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g. Department Heads should notify the Human Resources of any absence that 
exceeds three days as such an absence may be covered under FMLA. 
Notification regarding unauthorized absences and absences involving leave 
without pay should also be communicated to Human Resources. 

h. In the event an employee’s illness extends beyond available sick and 
annual leave, the Chief Human Resources Officer or designee may, upon 
the written recommendation of the employee’s department head, advance 
up to 15 days of additional sick leave to the employee. Only one approved 
request may be outstanding at any given time. 

i. In qualifying sick leave situations, the employee shall use all sick leave 
before going on leave without pay unless the Chief Human Resources 
Officer or designee grants an exception at the employee’s request. 

j. Under the Americans with Disabilities Act (ADA), certain extended 
impairments may be protected as disabilities and may require reasonable 
accommodation.  In certain cases, the use of leave may be considered a 
reasonable accommodation. Determinations regarding reasonable 
accommodations will be made on a case-by-case basis as determined by 
the circumstances.  Employees who would like to request accommodations 
under the ADA should contact the Human Resources.   

k. No more than 1,350 hours (180 days) may be carried from one calendar 
year to another. 

l. Upon separation from employment, an employee shall forfeit all earned sick 
leave.   

1) Exception: When an employee transfers from one SC State agency to 
another without a break in service, all sick leave credits are transferred 
with the employee from the losing agency to the gaining agency. 

2) An employee of a State agency transferring to a SC school district or a 
SC school district employee transferring to a State agency is permitted 
to transfer to and retain at the new employer all sick leave earned at the 
former employer regardless of his employment status at the new 
employer. 

4. Blood Drives / Bone Marrow Donors / Organ Donor. 

a. At times convenient for the employing department, employees will be 
permitted to participate in blood drives during your work hours without using 
accrued leave. The college may deny the employee’s request for time to 
donate if the absence of the employee would create scheduling difficulties 
in completing assignments within the department or division. 
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b. Employees who seek to undergo a medical procedure to donate bone 





Memo 5-117, Page 9 
 

authority. An employee who is called to active duty to serve during an 
emergency will be entitled to such leave with pay for up 30 additional 
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In the event a non-essential employee reports to work when The Citadel is 
closed, the employee should be sent home unless personal safety would 
be jeopardized.  If an employee disregards a directive to leave the work site, 
the time worked must be reported, but the employee may be subject to 
disciplinary action. 

c. No provision of this policy will preclude the necessary, immediate 
evacuation of a facility by an authorized supervisor in the interest of 
personal safety. 

d. If the Governor does not provide pay for state employees (FTE) during a 
Declaration of Emergency, those employees who do not report to work or 
who report late will use annual or compensatory leave, take leave without 
pay or be allowed to make up time lost from work.   

e. Temporary and student employees will not be compensated for loss time. 

f. Employees will be given the option of making up the time lost from work; 
however, the time will be made up and/or scheduled according to the 
business needs of the College. Making up the lost time should be done in a 
reasonable length of time, preferably within a 30-day calendar period.  

g. If an employee has already obtained approval for leave during the declared 
state of emergency, the employee may withdraw the approved leave and 
substitute the hazardous weather leave.  Leave changes must be routed 
through the employee’s supervisor and submitted in writing to the payroll 
office. 

11. Leave Without Pay.   

a. In the event that leave is required beyond one’s available sick and annual 
leave, a leave of absence without pay may be granted.  Leave without pay 
is to be submitted by Department Head or Dean and approved in advance 
by the respective VP and/or Provost in consultation with the Chief Human 
Resources Officer.  Leave of absence without pay may be granted for the 
following: 

1) Due to service in the armed forces,  

2) For faculty, extended absence in the interest of The Citadel, such as 
advanced academic training, research, or experiences that lead to 
increased proficiency and promote the interest of the college as well as 
the faculty member, or 

3) Necessary absences for extenuating circumstances up to a maximum 
of 
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b. Before starting leave, employees should contact The Citadel’s Benefits 
Manager in Human Resources for information on the continuation of 
retirement credit, insurance plans, and other employee benefits during the 
period of leave. 

c. Annual leave and sick leave do not accrue during periods of leave without 
pay, but accumulated totals are not forfeited. 

