
Faculty Manual Revisions – suggested by Human Resources 
 

Current Proposed 
p. 60 - All absences of faculty members shall 
be reported to the dean.  Faculty members 
shall obtain approval of absences from their 
chair or, in non-departmentalized units, the 
dean. Faculty members’ sick leaves shall be 
reported to the department chair and recorded 
through the Internet-based Time & Attendance 
Management System (ITAMS).  Department 
chairs shall notify their dean if they expect to 
be absent from campus.  In the event of any 
absence by a dean, chair, or faculty member 
for an unusual amount of time, the dean 
should notify the provost.    

All absences of faculty members shall be 
reported to the dean.  Faculty members shall 
obtain approval of absences from their chair or, 
in non-departmentalized units, the dean. 
Faculty members’ sick leaves shall be reported 
to the department chair and recorded through 
the university’s time management system 
Department chairs shall notify their dean if 
they expect to be absent from campus.  In the 
event of any absence by a dean, chair, or 
faculty member for an unusual amount of time, 
the dean should notify the provost.    

p. 61 - Faculty members who are scheduled to 
work at least half time will be eligible to earn 
sick leave that accrues at the rate of one and 
one-quarter work days per month of active 
employment. 

Faculty members who are scheduled to work at 
least half time will be eligible to earn sick leave 
that accrues at the rate of one and one-quarter 
workdays per month of active employment. 

p. 61 - Sick leave should be deducted in whole 
or partial work day.  Faculty members must 
report sick leave taken on any normal work day, 
even though not scheduled to teach a class on 
that particular day.   

Sick leave should be deducted in whole or 
partial workdays.  Faculty members must 
report sick leave taken on any normal workday, 
even though not scheduled to teach a class on 
that particular day.   

p. 61 - Sick leave may be used for periods of 
illness, injury, maternity, or medical 
appointment.  If faculty members miss more 
than ten work days for one of these reasons, 
they shall submit an application for disability 
leave to their chair or dean and to the Division 
of Human Resources.  If a period of absence 
certified by a health care professional exceeds 
the amount of accrued sick leave, the faculty 
member may use annual leave, if available, or 
apply for leave without pay.  The request for 
leave may not be denied for an illness or 
disability of a faculty member that is certified 
by a health care professional.  The amount of 
sick leave shall not exceed the time certified by 
the health care professional.  The total period 
of leave normally shall not exceed 180 work 
days of leave with pay or 180 calendar days of 
combined leave with and without pay.  In 
extenuating circumstances and at the 

Sick leave may be used for periods of illness, 
injury, maternity, or medical appointment. If 
faculty members miss more than three 
consecutive workdays for one of these 
reasons, they may be covered under the Family 
and Medical Leave Act (FMLA). Faculty may 
request FMLA through the university’s time 
management system. If a period of absence 
certified by a health care professional exceeds 
the amount of accrued sick leave, the faculty 
member may use annual leave, if available, or 
apply for leave without pay.  The request for 
leave may not be denied for an illness or 
disability of a faculty member that is certified 
by a health care professional.  The amount of 
sick leave shall not exceed the time certified by 
the health care professional.  The total period 
of leave normally shall not exceed 180 
workdays of leave with pay or 180 calendar 
days of combined leave with and without 



discretion of the president or the president's 
designee, the period of authorized leave may 
be extended up to a total of 365 calendar days 
of combined leave.   

pay.  In extenuating circumstances and at the 
discretion of the president or the president's 
designee, the period of authorized leave may 
be extended up to a total of 365 calendar days 
of combined leave.   

p. 61 - See also policy HR 1.06 Sick Leave.  See policies HR 1.06 Sick Leave and HR 1.07 
Family and Medical Leave 

p. 63 - MILITARY LEAVE   
  
Faculty members not on term appointment 
who are members of the United States armed 
forces reserves, including the Coast Guard 
Reserve and the National Guard, shall be 
entitled to leave with pay for up to fifteen 
regularly scheduled work days in any calendar 
year for training or other duties ordered by the 
governor or any department or agency of the 
United States government having authority to 
issue such orders.  Such duty or training should 
be arranged so as to interfere as little as 
possible with regular duties.  
 

