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CHAPTER 1

GENERAL PROVISIONS

.1‘,

Section |

1-1 References:

a. Commonwealth Act Nr. 220, as'amended
b. Commonwealth Act Nr 647, as amended
c. Section 286 of Revised Admlmstra’uve Code, as amended by RA 611 and 1081
d. Republic Act Nr 8187, Paternity Act of 1996 Lo
e. Republic Act Nr 9710, Magna Carta for Women |

f, Republic Act Nr 9993, Coast Guard Law of 2009

1-2 Purpose — To prescribe the policies:and procedures gdverning authorized leave to be
spent either in the Philippines or abroad of PCG Personnel in active service, to include
draftees and trainees who have completed the compuisory basic training and are
assigned for duty and servnc;e to a unit of the Phlhppme Coast G»uard

‘Section I . 8
TYPES OF LEAVES |

1-3 Ordinary Leave — Authorized absence of an Officer orfNon—Oﬁieer from duty.

1-4 Sick Leave — Leave granted a PCG Personnel to! prdmu*e convalescence from
disease or injury by affording him/her rest, better Chmatey change of environment. Sick

leave may also be granted on account of sickness of any member of his/her immediate
family. ;

1-5 Materm{y Leave — refers to leave of absence granted ’[o’any female PCG personnel
on account of pregnancy and childbirth. The primary intent of granting maternity leave is
to extend working mothers some measure of financial he!n and provide her a period of
rest and recuperation in connection with her pregnancy. ’
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1-6 r‘nn\lalns[f ent |l eave — Authorized abeence of PCG P.’-‘:é:mnﬁo:] rr—*r“f\\/arinn from
sickness or disability. This is considered a part of hospital ireatment and not r*hergeabie
against leave of PCG Personnel as provided by law.

y te | save — This is granted toc PCG persopn
haspitals in order to allow them to spend the rest of their day
after they have been declared beyond recovery by hospital au

e Lo ’n Qaily

r—o—lJ')

hormes conf‘emed

1-8 Graduation Leave — This may be granted to graduates.Qf PCEG @adetship Program.

1-0 Academic |l esava — | eave nrapi’or{ to PCG Dnrcr\nnmil r\n: formal scho Ol!pg in an

institution of learning. Said academic leave shall not be charged agamet the vacation
and/or sick leave they have earned.

1-10 Study Leave — The Study leave is a time-off from wo [fnut e,\eeeumg six (6) months
with pay for qualified PCG officers and non-officers to help them prapare for their bar or
board examinations or complete their master's degree. For| completion of master's
degree, the study leave shall not exceed four (4) months. | |
z
No extension shall be allowed if the PCG personnel dvailed of the maximum period
of leave allowed therein. If they need more time to complete their studies, they may file a

leave of absence chargeable against their leave credits. _ ;
The beneficiaries of the study leave shall inform the Commendarﬁ PCG in writing,
through the office of DCS for HRM, CG1; of their failure to take the bar/board examination
or to complet= their master’s degree for which they were grented the study leave. They
shali aiso refund ali the salaries and benefits received durmg the siudy feave. Furiher, for
causes within their control, they shall be warned that a repeat of the same would bar them

from future availment of the study leave and tralmng/scholarsh!ps grant whether foreign or
local.

1-11 Informal Leave: : ' i

a. Commanding Officers may grant oral:permissijon‘ for absence on Sundays,
holidays and during any period not exceeding 24 hours.

b. Written permits — Commanding Officers may durlng any period, grant written
permission for leaves longer than 24 hours but not to exeeed 72 hours.

1-12 Paternity Leave — refers to the privilege granted to 2 mamee male PCG personnel
allowing him not to work for a period not to exceed two (Z)A\Neeks while continuing to earn
the compensation therefore, on the condition that his |egmmate spouse has delivered a
child or suffered a miscarriage, for purposes of enabling him to effectively lend care and
support to his wife before, during and after ehildbirth as ‘the’ case may be and assist in
caring for his newborn Ghlld.

%}
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1-13 Terminal Leave — Terminal leave is applied only by an officer =~ non-officer who
intends to severe his/her connection with the PCG service. Accordi- 41\, the filing of
application for terminal leave requires as a condition prec::z ent, the PCG personnel's
resignation, retirement or separation from the service. It must be knovm ﬂret that PCG

service cease of the said mode of coverances.