C. Employees shall earn annual leave while on annual leave, sick leave, or other 
authorized leave with pay. Employees shall not earn said leave while on leave 
without pay. 

D. Leave Transfer Program: The Citadel maintains an annual leave pool and a sick 
leave pool. Employees may donate unused annual or sick leave to the pool. 
Employees who experience a personal emergency and meet the eligibility criteria 
may request leave from the appropriate pool. (See Annex B).     

5. COMPLIANCE  

Failure to comply with this policy and/or leave abuse may result in disciplinary 
action, up to and including termination. 

6. NOTES 

A. Dates of Official Enactment and Amendments: 

Approved by the Vice President for Finance on 1 May 2024 

B. Responsible Department: 

Human Resources  

C. Responsible Official: 

Chief Human Resources Officer 

D. Cross References: 
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8. REVIEW 

Review this policy on a biennial basis. 

       
FOR THE PRESIDENT 
 
OFFICIAL      PREETHI SAINT 
       Colonel, SCM 
       Vice President for Finance  

Attachments: 
Annex A – Annual Leave Accrual Rates 
Annex B – Employee Leave Transfer Program 
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Annex A 
Annual Leave Accrual Rates 

Five Days, 37.5 Hours Per Workweek Schedule 

YEARS OF SERVICE 
DAYS EARNED 

PER YEAR HOURS PER MONTH 

1 – 10 15.00 9.38 

11 16.25 10.16 

12 17.50 10.94 

13 18.75 11.72 

14 20.00 12.50 

15 21.25 13.28 

16 22.50 14.06 

17 23.75 14.84 

18 25.00 15.62 

19 26.25 16.40 

20 27.50 17.19 

21 28.75 17.97 

22 & Over 30.00 18.75 
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recuperation.  Routine sick leave or leave resulting from elective surgery does not 
qualify for leave transfers from the leave pool. 

D. Leave requests for maternity reasons may be approved if the reasons constitute a 
personal emergency. For example, expectant mothers who must be on bed rest per a 
physician for a period of at least 30 workdays before delivery could qualify for the leave 
transfer pool. However, eligibility would end upon the birth of the child unless a 
catastrophic, debi
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grandchildren of either the employee or the spouse, if the employee is the primary 
caretaker. 

4. Leave Donation. 

A. During the month of December of each calendar year, the Human Resources will notify 
faculty and staff members who are eligible to donate annual or sick leave earnings.   

B. When a faculty or staff member wishes to donate annual or sick leave to the leave 
pool, a Leave Donation Request Form must be completed specifying the amount and 
type of leave to be donated.  Leave Donation Request forms may be obtained from 
the Human Resources office. 

C. When the donation has been approved, the leave donor’s sick and/or annual leave 
balance will be decreased by the specified amount.  Notification of this action will be 
provided to the employee donating leave.  If a donation has been disapproved, the 
employee will also be notified. 

5. Request For Leave (1240.03). 

A. An employee with a personal emergency may request sick or annual leave from the 
appropriate pool account by completing a “Recipient Request for Leave Transfer 
Form” and attaching all necessary documentation and submitting it through their 
Department Head for recommendation to the Chief Human Resources Officer.  

B. The Benefits Manager will evaluate the recipient’s request to determine if the 
requirements of the State Human Resources Regulations have been met and if the 
request is in full compliance with the policies and procedures of the Leave Transfer 
program. After the evaluation has been completed, recommendation will be made to 
the Chief Human Resources Officer for approval or disapproval. 

6. Approved Requests. 

The Benefits Manager will notify the employee, his or her Department Head and the 
Payroll Office of the leave transfer approval, the number of hours approved, and the type 
of leave (sick or annual) approved.  The notification to the Payroll Office will include the 
number of hours to transfer upon initial notification.  The number of hours to transfer will 
not be greater than the amount of Leave Without Pay already used for the current 
situation.   

7. Disapproved Requests. 

The Benefits Manager will notify the employee and his or her Department Head of the 
disapproval. The employee may request a review of the disapproval decision. The basis 
for the review will be to ensure that State Human Resources Regulations and the policies 
and procedures were followed in the disapproval decision.  There is no provision for 




