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CAMDEN COUNTY POLICE DEPARTMENT 
 

 

VOLUME: 2 CHAPTER: 25 # OF PAGES: 11 

 

 

SUBJECT: MILITARY LEAVE 
 

EFFECTIVE DATE: 

May 18, 2016 
ACCREDITATION 
STANDARDS: 

N/A 

REVISION DATE PAGE # 

  

BY THE ORDER OF:  

Chief John S. Thomson  

 

SUPERSEDES ORDER #:  

 

 
PURPOSE The purpose of this directive is to establish uniform guidelines to comply with United States 

and New Jersey laws and regulations in granting leaves of absence relative to military 
obligations. 

 
POLICY  It is the policy of the Camden County Police Department to be in compliance with all federal 

and state laws and regulations regarding employees participating in the national guard and 
military reserve duty in order to preserve national security, promote the public good, and 
ensure that the department has sufficient human resources to meet its staffing needs. 
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PROCEDURES 
 

I. DEFINITIONS 
 

A. Active duty (AD): is a period of full-time duty in the active federal or state military 
service other than active duty for training (ADT) pursuant to N.J.S.A. 38A: 1-1i. 
 

B. Active duty for training (ADT): is a period of full-time duty in active federal or 
state military service for training purposes other than active duty (AD), pursuant to 
N.J.S.A. 38A: 1-1j.  ADT includes, but is not limited to annual training (AT). 

 
C. Active duty for operational support (ADOS) is defined as active duty, other than 

active guard and reserve duty, under Section 12301(d) of Title 10, United States 
Code; full-time national guard duty, other than active guard and reserve duty, under 
Section 502(f)(2) of Title 32, United States Code; and active duty, including active 
duty for training, or full-time national guard duty performed at the request of an 
organizational or operational commander, or as a result of reimbursable funding. 
 

D. Annual training (AT): is a period of training duty, usually performed two 
consecutive weeks each federal fiscal year, for the purpose of gaining or 
sustaining individual or unit skills.  Annual training is also referred to as active duty 
for training and/or field training. 

 
E. Calendar year (CY): one-year period that begins on January 1st and ends on 

December 31st, based on the commonly used Gregorian calendar. 
 
F. Federal fiscal year (FY) is a term used by the military that covers a calendar year 

(October 1st through September 30th) of the prevailing year. 
 

G. Inactive Duty Training (IDT) includes, but is not limited to, 
 

1. Unit training assemblies (UTA), commonly known as weekend drill; 
 

2. Rescheduled unit training assemblies (RUTA), a makeup period for a 
missed UTA; 

 
3. Split unit training assemblies (SUTA), a makeup period for a missed UTA; 

 
4. Additional flight training period  (AFTP), time authorized for flight 

training/validation; 
 

5. Readiness management assemblies (RMA), used to plan/prepare training; 
 

6. Additional unit training assemblies (AUTA), used to accomplish 
administrative actions in support of training; 

 
7. M-COFT AUTA, authorized additional training time for instruction of 

operation of M-COFT training device; 
 

8. Proficiency training (PT); 
 
 

9. Training period preparation assembly (TPPA); 
 

10. Promotional testing/promotion board interview; 
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11. Battle assemblies (BA) also known as weekend duty; 

 
12. Multiple unit training assemblies (MUTA), used for significant training 

events (e.g., pre-mobilization, weapons qualification, active duty for 
training. 

 
H. Military reservist means any permanent employee of this department, either full 

or part time, who is a member of the, Naval Militia, Marine Corps Reserve, Coast 
Guard Auxiliary, or a reserve component of any of the armed forces of the United 
States. 

 
I. National guardsman a voluntary military force of each state, which the governor of 

a state can summon in times of civil disorder, beyond the capabilities of the local 
and state police.  Guardsman may also be called into federal active duty through 
congressional and presidential order during civil emergencies or crisis.   

 
II. GENERAL PROVISIONS 

 
A. Under current federal law regulating military leave and reemployment rights, 

military reservists and national guardsmen cannot be forced to reschedule their 
working hours to accommodate military leave. 