CHAPTER 2
POLICIES

Section | | f
QUALIFIED APPLICANTS

2-14 Ordinary Leave — Granted on the basis of fifteen (15) ldaye for each year of
satisfactory service subject to the exigencies of the service! Tramees and draftees must
have served the mandatory period of training for six (6) months Relaxation from the
service routine is beneficial to both offlcers and non- ofﬂcérs after a period of rigorous
mission, intensive training, etc. Commanders are enjomed to grant to the maximum
extent, authorized absence consistent with the needs of the i_eer\/rle
2-15 Sick Leave — Granted on the basis of fifteen (15) days for feach year of contmuous
service. For certain cases, where time is the chief factor ini recovery, a leave may
properly be given when progress in convalescence has reached a point where further
hospital treatment is deemed unnecessary, but the person !8 still hnﬂt for full duty.

2-16 Maternity Leave - A Female PCG personnel shall bé entitled to sixty (60) days of
maternity leave in case of normal delivery, abortion or misé:arriage or seventy eight (78)
days in case of caesarean section delivery with full pay if tﬂey heve rendered at least two
(2) years of continuous active service or half pay if they have rendered less than two (2)

years of continuous active service. Maternity leave shaH not be chargeable against
accumulated vacation leave and sick leave. |

2-17 Convalescent Leave — May be certified and recdmmended by Special Orders
issued by CGMEDSVC for a period not exceeding fifteen days. It may be extended by
the issuing authority upon recommendation of the attending physician.

I ;
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2-18 Compassionate Leave:

a. The PCG personnel-patient:-or his next of km may be authorized to file
compassionate leave upon certification of any Medical Ofﬂcer/Dlrector of a hospital that
the patient may not live longer than two (2) months -

b. This leave shall not exceed two (2) months and shall DOY be charged against the
accumulated vacation and sick leave of the patient.

2-19 Leave to be Spent Abroad — A PCG personnel may enjoy leave to be spent abroad
upon approval by Commandant, PCG or Undersecretary for Maritime Affairs, as
applicable, provided that hel/she will certify t helshe will not apply for




I |

»

separation/reversion while abroad. (However in extreme emergency, urgently needed

to gu/a him tima to visit and attend to a caunnch/ il ln\la! nnnl When tima is of the

essence, CPCG shall allow the travel of the md:v:dual abroad provided that duly
signed certification stating that subject applicant hags no pendmg case and
property/money accountability. Subsequently, clearances sha!/ be completed and

n CNOTM FAsr nanrma*lnn/[ al annr l;:\l‘
Sl’.l‘b':‘l.ll‘.. tl‘le 53;718 AV RS ASE R l‘ﬂl nU'I'llll'Cll.lUllI!lllCll ﬂ’IH Vﬂl |

2 20 Graduation Leave — Except in wari or grave national émergency leave for fifteen
15 days from the date of graduation shall be allowed to«graduat es of the Philippine

)

C-3 st Guard Cadetship Program, Coast uLnalu Ofiicers aﬁu’uuam Guard vian Courses.
Such leave, which cannot be postponed to another time, shaH be COL inted against them in
sub

sequent application for leave. : : {

J

2-21 Academic Leave — Granied to all PCG personnel on formai study grant in an

institution of learning, both foreign and local, without chargﬁ the said academic leave
against the vacation and/or sick leave they have earned. ‘ {

i
2-2Z Study Leave — Beneficiaries of study leave shaii be seiecte@ based on the foilowing

requirements.,

’ 2 The profession or field of study to be pursued must be relevant to the PCG's

i J
mandate, or to the duties and responsibilities of the concerned PCG personnel, as
determined oy the Commandant PCG; !

i

2.22.3The PCG personnel must have rendered at Ieas two (2) years of active

service with at least very satisfactory performance for'the glast two rating periods
immediately preceding the application; , |

|
i
|
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2.22.4 The PCG personnel must have no pending admlmstra ive and/ or criminal
charges; : .‘

2.22.5 The PCG personnel must not have any currént forelgn or local scholarship
grant; and

i
i

2.22.6 The PCG personnel must have fulfilled the service obli igation of any
previous training/scholarship/study leave grant.