p. 63 - MILITARY LEAVE   
  
Faculty members not on term appointment 
who are members of the United States armed 
forces reserves, including the Coast Guard 
Reserve and the National Guard, shall be 
entitled to leave with pay for up to fifteen 
regularly scheduled workdays in any calendar 
year for training or other duties ordered by the 
governor or any department or agency of the 
United States government having authority to 
issue such orders.  Such duty or training should 
be arranged so as to interfere as little as 
possible with regular duties.  
 

p. 63 - Leave without pay for personal reasons 
may be granted by the chair or dean for up to 
ten consecutive calendar days. Upon request 
by the chair or dean, the vice president for 
human resources, or the vice president's 
designee, may grant leave without pay in 
excess of ten consecutive calendar days.     

p. 63 - Leave without pay for personal reasons 
may be granted by the chair or dean for up to 
ten consecutive calendar days. For leave 
without pay in excess of ten consecutive 
calendar days,  faculty members must 
complete the Faculty Request for Leave 
Without Pay form and submit it to their chair or 
dean. Upon request by the chair or dean, the 
vice president for human resources, or the vice 
president's designee, may grant leave without 
pay in excess of ten consecutive calendar 
days.     

  
  
  
  
  
  
  
Appendix IV, p. 98 - INSURANCE PROGRAMS   
  
In conjunction with the state of South Carolina, 
the university has a comprehensive program of 
insurance and annuity plans for eligible 
members of the faculty and sta` and their 

Appendix IV, p. 98 – INSURANCE PROGRAMS   
  
In conjunction with the state of South Carolina, 
the university has a comprehensive program of 
insurance and annuity plans for eligible 
members of the faculty and their eligible 

http://www.sc.edu/policies/hr106.pdf
http://www.sc.edu/policies/hr106.pdf
https://www.sc.edu/policies/ppm/hr107.pdf
https://www.sc.edu/policies/ppm/hr107.pdf
https://www.sc.edu/about/offices_and_divisions/human_resources/benefits/time_away/index.php
https://www.sc.edu/about/offices_and_divisions/human_resources/benefits/time_away/index.php


eligible dependents. These plans include state 
health insurance, prescription benefits, dental 
insurance, vision care, life insurance, long-
term disability insurance, flexible spending 
accounts, auto and homeowners' insurance, 
cancer protection and hospital confinement 
insurance. Information about these plans may 
be obtained from the Division of Human 
Resources.  
 

dependents. These plans include state health 
insurance, prescription benefits, dental 
insurance, vision care, life insurance, long-
term disability insurance, flexible spending 
accounts, auto and homeowners' insurance, 
university life and long-term care, short-term 
disability, critical illness and cancer protection 
and accident insurance. Information about 
these plans may be obtained from the Division 
of Human Resources.  
 

Appendix IV, p. 98 - DEFERRED 
COMPENSATION AND TAX-DEFERRED 
ANNUITIES   
  
The university o`ers a variety of tax-deferred 
programs and will make payroll deductions for 
tax-sheltered annuities, but cannot contribute 
to their cost. 
 

Appendix IV, p. 98 - DEFERRED 
COMPENSATION AND TAX-DEFERRED 
ANNUITIES   
  
The university o`ers a variety of tax-deferred 
programs and will make payroll deductions for 
tax-sheltered annuities but cannot contribute 
to their cost. 
 

Appendix IV, p. 98 - This section is subject to 
interpretation by the South Carolina 
Retirement System and to changes the General 
Assembly might enact. The state guarantees a 
formula return based on average salary and 
years of credited service with the retirement 
system. Currently, there are two classes of 15 
membership: Class Two and Class Three. 
Class Two members are generally employees 
who currently have earned service credit in 
SCRS or a correlated retirement system for a 
period of service prior to July 1, 2012. Class 
Three members are those members who do not 
currently have earned service in SCRS or a 
correlated retirement system for a period of 
service prior to July 1, 2012.   

