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MEMORANDUM HR COVID-19 
 
 

TO:  HR and Business Contacts 
 
FROM: Division of Human Resources 
 
DATE: March 20, 2020 
 
RE:  Extension of Telecommuting  
 
 
On March 19, 2020, Governor Henry McMaster issued the attached Executive 
Order concerning the ongoing State of Emergency related to the 2019 Novel 
Coronavirus (COVID-19). 
 
In accordance with Governor McMaster’s executive order, only those employees 
whose presence is necessary in order to maintain continuity of remote educational 
offerings and to ensure the health and safety of campus need report to work.  All 
other employees will continue to work remotely effective Friday, March 20, 2020, 
and until further notice. 
 
We encourage departments to be creative in developing work from home 
assignments and to consider activities outside of the employees’ normal day-to-
day job functions.  These considerations should be extended to both leave earning 
and non-leave earning employees, including temporary and student employees. 
 
Employees may be able to perform duties related to other areas of the department, 
take online training, read manuals, document work processes, or forward their 
office phone to their cell phone to answer calls.  We understand that technology 
resources are limited and encourage departments to consider allowing employees 
to use their own personal computers or devices if it is secure to do so.  
Departments may consider: 
 

• Projects which can be done offsite.  
• Tracking COVID-19 related activities through telephone or email 

communication with coworkers.  
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• Administrative tasks which can be performed using personal computer 
equipment and do not require access to confidential information.  

• Low or no-cost e-learning and virtual training opportunities that support 
the mission of the department.  

• Research on issues important to higher education or unit priorities.  
• Process documentation, including creation of standard operating 

procedures, flowcharts, checklist, etc.  
• Review of current business processes to identify opportunities for increased 

effectiveness and efficiency.  
• Review of your department’s online resources to identify necessary updates.  
• Employees can be asked to contact members of the public to provide status 

updates or answer questions. 
 
If a leave earning employee who has not be designated as essential is unable to 
work from home or telecommute, they may take sick leave, annual leave, 
compensatory time and holiday compensatory time for the time they are absent 
from work.  All leave earning employees are authorized to use available sick leave 
(using ITAMS code: "S/L COVID S/L COVID") to cover time not worked, even if 
they are not diagnosed with the virus.  If an employee has exhausted their sick 
leave, departments are encouraged to provide 15 days of advanced sick leave as 
permitted by the State Human Resources Regulations.  During this emergency, 
requests for advancement of leave will be expedited and documentation from a 
health care professional is not required. 
 
While every effort should be made to allow an employee to work-from-home or 
telecommute, state law prohibits paying employees for time they do not work or 
take leave.  Therefore, efforts should be made to document at the unit level, to the 
extent practical, the work done by employees away from the work site.   
 
This situation is evolving, and departments should consider that directives may 
change quickly.  Therefore, we again remind departments to be as flexible as 
possible in allowing all non-essential employees opportunities to work at home.  
 
Check the university’s COVID-19 landing page for additional tips on how to stay 
healthy and more information about COVID-19. 
 
 

https://sc.edu/about/offices_and_divisions/human_resources/docs/covid_19_leave_advancement_form.pdf
https://sc.edu/safety/coronavirus/