2-23 Informal Leave —

a. Commanding Officers may grant oral permiss’fon fpr absence on Sundays,
holidays anq during any period not exceeding 24 hours. %

b. Wr\tten permits — Commanding Officers may durmg any period, grant written
permission for leaves longer than 24 hours but not exceed 72 hours.
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2-24 Patermty L.eave — Every married male PCG personnel is entitied to paternity leave

SR @]

for a period nqt to exceed two (2) weeks for the first four (4) deliveries of his legitimate
spouse with whom he is cohabiting. i ;

Married male PCG personnel with more than one (1) legal éoo’u e shall be entitled

to avail of paternity leave for an absolute maximum of four dehverszs regardless of
whichever spouse gives birth. ; : g

Paternity leave shall be non-cumulative and strictly non convemble to cash. The
same may be enjoyed either in a continuous or in an intermittent maniner by the employee

on the days immediately before, during, and after the Chlldblrﬂ‘l or miscarriage of his
legitimate spouse. i : ]

|

2-25 Terminal Leave — A PCG personnel may en oylall or - dn part his unused
accumulated leave subject to the following condltlonslhmltatl@ns { o
|

a. Maximum number of days of terminal leave shall not e Ceéd an aggregate total
number of accumulated leave credits of the applicants exclusiv of Saturdays, Sundays
and public holidays pursuant to EBxecutive Order Nr 1077 dated 09 January 1986.

b. Terminal leave shall not be enjoyed unless authorlty to enjoy the same shall
have been granted and approved by the approving authorlty Upon approval, terminal
leave shall be spent locally and within the Philippine jurisdtction unless the authority to be
spent it abroad have been sought and approved beforehand.

c. Where the application for leave of absence, mcludxhg terminal leave, is not acted
upon by thej approving authority or his/her authorized represem tives within ten (10)

working days after the receipt thereof, the apphcatlon for Jeave shall be deemed
approved.

|

S
d. An officer or non-officer who is ahsent Wlthout!approved leave shall not be
entitled to receive his/her salary corresponding to the perlod of his/her unauthorized leave

of absence. It is understood, however, that his/her absencle shall no longer be deducted
for his/her accumulated leave credits.

e. No PCG personnel whose terminal leave has heen granted shall be appointed
or employed in whatever capacity during the duration of termmal leave in the government
without forfeiting his/her membership in the PCG serv1ce r if such appointment/or
employment entail compensation in whatever form. 7

f. Terminal Leave orders ceases to be in effect when l1he provisions of the law,
PCG rules and regulations and conditions/limitations se‘( in| this section renders the
terminal leave orders ineffective. Under such circumstances, Lhe PCG personnel shall be
notified within a reasonable period of time intended course of action to cease to enjoy the
remaining balance of his her terminal leave and receive cash value thereof computed on
the basis of his/her current pay and longevity pay.
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own fault as may be determmed Iater by competent authomy the daye lmst durlng hls/her
confinement and treatment as patient in.any accredited hospltal shall not be deducted

from his/her terminal leave but shall be treated as a deduction from his/her hospitalization

benefits provided for by the PCG circular. In this instance, subject PCG personnel may,

upon discharge from the hospital elect to commute or enjoy the remaining balance of
his/her terminal leave up to the intended date of h|s/her eparation/retirement or
compulsory separation or retirement whichever is earlier. ' 7

h. An I@Jury or disease is considered not due to fault @f subjec‘r PCG personnel if it

is not incurred through his/her own misconduct, negligence, intemperete use of drugs or

alcohol or immoral habits, as maybe determined by sound medacal judgment rendered by
LUHIp&i[EﬂHI dU[HUH[y

| |

i. Any violations of the leave, laws, rules or regulatlons or any misrepresentations

or deception in connection with an application for leave, shaH be|a ground for disciplinary
action. o ‘