 
B. Military reservists and guardsmen are entitled to leave of absence from their 

respective duty without loss of pay or time on all days which he/she shall be 
engaged in active duty for training, which shall be a period of two (2) calendar 
weeks in a year. Service members shall not be compelled to utilize accrued 
vacation, holiday or sick time; however, reservists and guardsmen may request the 
use of accrued time earned during the calendar year.   

 
C. Rescheduling departmental duty hours to accommodate battle assemblies is 

permitted, but is not required. If a reservist or guardsman chooses to take an 
unpaid leave rather than reschedule their regular days off to coincide with their 
battle assembly, the department must honor the request.  However, this unpaid 
leave will not affect seniority within the department. 

 
D. National guardsmen shall be entitled to a leave of absence from their duties, 

without suffering loss of pay or time, on all days during which that are engaged in 
active duty, active duty for training, or other duty ordered by the Governor of the 
State of New Jersey, provided that the leave of absence does not exceed 90 days 
in the aggregate of any one year. Other duty ordered by the governor includes 
incidents of insurrection, breach of the peace, natural disaster or imminent 
danger to public safety. 

 
E. While the New Jersey National Guard are entitled to enhanced military leave 

benefits because the New Jersey National Guardsmen have vital state 
responsibilities in addition to its federal responsibilities, N.J.S.A. 38A: 4-4 does not 
apply to reservists.  

 
 
 
 

F. Military reservists can be called to active duty for federal service under section(s) 
331, 332, 333 or 1206 of U.S. Title 10, which reads in pertinent part: 
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1.  Section 331 – Whenever there is an insurrections in any state against its 
government, the president may, upon the request of its legislature or of its 
governor if the legislature cannot be convened, call into federal service such 
of the militia of the other states, in the number requested by that state, and 
use the armed forces as he/she considers necessary to suppress the 
insurrection. 

 
2.  Section 332 – Whenever the pPresident considers that unlawful 

obstructions, combinations, assemblages, or rebellion against the authority 
of the United States, make it impracticable to enforce the laws of the United 
States in any state by the ordinary course of judicial proceedings, he/she 
may call into federal service of the militia of any state, and use the armed 
forces, as he/she considers necessary to enforce those laws or to suppress 
the rebellion. 

 
3.  Section 333 – The president, by using the militia or the armed forces, or 

both, or by any other means, shall take such measures as he/she considers 
necessary to suppress, in a state, any insurrection, domestic violence, 
unlawful combination, or conspiracy, if it: 

 
a. Hinders the execution of the laws of that state and of the United 

States within the state, that any part or class of its people is deprived 
of a right, privilege, immunity, or protection named in the Constitution 
and secured by law, and the constituted authorities of that state are 
unable, fail, or refuse to protect that right, privilege, or immunity, or 
to give that protection; or 

 
b. Opposes or obstructs the execution of the laws of the United States 

or  impedes the course of justice under those laws. In any situation 
covered by clause (1), the state shall be considered to have denied 
the equal protection of the laws secured by the Constitution. 

 
4.  12406 – National Guard can be called into federal service when:  
 

a. The United States or any of the Commonwealths or possessions is 
invaded or is in danger of invasion by a foreign nation; 

 
b. There is a rebellion or danger of a rebellion against the authority of 

the government of the United States; or 
 

c. The President is unable with the regular forces to execute the laws 
of the United States; the President may call into federal service 
members and units of the national guard of any state in such 
numbers as he considers necessary to repel the invasion, suppress 
the rebellion, or execute those laws. Orders for these purposes shall 
be issued through the governors of the states or, in the case of the 
District of Columbia, through the commanding general of the National 
Guard of the District of Columbia. 

 
 
 
 

G. A full-time employee of the Camden County Police Department who is a member 
of the New Jersey National Guard, shall be entitled, in addition to pay received, a 
leave of absence without loss of pay or time on all days in which he/she is engaged 
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in any period of state or federal active duty.  The leave of absence for federal active 
duty or active duty for training shall not exceed 90 aggregate calendar days in the 
same year. 

