
navy instruction on leave

navy instruction on leave governs the policies, procedures, and entitlements related to authorized absences
from duty for Navy personnel. Understanding the guidelines is essential for service members to ensure compliance
with military regulations while managing personal time effectively. This article explores the comprehensive
framework of Navy leave instructions, including eligibility criteria, types of leave, application processes, and
documentation requirements. Additionally, it covers the roles and responsibilities of commanding officers and
administrative personnel in managing leave requests. By outlining these critical components, this article serves
as a detailed resource for sailors and Navy administrators who need to navigate the complexities of military
leave regulations. The following sections will provide an in-depth look at the official Navy instruction on
leave, emphasizing clarity and accuracy in the administration of leave policies.

Overview of Navy Leave Policy

Types of Leave Available to Navy Personnel

Procedures for Requesting Leave

Roles and Responsibilities in Leave Administration

Documentation and Record Keeping for Leave

Overview of Navy Leave Policy

The Navy instruction on leave establishes the standardized framework that governs how leave is granted,
recorded, and managed within the United States Navy. This policy ensures that all active-duty sailors receive
equitable treatment regarding their leave entitlements while maintaining operational readiness. Leave
instructions are codified in official Navy regulations, including the Department of Defense (DoD) directives and
the Navy's own personnel manuals.

This policy applies uniformly across all Navy commands and installations, outlining eligibility, accumulation
limits, and authorized absences. It also emphasizes the importance of balancing service commitments with
personal needs, underscoring leave as a vital component for morale and welfare. Compliance with these
instructions is mandatory for both the requesting service member and the command authority responsible for
granting leave.

Eligibility and Entitlement

All active-duty Navy personnel are entitled to accrue and use leave, typically at a rate of 2.5 days per
month, amounting to 30 days annually. Eligibility for leave is contingent upon satisfactory service and
absence of disciplinary restrictions. The Navy instruction on leave specifies that personnel may accumulate
leave up to a maximum of 60 days unless authorized otherwise under special circumstances.

Leave entitlement resets each fiscal year, and any unused leave beyond the accumulation limit may be forfeited
unless properly managed according to the policy. These provisions ensure that sailors take periodic rest and
recuperation while maintaining discipline and readiness.

Types of Leave Available to Navy Personnel

The Navy offers several categories of leave to accommodate varying circumstances and needs of service
members. The instruction on leave defines each type, eligibility criteria, and any special conditions associated



with their use.

Ordinary Leave

Ordinary leave is the standard leave granted for personal rest, travel, or emergencies. It is deducted from the
service member’s accumulated leave balance and is the most commonly used type of leave. Sailors must request
ordinary leave in advance and receive approval from their commanding officer.

Convalescent Leave

Convalescent leave is authorized for recovery from illness or injury and does not count against ordinary
leave. It requires medical certification and is granted based on the recommendation of medical personnel. This
type of leave supports sailors’ health and well-being without penalizing their leave balance.

Emergency Leave

Emergency leave is granted for urgent personal or family matters, such as the death or serious illness of a
family member. This leave type may be approved on short notice and can be either charged to the leave balance
or, in some cases, granted without charge depending on the circumstances outlined in the Navy instruction on
leave.

Leave Without Pay (LWOP)

Leave Without Pay is a non-chargeable leave status granted under special conditions when a service member
does not have sufficient leave balance or when the situation does not qualify for ordinary leave. LWOP
requires commanding officer approval and is subject to specific regulatory restrictions.

Procedures for Requesting Leave

The Navy instruction on leave prescribes a clear and detailed process for service members to request, approve,
and document leave. This process ensures accountability and proper tracking of leave usage within the Navy
personnel system.

Submitting Leave Requests

Service members must submit leave requests using official Navy leave forms or electronic systems, such as the
Defense Travel System (DTS) or the Navy Standard Integrated Personnel System (NSIPS). Requests should
include the type of leave, desired dates, and reason for leave if required.

Approval Process

Commanding officers or designated approving authorities review leave requests considering operational
requirements, personnel availability, and individual circumstances. Approval is granted based on compliance
with Navy policy and mission impact.



Notification and Documentation

Once approved, the service member receives formal notification of leave status. All leave requests and
approvals are documented and maintained in personnel records to ensure accurate leave accounting. The Navy
instruction on leave mandates timely updating of leave balances to reflect any changes.

Roles and Responsibilities in Leave Administration

The administration of leave within the Navy involves multiple roles, each with specific duties to ensure
adherence to policy and smooth processing of leave.

Commanding Officers

Commanding officers hold ultimate authority to approve or deny leave requests. They are responsible for
balancing the welfare of their personnel with mission readiness. They must ensure leave decisions comply with
Navy instruction on leave and maintain documentation for audit and review purposes.

Personnel and Administrative Officers

Personnel and administrative officers manage leave records, process requests in official systems, and provide
guidance to sailors regarding leave entitlements and procedures. They ensure accurate record-keeping and
assist command authorities in interpreting leave policies.

Sailors

Service members are responsible for submitting timely and accurate leave requests, maintaining awareness of
their leave balance, and complying with all regulations related to leave. They must also notify command
promptly of any changes affecting their leave status.

