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THE LANGUAGE USED IN THIS DOCUMENT DOES NOT CREATE AN EMPLOYMENT CONTRACT 
BETWEEN THE EMPLOYEE AND THE AGENCY.  THIS DOCUMENT DOES NOT CREATE ANY 
CONTRACTUAL RIGHTS OR ENTITLEMENTS.  THE AGENCY RESERVES THE RIGHT TO REVISE 
THE CONTENT OF THIS DOCUMENT, IN WHOLE OR IN PART.  NO PROMISES OR ASSURANCES, 
WHETHER WRITTEN OR ORAL, WHICH ARE CONTRARY TO OR INCONSISTENT WITH THE TERMS 
OF THIS PARAGRAPH CREATE ANY CONTRACT OF EMPLOYMENT. 

DEFINITIONS 

Agency - The South Carolina Military Department/Office of the Adjutant General. 

Leave Donor – An employee of the South Carolina Military Department who voluntarily requests, in writing, 
a transfer of Annual and/or Sick Leave to the Leave Transfer Pool or to a specific qualifying Military 
Department employee. 

Personal Emergency – A catastrophic and debilitating medical situation, severely complicated disability, 
severe accident case, family medical emergency or other hardship situation likely to require an employee’s 
absence from duty for a prolonged period of time and would result in a substantial loss of income to the 
employee because of the unavailability of paid leave.  A personal emergency is limited to catastrophic and 
debilitating medical situations, severely complicated disabilities, and severe accident cases, which would 
require a prolonged period of recuperation.  Routine disabilities resulting from elective surgery do not qualify 
as personal emergencies. 

Prolonged Period – Minimum of thirty (30) consecutive or intermittent working days within one (1) calendar 
year. 

FORMS 

All forms noted for use in accordance with this Policy may be found at https://scmd.sc.gov/state-
operations/forms under the “Leave and Attendance” Section. 

POLICY 

1. Employees of the South Carolina Military Department (FTE, Temporary Grant, and Time Limited) may 
voluntarily donate Annual and/or Sick Leave to the Agency’s Annual Leave Transfer Pool and/or transfer 
Annual and/or Sick Leave to a specific qualifying Agency employee. 

2. Qualifying employees of the South Carolina Military Department (FTE, Temporary Grant and Time 
Limited Project), who have been approved as leave recipients under personal emergency circumstances, 
may request and receive Annual and/or Sick Leave from the Agency’s Annual Leave Transfer Pool and/or 
as a direct donation from another Military Department employee. 

3. Approval Authority 

a. The Chief of Staff for State Operations is the approval authority for requests to donate to or receive 
leave from the Agency’s Annual Leave Transfer Pool and/or for direct donation to/from another Agency 
employee. 

b. Once approved by the Chief of Staff for State Operations, the Agency selections are final and there 
is no administrative or judicial appeal. 
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4. Limitations 

a. An Agency employee may donate no more than one-half (½) of the Annual Leave they earn within 
a calendar year to the appropriate leave pool for that calendar year. 

b. The donating Agency employee must retain a minimum of fifteen (15) days of Sick Leave in their 
Sick Leave Account.  An employee with less than (15) days of Sick Leave in their Sick Leave Account may 
not transfer any Sick Leave to the Agency’s Sick Leave Transfer Pool. 

c. Agency Employees are limited to receiving no more than thirty (30) Donated Leave days (includes 
both Annual Leave and Sick Leave) in one (1) calendar year. 

5. Eligibility to Request for Donated Leave 

a. To qualify as a recipient of transferred leave, the requesting Agency employee must be eligible to 
accrue Annual and/or Sick Leave.  Employees in Temporary Grant and Time Limited positions who accrue 
leave at the same rate as FTE employees may donate and receive leave if all other eligibility requirements 
are met. 

b. In order to be eligible to request leave (Annual or Sick) from the Leave Pool or to receive donated 
leave, an employee must have been in a Leave Without Pay status for at least thirty (30) working days or 
provide documentation certifying a medical emergency that will result/resulted in the employee being in 
Leave Without Pay for this length of time. 

