AIR AGR LEAVE FACT SHEET

· Unit Commander’s Responsibility

 Unit commanders:

· Establish annual leave programs to give members opportunity to use leave.

· Enforce Air Force and command-approved leave guidelines.

· Make sure commander’s support staff personnel keep prompt and accurate records of leave. 

· Instruct members to schedule leave within operational requirements.

· Inform members that there may be instances of leave disapproval or cancellation due to military necessity.

· Ensure members schedule leave annually at the beginning of the FY and use it each FY. 

· Advise members who schedule “use or lose” leave in Aug or Sep that they risk losing leave on 1 Oct due to military requirements 

· Make sure members taking ordinary vice terminal leave return 15 days before their scheduled separation or retirement to prevent pay problems.

· Normally do not grant leave to members undergoing treatment for an infectious or contagious disease. 

· EXCEPTION: Unit commander may grant leave if the attending physician provides written verification that the member does not pose a threat to the public health.

Reasons for using leave:
· Normally, members request annual or “ordinary” leave

· Members use annual leave:

· For vacation or short periods of rest from duty.

· To attend to parental family needs such as illnesses or adoption purposes.

· With a PCS or after periods of arduous duty and protracted periods of 

deployment from the home station.

· During traditional national holiday periods.

· To attend to family emergencies or personal situations caused by natural 

disasters.

· For attendance at spiritual events or for other religious observances.

· As terminal leave with retirement or separation from active duty.
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