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MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  Community Service Activities


1.  This policy memorandum supersedes policy memorandum TAG 11-02, dated 12 October 2010, subject as above.  Unless sooner rescinded or superseded, this policy will expire 2 October 2014.

2.  I encourage you, as good citizens of our Nation, State and Community, to volunteer your expertise and energies for the benefit of others.  As Commissioner of this Department, I strongly encourage every employee to volunteer their efforts to worthy causes during work hours when participation will benefit the image of the Department and meet a common sense test for expenditure of taxpayer dollars.

3.  Federal Technicians, AGR soldiers and airmen, and those soldiers and airmen performing other forms of Active Duty may be authorized time off from work (not to exceed twenty-four hours in any calendar year) to participate in such voluntary activities.  It is important that we spread our efforts out over many worthwhile causes, and that we participate in uniform or in a context that clearly portrays an association with this Department.

4.  Federal Technicians must submit requests, in writing, to their supervisor.

a.  Supervisors will approve or disapprove requests using normal leave approval procedures, and may limit participation in this program only when mission requirements dictate.  Supervisors will forward request through the chain of command to the Human Resources Office (HRO).

b.  HRO will accept requests on Standard Leave Forms, as memorandums or e-mails.  HRO will approve or disapprove (rarely disapprove) the request based on the activity, and will return through supervisors to the technician.

c.  Approved requests will be used to document administrative leave and will normally accompany Time and Attendance Cards submission.  Under certain conditions, retroactive adjustment to Time and Attendance Cards may be appropriate.

d.  Responsibility for keeping track of cumulative hours rests with supervisors.



5.  AGR soldiers and airmen may be granted a pass to perform voluntary community service (not to exceed three days in any calendar year).  Requests for this type of pass will be written and granted or denied by the Leave Approval Authority.  A copy of the request will be sent to the HRO for the sole purpose of tracking organizational participation in voluntary activities.

6.  The MENG can support activities such as the Family Support Program, Employer Support of the Guard and Reserve (ESGR) Program, food kitchens, United Way, Boy Scouts and Girl Scouts, etc.  We cannot grant administrative leave to support religious activities.  We will support school activities where there is obvious benefit to the image of the National Guard.  These listed activities are not all inclusive and I encourage each of you to request leave if you think it is appropriate.

7.  The Human Resources Officer is the point of contact for this initiative and may be reached at 430-6010.


                                                                                           //s//		
	JAMES D. CAMPBELL
	Brigadier General, MENG
	The Adjutant General
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