6. Use of Annual Leave or Sick Leave 

a. When the selection of a leave recipient is approved in accordance with this Policy, the Agency may 
transfer all or any portion of the Annual Leave Transfer Pool to the Annual Leave Account of the Leave 
Recipient, and all or any portion of the Sick Leave Transfer Pool to the Sick Leave Account of the Leave 
Recipient. 

b. Upon approval of a request, an employee may use Annual or Sick Leave from the appropriate leave 
pool in the same manner and for the same purposes as if the employee had accrued the leave. 

c. The donated leave recipient must use any Annual or Sick Leave that accrues to their account before 
using any leave from a Leave Pool account. 

d. An Agency employee who becomes eligible for other paid benefits for periods of absence from 
work (e.g., Worker’s Compensation, Long-Term Disability, Disability Retirement, etc.) will generally be 
considered ineligible for leave transfers. 

e. The Agency may allow the donated leave recipient to use Annual and Sick Leave transferred under 
this program to substitute retroactively for periods of Leave without Pay or to liquidate any indebtedness 
for advanced Sick Leave.  Whether transferred leave may be applied retroactively, and for what length of 
time, will be determined by the Agency on a case-by-case basis in light of the justification presented. 

7. An employee wishing to donate Annual and/or Sick Leave to either the Annual Leave Transfer Pool or 
Sick Leave Transfer Pool must do so prior to the end of the calendar year. 

8. Once an employee’s donated leave is transferred to a leave pool, it will not be restored or returned to 
the Leave Donor. 

9. The Agency will distribute the donated Annual Leave and/or Sick Leave to approved leave recipients 
of the Agency according to the provisions of this Policy. 
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10. The Agency must have sufficient leave in the appropriate leave account and sufficient funds to pay for 
the requested leave. 

PROCEDURE 

1. Employees requesting leave from one of the Leave Pools or requesting to donate to one of the Leave 
Pools will submit their requests through their Supervisor and Department Head to the State HRO Leave 
Coordinator at timeandleave@scmd.sc.gov. 

2. The State HRO Leave Coordinator will coordinate with the SC Military Department State Human 
Resources Officer (State HRO) who will review each request on and make a recommendation to the Chief 
of Staff for State Operations. 

3. Donating Leave to the Leave Pool Transfer Pool 

a. Annual Leave.  An Agency employee may request to transfer a specified number of their accrued 
Annual Leave hours from their Annual Leave Account to the Agency’s Annual Leave Transfer Pool by 
completing a “Leave Pool - Leave Donation Request”. 

b. Sick Leave.  An Agency employee may request to transfer a specified number of their accrued Sick 
Leave hours from their Sick Leave Account to the Agency’s Sick Leave Transfer Pool by completing a 
“Leave Pool - Leave Donation Request”. 

4. Donating Leave to Another South Carolina Military Department Employee 

a. Annual Leave.  An Agency employee may request to transfer a specified number of their accrued 
Annual Leave hours from their Annual Leave Account to a specific Agency employee by completing a 
“Leave Pool - Employee-To-Employee Leave Donation Request”. 

b. Sick Leave.  An Agency employee may request to transfer a specified number of their accrued Sick 
Leave hours from their Sick Leave Account to a specific Agency employee by completing a “Leave Pool - 
Employee-To-Employee Leave Donation Request. 

5. Requesting Donated Leave.  An Agency employee with a personal emergency may request Annual 
and/or Sick Leave from the appropriate leave pool by completing a “Leave Pool - Leave Recipient Request”. 

6. When the Emergency Terminates 

a. The personal emergency affecting a leave recipient terminates when the Agency determines the 
personal emergency no longer exists or the leave recipient’s employment terminates. 

b. The Leave and Time Clerk in the State Human Resource Office will complete a “Leave Pool - Leave 
Restoration Request” and return all unused donated leave to the Agency’s Annual Leave or Sick Leave 
Transfer Pools as applicable.  The unused leave will not be restored or returned to the Leave Donor. 
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