Section Il
GRANTING AUTHORITY

AL

2-26 Pass — Passes may be granted by the Commanding Officer/Officer-In-Charge of
subordinate units. The authority may be delegated by the CO to any Officer of his
command. Provided, the number of (3-day) passes whlch«mev be given should not be

more than once in every two (2) months. | !
2-27 Leave of PCG personnel to be spent in the Philipp!ines — Application for leave of
Officers to be spent locally will be approved by the following;
a. Officers |
APPLICANT/S APjPROVING AUTHORITY ]
: \
Commandant, PCG SOTC |
Distrigt/Major/ Support/ Unit Commanders/
Centrél/ Technical/ Special Staff CPCG
0-6 (CAPTAIN) ‘
a. Not holding Unit Commander DIStrlCt/Maj r Unit Commander
position
b. Holding Unit Commander position Commenda}m Pl
O-4 (LCDR) and below: .
Up to 15 days Unit Commanders/ Commanding
Officers

b. 16 days and beyond Commandant, PCG




b. Non-Officers

NR OF DAYS ‘ APPROVING AUTHORITY
Up to 30 days | District/ Major Unit ﬁ;mmmander
31 aays anda beyond uommanuam PCG

2-28 Leave to be Spent Abroad - . 4

a. Officers and non-officers travelhng abroad for personal reason@ for less than
thirty (30) days shall secure authority-from the Commandanh PCG ahd for thirty (30) days
and beyond, the approving authority shall:ibe SOTC. ‘ ;

b. Extension For applicants (both Officers and No:i%Oﬁijcers) already abroad —
CPCG

2-29 Other Leaves — Qther leaves not covered in the foreao}nu paragraphs shall be
approved by the following: |
J

&
|
Type of Leave Apn rlf g Authority
Maternity CPCG, upon recommendation C,CGMED/
| CG District Medical Officer
pnh:rnn‘y L eave .| District Commander/ Majgr/ Unit Commander
Informal Leave | - | Commanding Oﬁﬂcer(
Graduation Leave Commander, CGETQ
Academic Leave Local/Foreign Sbhoolmg VCA, upon
recommendation of DCS for Education and
Training ;
Study Leave CPCG, upon .oéommendat,on of District/
Unit Commandé‘) |
Compassionate Leave CPCG, upon regommendatiOfw C,CGMED
Convaiescent Leave District / I\/iajou"ﬂjnit Com'nander upon
' recommendatlon of C , CGMED/ CG District
Medical Ofﬂcer'lf no’t more than 15 days
VCA, upon recommenda*lon of C,CGMED/
CG District Medlcal Officer if more than 15
days
Leav% of Absence without Pay
a. Local CPCG
b. Abroad CPCG (Section Il 2 _




»

s

2-30 Commutation of Leave b
, : ' ?
a. Corfimutation of accumulated leave credits for retirement.

Applicant Appfovinﬁg; Authority
Officers CPCG
Lﬁ Non-Officers . CPCG

i

b. Terminal Leave

i
|

4 !

= |

Applicant Appjroving Authority
3 Officers . CPCG
Non-Officers | | | GPCC
N : i [

2-31 Vacation and/or Sick Leave —

~a. Vacation and/or sick leave shall be cumulative and any part thereof not taken
within this calendar year in which earned is carried over the 8UcC 2eding year.

b. A PCG personnel can accumulate vacation an’d sick leave credits without
limitations as ta number of davs of vacation and sick leave ‘rhat he may accumulate,

C. Any PCG personnel who, due to exngencnes of the service are prevented from

|
going on ledve shall be entitled to commute whatever, Iea\ke credits he has earned, and
recejve the case value theraof while still in the active Qpr\/lqa medpd that such mlhf::r\/

o S

person has at least five (5) months leave credit which he cannot commute: Provxded

further that such PCG personnel can commute and recewe the\monev value of not more

than two (2) months leave credits per year, and Provided, ﬂflnaHy, that such excess leave

. 43
credits shall be without prejudice to the PCG personnel’ s] ophidon o confinues rendsering

E | work and be entitled to recenve his/her corresponding pay and allowances to enjoy leave
by utilizing leave credits not otherwise commuted. [