 
H. This 90 calendar days of paid military leave for New Jersey national guardsmen 

shall be in addition to accrued regular vacation, holiday or sick leave entitled to the 
employee.  Any military leave of absence for active duty in excess of 90 calendar 
days shall be without pay, but not without loss of service time.  

 
I. Upon request from the guardsman scheduled for military leave, the employee is 

permitted, but not obligated, to use accrued annual holiday, vacation or sick leave 
or to any compensatory time available beyond the 90 days.  

 
J. A full–time employee of the Camden County Police Department who is a member 

of the organized Army Reserves, Navy Reserves, Air Force Reserves, Marine 
Corps Reserves or other organization affiliated therewith, including the National 
Guard of other states shall be entitled, in additional to pay received, a leave of 
absence without pay or time on all work days the officer shall be engaged in any 
period of active duty, provided such leave of absence does not exceed 30 
aggregate calendar days in the same year. 

 
K. This 30 calendar days of paid military leave shall be in addition to accrued regular 

vacation, holiday or sick leave entitle to the employee.  Any military leave of 
absence for active duty in excess of 30 calendar days shall be without pay, but not 
without loss of service time. 

 
L. Upon request from the reservist scheduled for military leave, the employee is 

permitted, but not obligated to use accrued annual holiday, vacation or sick leave 
or to any compensatory time available beyond the 30 days.  

 
M. Military leave with pay is not authorized for inactive duty training (IDT) as defined 

in N.J.A.C. 5A: 2-2.1. 
 

N. Military reservists and guardsmen shall be entitled to military leave of absence 
from work to perform their duties for periods of inactive duty training.  Members 
called into extended service with the armed forces shall be placed on military 
leave without pay for the period of such service has been ended. As previously 
mentioned, reservists and guardsmen cannot be forced to reschedule their duty 
hours to accommodate military leave for inactive duty training, nor can they be 
forced to utilize vacation or compensatory time, however, they may choose to do 
so with approval from their chain of command.   

 
O. Camden County Police Department employees choosing to enter the armed forces 

shall seek prior permission from the Chief of Police for a military leave of absence.  
Employees granted leave will not be compensated for the initial period of training 
required to be performed upon entrance in the reserves or national Guard. 

 
 
 
 
 

III. SCHEDULING LEAVE TIME 
 

A. Military reservists and guardsmen who receive orders for active duty, active duty 
for training, or inactive duty training that conflicts with their departmental 
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scheduled work assignment, shall immediately submit a information report (PD 
216) requesting military leave of absence to their supervisor, to be forwarded 
through the chain of command to the Chief of Police. 

 
1. This report must be submitted as expeditiously as possible to de-conflict 

scheduling issues. 
 

2. The special report shall contain the following information: 
 
a. Date and times of the military leave; 

 
b. Number of work days requested for military leave; 

 
c. The expected date of return to duty; 

 
d. A copy of the official military orders or monthly schedule: 

 
e. Location of the training; 

 
B. Upon receipt of the yearly training schedule that covers military weekend IDT, ADT 

and AT, military members shall submit a copy to their supervisor. This copy shall 
be forwarded through the chain of command to the Chief of Police, no later than 
October 30th for the subsequent year. Any changes to the submitted training 
schedule will require an information report noting the changes accompanied with 
a letter from the military commander or designee. 

 
C. The Chief of Police or designee shall verify active duty military leave requests and 

documentation.  
 

IV. SURRENDERING DEPARTMENT ISSUED EQUIPMENT  
 

A. Military members performing active duty beyond 2 weeks of annual training are 
required to surrender their department issued weapon, magazines, ammunition 
and radio to the range master.   
 

B. Military members on 2 weeks of annual training are required to safeguard their 
department issued equipment or turn it in to the range master for safeguarding.  

 
V. NOTIFICATIONS 

 
A. Injuries sustained while on military leave such as AD, IDT, AT or ADT must be 

promptly reported to Camden County Police Department Human Resources. Copies 
of any medical or treatment forms must accompany a department information report. 

 
B. Any military disciplinary action resulting from AD, IDT, AT, or ADT training must be 

promptly reported to Internal Affairs. 
 
