superseded accordingly. i'.
I

I.i

3-51 Effectivity * This Clrcular shall takel'effect upon publicqtion
I

BY COMMAND OF VICE ADMIRAL TA.N;

OFFICIAL:
I

AARqN T RECONQUISTA
COMMO PCG

I

Chief of Coast Gr-rard Staff
iI

: JEFF
LT
Co

\."g$\'*-t{
tr\

nt{

DIS

I

=l,=t
+l
=l
=lEt

EI

EI
EE
==

==E=
E=

E

E

i,
:,1,

1S