A Ci~l i mhvall ey rmerced s
G. OiCK L.&ave sna

fnd ] R M fod e

all be & qppcuvcu uy the District/ majux bixtit/ unit CO:‘T‘;F”:EHG’GF, upon
recommendation by C,, CGMEDSVC or any medical officerlgoclar_
2-32 Termination of Leave — Termindtion of leave shalHonly be entertained upon the
recommendation of the Major Service: Comimanader and iupO| payiment of the money
representing the unexpired leave. PCG personnel who resngns‘ voluntarily or is separated
from the service through no fault of his own shall be enmlecﬂto the commutation of all
accumulated vacation and sick leave to his credit, prowdud thaT the total vacation and

sick leaves that can be commuted shaii, in no case, exceed ren,I (10) months.

l
|
i
i
i
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2-33 Authorization of Leave — Leave shall be covered by épec’lé\ orders, copy of which

is furnished everyone concerned who shall keep it while on lea\)e The Special Orders
shall contain the following information:

1 _, . |

Type of leave
Grade, full name and Serial Number
Unit of organization

Number of days authorized mcludlng travel time allowamce.
Address while on leave.

Do T

{
i

: !
2-34 Numher,iof days Authorized — Vacation and/or Sick Leave may be granted to PCG
personnel after six (8) months of continuous, and satisfadtory |service on the basis of
fifteen (15) days vacation leave and ﬂfteen (15) days sick iedve fcrr each year of service.

2-35 Extension of Leave —

i
i
|

)

|eave may be extended by the grantrng authority Upon|application.
Extension may be made by telégram or letter. |
In no case shall pass be used for extension of |ea¢xe

Extension of leave abroad shall be applied fori prigr t6 departure from the
Philippines. ! :

e. Extension shall be limited only up to nrnety (90) days

oo oW

2-36 Granting of Sick Leave — |

i
r
|

a. Sick leave may be granted to PCG personnel to p]rom ite hrs/her convalescence
from disease or injury by affording theisick opportunity td enjoy rest, better climate or
change of environment, or when progress or convalescence h@g reached a point where
further hospital treatment is unnecessary, but the PCG pérsonr is still unfit for duty.
The recommendation for sick leave shall be made if the PCG pefrsonnel are unable to
perform full official duty due to physical and mental iliness. { ;

l

b. When a PCG Personnel on active duty suffers inj jury or. disease, the day lost
during his/her treatment shall. not be counted against th‘e annual leave allowance as
provided in Sections 5. and 7 of Commonwealth Act 220 JAn,inquiry or disease is
considered acqurred in line of duty when it is contracted ln the service, and not due to
his/her miscenduct, wilful failure, the intemperate use of drugs or alcohol or thru vicious or
immoral habits. (Sec. 90-A Nr 1, as amended by CA Nr 385 dtd 5 Sep 38).

c. Sick leave shall also be granted to any PCG personrel because of sickness of
any member of his/her family. !

d. An application for sick leave shall be accompanied by a medical certificate
stating the' nature of wound or disability, the cause thereof, if knovwn and the prognosis.
The Medical Officer shall recommend whether the leave should be granted, and stated
therein the reason, if denied.

[dw]




e. If an' Officer or non-officer fails to return to his/her unit. 2t the exgiration of sick
leave helshe shall submit to his/her (Jnmmnnr‘hnn officer a 3‘513

preferably a Medical Officer of the PCG about his/her physical ico .:‘mon. if this is not

practicable, his/her own certificate. This certificate shall be referred to the Medical Officer
who shall recommend whether the leaveishould be extended or, other action should be

il
@aneén.

om a2 nhvsician
£2 poysiclan,

2-37 Leave of Absence without Pay —
a. Leave of absence without pay and to be spent luu’:ih'y M ‘ay' be authorized by the
CPCG as, in his discretion, the exigencies of the service land the needs of individual
applicants may warrant, subject to the provisions of this Clrcular This authority may be
delegated from time to time under such conditions as CPCG rnay prescribe.

b. No Officer or Non-Officer on jeave of absence ]without!{pay shall leave the
country without prior authority from the SOTC (except|to undergo scholarship or

fellowship training grants approved by the Special Committee oh Scholarship under
&,nawmansmp of the Department of Foreign Ana|r5)

e The ‘period covered by lgave of: absence without pay for any reason other than
sickness or injury shall not be counted as actual eervme or active military service

rendered, for purposes of determining r|ghts to leave with pay, ‘Letlrement longevity pay
and promotion in the PCG service.