C. Upon enlistment, reenlistment, or retirement military members must submit a PD 

216 through the chain of command notifying the Chief of Police. 
 

VI. RETURNING FROM MILITARY LEAVE 
 

A. Prior to returning from military leave, employees shall contact the Camden County 
Police Department Human Resources Section HR@camdencountypd.org  with an 
anticipated date of return to the police department.  It shall be the military member’s 

mailto:HR@camdencountypd.org
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responsibility to maintain communications with the Human Resources section if 
there are any conflicts with the returning date.   

 
B. Employees are required to transition through the following sections within the 

Camden County Police Department prior to resuming normal law enforcement 
duties: 

 
1. Human Resources; 

 
2. Internal Affairs; 

 
3. Training; 

 
4. Range master (sworn personnel only); 

 
5. Information technology; 

 
6. Administration. 

  
C. Immediately after the medical appointment, employees shall contact the Human 

Resources Section to coordinate with the training section to update training records 
and range master for weapons qualification (if necessary).  Employees shall also 
department issued equipment prior to returning to the department. It shall be the 
employee’s responsibility to adhere to the instructions provided by the Human 
Resources section.     
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APPENDIX A 
 

IN-PROCESSING 
 

A. Human Resources In-Processing: 
 

1. Employee submits copy of military orders (return from active duty). 
 

2. Employee submits copy of DD-214 or equivalent; HR schedules medical evaluation. 
 

3. Employee submits awards and decorations received during military leave. 
 

4. Employee submits copy of military re-assignment to Reserve, National Guard unit 
or equivalent to include scheduled IDT yearly schedule.    

 
B. Internal Affairs In-Processing: 

 
1. Employee photograph (civilian/police uniform). 

 
2. Employee submits copy of military evaluation report or equivalent Guardian Tracker 

reset (if applicable). 
 

3. Employee submits a copy of DD-214 or equivalent. 
 

C. Training In-Processing: 
 

1. Reset DMS-log-in.  
 

2. Update mandatory training requirements (federal, state and county). 
 

3. Submit copies of all military certificates received during military leave. 
 

4. Employee submits awards and decorations received during military leave. 
 

D. Range Master In-Processing: 
 

1. Weapons qualification (including less lethal weapons, if applicable). 
 

E. Property Management In-Processing: 
 

1. Re-sizing for body armor (if necessary). 
 

2. Return department issued non-lethal equipment. 
 

F. Information Technology In-Processing: 
 

1. LEAA. 
 

2. POSS. 
 

3. Reset CCPD email account.  
 
 
 

G. Administration In-Processing: 
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1. Issuance of employee identification card. 

 
2. Issuance of access card/key. 

 
3. Duty re-assignment 
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APPENDIX B 
 

OUT-PROCESSING 
 
 

A. Human Resources Out-Processing: 
 

1. Employee submits copy of active duty military orders (mobilization, MOS training 
and schools). 

 
2. Employee submits military points of contact (unit administrator, senior NCO and 

commander’s name and phone number). 
 

3. Employee submits civilian point of contact (spouse, family member or significant 
other). 

 
B. Internal Affairs Out-Processing: 

 
1. Employee submits information report verifying submission of all department-issued 

equipment to include identification and access cards.  
 

2. Disable Guardian Tracker (if applicable) 
 

C. Training Out-Processing: 
 

1. Disable DMS user account. 
 

D. Range Master Out-Processing: 
 

1. Surrender department-issued duty assigned weapon(s) and ammunition. 
 

E. Property Management Out-Processing: 
 

1. Surrender all department issued non-lethal equipment as listed: 
 

a. Body armor. 
 

b. Body armor carrier. 
 

c. Hat and breast badges. 
 

d. Department issued radio. 
 

2. Employee cleans out locker for property management inspection 
 

F. Information Technology Out-Processing: 
 

1. Disable CAD LEAA system. 
 
2. Disable CCPD email account. 
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G. Administration Out-Processing: 
 

1. Employee submits employee identification card. 
 
2. Employee submits access card/key. 
 
3. Employee receives re-assignment notification. 