Documentation and Record Keeping for Leave

Accurate documentation and record keeping are critical components of the Navy instruction on leave. Proper
management of leave records ensures accountability, transparency, and compliance with military regulations.

Leave Forms and Electronic Systems

The Navy requires the use of standardized leave forms, such as the NAVPERS 1336/3 (Request and Authority
for Leave), or electronic submission through secure personnel systems. These tools facilitate efficient
processing and accurate tracking.

Leave Accounting and Audits

Leave balances must be updated promptly after leave is taken or canceled. Periodic audits are conducted to
verify leave records and ensure no discrepancies exist. Any irregularities are addressed according to Navy
regulations to maintain the integrity of personnel records.



Retention of Records

Documentation related to leave requests, approvals, and cancellations must be retained in the service member’s
official personnel file for a prescribed period. This retention supports future reference, entitlement
calculations, and legal compliance.

Summary of Key Points in Navy Instruction on Leave

Leave accrual rate is generally 2.5 days per month, with a maximum accumulation limit.

Multiple types of leave exist, including ordinary, convalescent, emergency, and leave without pay.

Leave requests require formal submission and approval by authorized command personnel.

Accurate documentation and record keeping ensure compliance and accountability.

Commanding officers and administrative staff play critical roles in leave management.

Frequently Asked Questions

What is the Navy instruction that governs leave policies?

The Navy instruction that governs leave policies is OPNAVINST 1050.11, which outlines the entitlements,
procedures, and regulations regarding leave for Navy personnel.

How many days of leave are Navy personnel entitled to annually?

Navy personnel are entitled to 30 days of leave annually, which can be accrued and used according to the
guidelines set forth in Navy leave instructions.

Can Navy personnel carry over unused leave to the next fiscal year?

Yes, Navy personnel can carry over up to 60 days of unused leave into the next fiscal year, but any leave
beyond that limit will be forfeited unless special circumstances apply.

What is the process for requesting leave in the Navy?

To request leave, Navy personnel must submit a leave request through their chain of command, often using the
Defense Travel System (DTS) or other official channels, and receive approval before taking leave.

Are there restrictions on when Navy personnel can take leave?

Yes, leave is subject to command approval and operational requirements. Certain periods, such as deployments
or critical missions, may restrict or limit the ability to take leave.

What happens to unused leave when a Navy member separates from service?

Upon separation, any unused leave is typically paid out as a lump sum, calculated based on the service
member's base pay, according to Navy leave regulations.



Does the Navy have special leave provisions for emergency situations?

Yes, the Navy provides emergency leave provisions, allowing service members to take leave for urgent personal
or family emergencies, with specific procedures for rapid approval outlined in Navy instruction.

Additional Resources
1. Navy Leave Regulations and Guidelines
This book offers a comprehensive overview of the policies governing leave in the Navy. It explains eligibility,
types of leave, and the procedures for requesting and approving time off. The guide is essential for both new
recruits and seasoned personnel to understand their rights and responsibilities regarding leave.

2. Effective Leave Management in Naval Operations
Focused on the administrative side, this title discusses strategies for managing leave schedules without
disrupting naval missions. It covers best practices for balancing personnel availability and maintaining
operational readiness. Commanding officers will find practical advice for coordinating leave within their units.

3. The Sailor’s Handbook to Leave and Liberty
Written from a sailor’s perspective, this handbook provides practical tips and advice for making the most of
leave periods. It includes information on travel, budgeting, and maintaining wellness during time off. The book
encourages responsible enjoyment of leave while remaining prepared for duty.

4. Understanding Military Leave: A Navy Guide
This book breaks down the different types of military leave, including emergency, convalescent, and ordinary
leave. It explains the legal framework and administrative procedures involved in each category. Readers gain
clarity on how to navigate complex leave situations effectively.

5. Leave Policies and Personnel Welfare in the Navy
Highlighting the connection between leave policies and personnel morale, this title explores how well-
structured leave programs contribute to sailor wellbeing. It discusses psychological and social benefits of
leave and offers recommendations for improving existing policies. The book is useful for policymakers and human
resource personnel.

6. Commanding Officer’s Guide to Leave Approval
Designed for naval leaders, this guide offers detailed instructions on reviewing and approving leave requests. It
emphasizes the importance of fairness, consistency, and adherence to regulations. The book also provides case
studies to illustrate common challenges and solutions in leave management.

7. Legal Aspects of Navy Leave and Absence
This title delves into the legalities surrounding leave, including unauthorized absence and disciplinary actions.
It explains relevant military laws and how they apply to various leave situations. Legal officers and sailors
alike will benefit from its clear explanation of rights and consequences.

8. Planning Your Navy Leave: A Practical Guide
Aimed at sailors preparing for leave, this guide offers step-by-step advice on planning travel, handling finances,
and maintaining communication with command. It stresses the importance of preparation to ensure leave is both
restful and compliant with Navy expectations. The book also includes checklists and sample leave forms.

9. Balancing Duty and Leave: Insights for Navy Personnel
This insightful book discusses the challenges sailors face in balancing operational duties with personal time
off. It provides strategies for managing stress, maintaining professionalism, and optimizing leave periods for
maximum benefit. The book encourages a healthy work-life balance within the demanding Navy environment.
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