2-38 Sickness or Injury |
| |

i ; i | . o
a. An application for leave without pay on account of sickness or injury shall be
treated in the same manher as that of para 2—27’ebove. ‘
l
b. Leave of absence without payidue to sickness Dr injury incurred not in line of

duty shall not affect entitlement to allowance as authorized Lmder Section 13, RA Nr 138,
as amended.

c. Leave of ahsence without pay granted on arcount!of sickness or injury, whether
incurred in line of duty ar not, and not exceeding one (1) year, shall be counted as actual
service or active PCG service for purposes of determmm‘g nglne to leave, allowances
(with pay), retirement, longevity pay and promotion provided that such leave does not
immediately proceed the persons retirement, resignation, dlSCh rge, reversion to inactive

status, or other separation from the active service.

2-39 Permission to Visit Foreign: Countrles — The PCG Attechée in foreign countries
are authorized to grant permission to PCG Personnel on ofﬂct I business abroad to visit,
pass-by or make a stop-over in other friendly countrles oxp their way back to the

Philippines vvlthln their authorized leave travel time; granted by the Commandant, PCG
and/or by thq PCG Attachg, qnhlnht to \‘hp following rpcfrmhhnql imitations:

a. The visit shall be at no extra cost to the govemment.
b. CG Adjutant, PCG shall be notified immediately of such approval.

10




c. Such permission may be revoked by the Commahdant PCG any time in the

intarest of the service.

‘Section IV 3
REQUIREMENTS AND L IMITAT!ONS

2-40 Requirements — ’
: i |
a. Applicants in the Philippines. ! |
\

. Application to spend- Ieave abroad shall be accompam:d by a sworn
statement of the application as a condition precedent for theLapproval of his request that
he shall not request separation/retirement/resignation while abroad;

2. That he will reenlist upon arrival to the FPhilippines shouid his ETE occur
during such leave; !

3 That he will return to the ‘Philippines at Ieasﬁ fifteen (13) days before the
expiration of his current enlistment if the application is & non-cfficer or before the
expiration of his current tour of duty in case of an Officer. |

4. That he has enough, funds to finance hlmselﬂ and h;s famlly if any, during
the period of his leave.

|
!

b. Applicants already abroad — the procedure is the same ad in paragraph 2-38a
above, except that when the leave is to be spent abroad; approval of SOTC is necessary
in case of thirty (30) day and more; or Commandant, PCG for twenty nine (29) days and
below. |

c. Where leave : shall be 's'pent for training or >5tudy grant abroad, basic
requirements of “no expenses on the part of the govemment shall be stated in the
application and in the implementing orders. An applicant should execute statement to this
effect, duly administered and ensured to submit the same to1CPCG

d. Request for leave to be spent within the country should be filed at least two (2)
weeks prior the intended date of effectivity of leave while ieave to be spent abroad should
be filed at least one (1) month prior the intended date of effectxvnty of leave.

2-41 Limitations — ll
a. An Ofﬁcer authorized to grant: leave may temoo[rarllv suspend or restrict the

granting thereof of any member or all of the PCG persormel under him whenever
circumstances warrant such restriction or Suspensmn |

|
b. The number of PCG Personnel on leave shall not exceed fifieen percent (15%)
of the total strength of a unit, except on occasions 1ohowmg extended large scale

maneuvers or specialized training, or station and under other exceptional circumstances
as determined by the commanding officer. :

c. Non-Officer on leave must notécarry firearms excg‘apt as specifically provided by
regulations or directed by the authority granting furlough.

11



d. All Commanders concerned will plan and regulate the granting of leave to Non-
Officer with due regard to the availability of transportation invelvad in ths travel

e. Non-Officer whose homes are far from their station shall be given additional time

equal to, but not longer than the usual time: taken by commefcial land or water

tion to enjoy the major portion of their leave at h ' 3o

!
o]
a [N

)
D
w0

f A trainee/draftee assigned is entitled to leave credits/and privileges, provided, he
satisfies the requirements under existing laws and regulations of at least six (6) months
continuous and satisfactory service and provided further, that arafige/trainee will not be
entitled to leave privileges within the duration of the compulsory training. Likewise, he
may receive the money value of his iun-expired leave gcredits if commuted upon

separation, provided he is not discharge for cause. !

