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UNITED STATES MARINE CORPS 

MARINE CORPS INSTALLATIONS EAST-MARINE CORPS BASE 

PSC BOX 20005 

CAMP LEJEUNE NC 28542-0005 

MCIEAST-MCB CAMLEJO 12630.1 Ch 2 
CHRO-E 

JUL 13 2018
MARINE CORPS INSTALLATIONS EAST-MARINE CORPS BASE CAMP LEJEUNE 
ORDER 12630.1 Ch 2

From: 
To: 

Subj: 

Commanding General 
Distribution List 

ABSENCE AND LEAVE FOR CIVILIAN EMPLOYEES 

Ref: (a) 5 CFR 630
(b) Public Law 114-75
(c) 5 U.S.C. §63
(d) BO 12610.lL Ch 1
(e) Public Law 114-328
(f) MCIEAST-MCB CAMLEJO 12610.4B

Encl: (1) Annual Leave
(2) Sick Leave
(3) Military Leave
(4) Court Leave
(5) Leave Without Pay (LWOP)
(6) Administrative Leave (Excused Absence)
(7) Voluntary Leave Transfer Program (VLTP)
(8) Family and Medical Leave Act
(9) Disabled Veteran Leave

1. Situation. To provide guidance to supervisors and employees 
concerning the granting of annual leave, sick leave, military 
leave, court leave, leave without pay (LWOP), administrative 
leave, voluntary leave transfer program (VLTP) and family 
medical leave act (FMLA). 

2. Cancellation. MCIEASTO 12630.1. 

3. Mission

a. This command observes the leave policies outlined in
references (a) through {f). Enclosures (1) through (9) provide 
detailed guidance relative to the various types of leave and 
absences that apply to employees covered by this Order. Proper 
administration of the absence and leave regulations per the 
procedures and policy set forth herein are essential. 

DISTRIBUTION STATEMENT A: Approved for public release 
distribution is unlimited. 
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UNITED STATES MARINE CORPS 
MARINE CORPS INSTALLATION EAST-MARINE CORPS BASE 

PSC BOX 20005 
CAMP LEJEUNE NC 28542-0005 

 MCIEAST-MCB CAMLEJO 12630.1 Ch 2 
 CHRO-E 
 MAR 12 2020 

MARINE CORPS INSTALLATIONS EAST-MARINE CORPS BASE CAMP LEJEUNE 
ORDER 12630.1 Ch 2 

From:  Commanding General 
To:  Distribution List 

Subj:  ABSENCE AND LEAVE FOR CIVILIAN EMPLOYEES 

Encl: (1) New page inserts to MCIEAST-MCB CAMLEJO 12630.1

1. Situation.  To transmit new page inserts to the basic Order.

2. Mission

a. To transmit new page inserts and issue a change
transmittal to the basic Order. 

b. Summary of Change.  Removed page 5 of enclosure (6) to
update Leave for Bone-Marrow or Organ Donation policy. 

3. Execution.  Remove page 5 of enclosure (6) of the basic
Order and replace it with the corresponding page contained in
the enclosure.

4. Administration and Logistics.  File this change transmittal
immediately behind the signature page of the basic Order.

N. E. DAVIS 
Chief of Staff 

DISTRIBUTION:  A/C (plus H&S Bn, WTBn, MCAS NR, and MCAS CHERPT) 

DISTRIBUTION STATEMENT A:  Approved for public release, 
distribution is unlimited.
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                                MCIEAST-MCB CAMLEJO 12630.1 Ch 2 
                                MAR 12 2020 
 

 5   Enclosure (6) 

excused to attend the funeral or memorial service of an 
immediate relative killed in line of duty in the Armed Forces.  
The length of the excused absence will be determined on the 
basis of the circumstances of each request.  Immediate relative 
for this purpose will include not only a spouse and parents 
thereof; but also children, including adopted children, and 
spouses thereof; parents; brothers and sisters, and spouses 
thereof; and any other individual related by blood or affinity 
whose close association with the deceased was such as to have 
been the equivalent of the family relationship.  Requests for 
excused absence will be submitted to the approving official as 
specified in paragraph 5 of this basic Order. 
 
13.  After Prolonged Overtime or Travel.  When it is not 
possible or reasonable to reschedule an employee’s duty or 
travel time and regular scheduling would require the employee to 
travel and/or serve in a duty status for more than 16 hours, the 
employee may be excused without charge to leave or loss of pay 
for a reasonable time to recuperate from fatigue or loss of 
sleep.  In determining the time to be allowed, the adverse 
affect on work performance, health, or well-being, and any 
safety hazard which might result from working while fatigued, 
should be considered.  Excusal under this authority will not 
exceed four hours. 
 
14.  Leave for Bone-Marrow or Organ Donation.  Per reference 
(c), an employee is entitled to use up to seven days of special 
paid leave in any calendar year as a bone-marrow donor and up to 
30 days of special paid leave in any calendar year as an organ 
donor.  Although this absence is administratively recorded as 
excused absence, the leave is a statutory right of an employee. 
 
15.  Medical Examination for Federal Service.  An employee 
required to take a medical examination to determine the 
employee’s fitness for the Federal service is considered in duty 
status during the time necessary to obtain the examination or 
treatment.  When an employee is absent because of 
administratively required vaccinations or immunizations, the 
absence is considered an excused absence without charge to leave 
or loss of pay, provided the medical officer administering the 
vaccinations or immunizations certifies to the necessity for the 
absence. 
 






