Appendix IV, p. 98 - This section is subject to 
interpretation by the South Carolina 
Retirement System and to changes the General 
Assembly might enact. The state guarantees a 
formula return based on average salary and 
years of credited service with the retirement 
system. Currently, there are two classes of 15 
membership: Class Two and Class Three. 
Class Two members are generally employees 
who currently have earned service credit in 
SCRS or a correlated retirement system for a 
period of service prior to July 1, 2012. Class 
Three members are those members who do not 
currently have earned service in SCRS or a 
correlated retirement system for a period of 
service on or after July 1, 2012.   

Appendix IV, p. 99 - If you are a Class Two 
member, you must have at least five years of 
earned service credit toward retirement unless 
your disability is the result of an injury arising 
out of and in the course of the performance of 
your job duties. If you are a Class Three 
member, you must have at least eight years of 
earned service credit toward retirement.  
  
 
 
 

Appendix IV, p. 99 - If you are a Class Two 
member, you must have at least five years of 
earned service credit toward retirement unless 
your disability is the result of an injury arising 
out of and in the course of the performance of 
your job duties approved for disability benefits 
from the federal Social Security 
Administration, which generally requires an 
incapacity to perform any gainful activity. If you 
are a Class Three member, you must have at 
least eight years of earned service credit 
toward retirement unless approved for 



 
 
 
 
 
 
 
At the death of a contributing member who has 
at least twelve months of credited service, the 
retirement system shall pay to the member’s 
beneficiary a death benefit equal to the 
member’s  annual base salary. If the deceased 
contributing member has at least fifteen years 
of creditable service, the beneficiary has other 
survivor options.  
 

disability benefits from the federal Social 
Security Administration, which generally 
requires an incapacity to perform any gainful 
activity. 
  
At the death of a contributing member who has 
at least twelve months of credited service, the 
retirement system shall pay to the member’s 
beneficiary a death benefit equal to the 
member’s current annual base salary. If the 
deceased contributing member has at least 
fifteen years of creditable service, the 
beneficiary has other survivor options.  
 

Appendix IV, p. 99 - OPTIONAL RETIREMENT 
PROGRAM   
  
Faculty members hired on or after July 1, 1987, 
may choose to enroll in the optional retirement 
program. State law requires that they 
contribute at the same rate as faculty 
members contribute to the state retirement 
system. Members of the optional retirement 
program are immediately vested for both the 
employee and employer contributions. This 
program does not include the disability 
benefits provided by the state retirement 
system. Retirement, death, and disability 
benefits are based on the cash value of the 
faculty member’s account.  
 

Appendix IV, p. 99 - OPTIONAL RETIREMENT 
PROGRAM   
  
Faculty members hired on or after July 1, 1987, 
may choose to enroll in the optional retirement 
program. State law requires that they 
contribute at the same rate as faculty 
members contribute to the state retirement 
system. Members of the optional retirement 
program are immediately vested for both the 
employee and employer contributions. This 
program does not include the disability 
benefits provided by the state retirement 
system. Benefits are based on the cash value 
of the member’s account.  
 

Appendix IV, p. 100 - EMPLOYEE ASSISTANCE 
PROGRAM   
  
The university o`ers an employee assistance 
program for faculty who need help solving 
personal or work-related problems. 
Information about this benefit may be obtained 
from the Division of Human Resources.  
 

Appendix IV, p. 100 - EMPLOYEE ASSISTANCE 
PROGRAM   
  
The university o`ers an employee assistance 
program for faculty who need help solving 
personal or work-related problems. For more 
information about this program, you may visit 
the Division of Human Resources’ Employee 
Assistance Program webpage. 
 

 

https://www.sc.edu/about/offices_and_divisions/human_resources/benefits/employee_wellness/eap/index.php
https://www.sc.edu/about/offices_and_divisions/human_resources/benefits/employee_wellness/eap/index.php