|
I

The granting of leave to a drafteel/trainee is subjelbt to céHain limitations and
requirements. A draftee/trainee is not entitled to have privileges If he is facing court-
martial or administrative charges, if he fails to return to duty uponthe expiration of his
ieave; and his ieave may be terminated anytime as the need pf the service may require.

g. An Officer ordered to duty.while on vacation leave is considered on duty or on
completion thereof, he/she may revert to!leave status if he desires {o continue his leave.
In such case, appropriate orders shall be issued by proper auithority.

h. PCG Officers and Non-Officers on leave shall 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 provided they meet the requirements set forth on the
minimum flying hours. | |

!

i. The number of PCG personnel on leave of absence without pay shall at no time
exceed one tenth (1/10) percent of the ‘actual number of Officers and Non-Officers on
active duty. |

j. Except for the purpose of paraqfraph 2-36 above, IEDCG personnel with less than
five (5) years of continuous active service shall not be granted leave of absence without
pay. ‘ :

1 i ]
lc. Leave of absence without pay shall not be granted to any PCG personnel who

has leave of absence with pay standing to credit, or Who is facing court-martial or
administrative charges. ;

|. Leave of absence without pay shall not be grantéd for more than one (1) year
except for PCG personnel whose spolises are detailed labroad as PCG Attachés or
occupying other positions of similar nature and who shall further be covered by the
provisions of the succeeding paragraph.-A PCG personnel who fails to return to duty upon
the expiration of his leave of absence without pay shall fortiﬁwith be considered as absent
without leave. Appropriate steps shall be taken against him; either discharges him from

the service or apprehend and return him to Unit for disciplinary action.

2
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m. A PCG personnel who joins his/her spouse during the latier's tour of duty
abroad shall be granted three (3) years leave, considering e tour of duty of PCG
Attachés or other positions of similar nature is three (3) years. In availing of such leave,
concerned personnel shall first utilize his/her unused leave credits and the balance of
same shall be leave without pay subject td the provisions of paraqraﬁh 2-37c and 2-41 of
this Circular. All other allowances/benefits of PCG personnel who are on leave without
pay that are covered by the provisions of this paragraph are denied. It is further
understood that his/her ranking in the Seniority Lineal List will be automatically affected

due to his/her absence in the active service subject to exustmg regulation on seniority and
promotions.
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Section V : ’
SUBS\STENCE ALLOV\!ANCE/PAY WHILE ON LEA\/E

2-42 Ration —Non-Officers on leave are entitled to the mohetary value of the garrison

ration for the period they were subsistedi at government expenses Including authorized
travel within the Philippines. ‘

2-43 Cash Ration — Cash ration fqr PCG personnel on pass shall be given by the unit
commander Ohly under any of the following cnrcumstances

|
y
a. Death in the family or of close rela’uves |
b. lliness in the family or of close relatlves |

c. Other justifiable reasons to be determined by the umt commander.

Provided, however, that in case a Non-Officer is already on cash basis or is not

included in tHe unit mess no deduction shall be made from lﬁis subsistence allowance for
any pass granted him. | ‘

CHAPTER 3 L

PROCEDURES

Section 1
APPLICATIONS

3-44 Contents of Application. — |

a. Leave — Every appliCétion for leave must state tlhe duration, reason, address

" while on leave, date of initial services. with the PCG, inclusive dates of latest leave

enjoyed. It must also state whether the applicant is a member of a General Special Court
Martial and/or Board or whether he/she has a pending caseJ (See Anniex A)

b. Appllcatlon for pass/informal leave will contain th following information: (See
Annex B) |

\

[
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. State name of Unit assignment

. Signature of Unit Commander

. Name, grade, serial number, organization, and signature of applicant.
. Specific address while on pass

_Inclusive dates and hours of the pass

. Whether or not authorized to carry firearms

. Authorized uniform

N DU A LN

3-45 Channels of Application — All application for leave shall be coursed through
channels. An application which takes effect after the appllcbnt is relisved from one unit
and transferred to another shall be submitted and recommendéd to his immediate

Commander who will forward the same through channels to the Comﬂandmg Officer of
the unit where the applicant is transferred. |

Section 1
RESTRICTIONS

3-46 Restriction —

- | |
a. Vacation leave shall not be grarited to an Officer who is a member of a General

or Special Court-Martial -and/or Board of Dfﬂcers if a pendlng case is being heard, or
when he has pending case.

i

b. All leave of absences (exceptsick leave) and pgarsonal travels are matter of
privilege. The grant of which may be withheld or denied in the exigency of the service.

i Sectlon i l
COMPUTATION AND COMMUTATION OF LFAVE OF CREDIT

3-47 Computation and Commutaticn of Leave Credit — :

a. In computing leave credits, thefday of departure lé considered as the beginning
of the day of absence and the date-of return as the date of duty. Leave granted with a
definite number of days must be indicated in the orders to begin from and terminate on a

specific date, exclusive of Saturdays, Sundays and holidaysg

!
b. The Commandant, PCG may authorize the c:onwmltation of the salary that a

'~ PCG Personnel may receive during the' period of vacation and sick leave and direct its

payment on or before the fund out of which the salary wou\d have been paid; Provided,
that no Officer/Non-Officer whose leave has been commut ep following his separations to
the service shall be reappomted or re-employed in the government of the Philippines
before the expiration of the leave commuted, he must first refund the money value of the
unexpired portion of the leave commuted. (See Sec. 286 of Administrative Code, as

amended in RA Nr 611 and RA 1081).



Section IV
MISCELLANEOQUS

3-48 AWOL After Leave-

a. Unexcused extension of leave shall cause th
allowances for the period of the over stay .

é forfeiture of all pay and
i

b. In computing the period of overstay, the due 1‘o retum from leave shall be

counted as the first day of AWOL.

3-49 Individdal Leave Record

— All Iea;}ves shall be recor(%jed in the PCG Index Card.

The entries and final disposition shall be made according to the following:

a. Computation of Leave — For uniformity,' linitial entry
PCG Commissioned Ofﬂcers and Non- Ofﬂcers respectively,
15 June 54, pursuant to the provisions of, RA Nr 1081.
Nr 611 may be availed of to get the total balance of credi
convenient date of a calendar year thereafter.

b. Instructions in the preparation of leave record —

If ap

n the PCG Index Card of the
shall be! in every case, from
plicable, the provisions of RA
t due arl individual as in any

|
or clarity and uniformity, the

following instructions shall be followed. Entries may be typed or hand printed in black or

blue-black ink. (See Annex C)

1. ltem1 — Below the printed words, type the de

i

ssired information. Letter a is

for PCG Personnel on continuous active service. A new record is for other items may be

typed or hand printed in black or blue-blaek ink. |

2. ltem 2 = Under FROM, indicate the date
entered/Commissioned/CAD into the service.

3. ltem 3 — Under TO, indicate the last date of

4. ltem 4 —
1954, per Nr 1081.

Indicate the accumulated vacation

5. ltem 5a — Indicate the tybe of leave — sither

‘ 6. ltem 5e =

7. All entries under 5b, ¢ and 6a, b shall be 1
month and year. Spaces between the numerals and abbrev

omitted to conserve space e.g. 16 Nov 76. When an entry

be drawn th‘ri:ough the opposite blank under Item 5 to preven|

8. Item 7 — item 4 plus 6¢c — Balance is always

under ltem 5 or 6.

a Non:Officer or an Officer

service with the PCG.

land sick leave as of 15 June

1Erdihary’ or emergency.

|
Indicate the Special Orders, e.g. gara 2, SO Nr 111, HPA, s-76.

ecorded by showing the day,
iations of the months shall be
is made in ltem 6, a line shall
t their erroneous use.

5 indicated opposite any entry
|

1
1




c. A PCG Personnel enjoying leave with pay continueé to earn credit while on such
authorized leave. :

d. This form shall be filed with thé Personal Action Forfn (ﬁAF) of the individual
concerned. :

| | . N
3-50 Repealing Clause = All other policies and regulations inconsistent with this Circular
are hereby superseded accordingly. ‘ -

3-51 Effectivity — This Circular shall take leffect Ljpon publication. -

BY COMMAND OF VICE ADMIRAL TAN:

1

OFFICIAL: AARd|N T RECONQUISTA

COMMO : PCG

Chief bf Coast Guard Staff
i
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