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[bookmark: _Toc235781611][bookmark: _Toc240635709]Introduction
On June 30, 2026, Governor Henry McMaster signed S.1043 into law, enacting the Civil Air Patrol Leave Act (Act), codified as Chapter 23 of Title 25 of the South Carolina Code of Laws. These guidelines summarize the Act and provide statewide implementation guidance for state government agencies and institutions on higher education. The State Human Resources Regulations will be updated to address this leave type. 

In addition to these guidelines, agencies should review Chapter 23, Title 25 of the S.C. Code of Laws and the Civil Air Patrol Leave section of the State Human Resources Regulations. If these guidelines conflict with the law or regulations, the law and regulations govern. For purposes of the Civil Air Patrol Leave Act, the state is considered a single employer. In these guidelines, “agency” refers to both state government agencies and institutions of higher education unless otherwise stated.

For additional information, please contact the Division of State Human Resources (803.896.5300).
[bookmark: _Toc235781612][bookmark: _Toc240635710]Definitions
Civil Air Patrol (CAP): A federally chartered, nonprofit corporation that serves as the official civilian auxiliary of the United States Air Force, tasked with conducting emergency services, disaster relief, aerospace education, and cadet programs. In South Carolina, the CAP Wing provides essential search and rescue, disaster assessment and humanitarian support to local communities during state-declared emergencies and natural disasters.

Civil Air Patrol Member: An active member of the official auxiliary of the United States Air Force known as the Civil Air Patrol, primarily represented within the state by the South Carolina Wing of the Civil Air Patrol.

Civil Air Patrol Leave: Leave requested under the provisions of the Civil Air Patrol Leave Act by an employee who is a CAP member. Leave is provided for training and proficiency activities and emergency service operations. 

Training and Proficiency Activities: Training and proficiency activities which may be administered by CAP, the United States Air Force, the Federal Emergency Management Agency (FEMA) or other emergency-related organizations.

Emergency Service Operation: Any Air Force-assigned mission, Civil Air Patrol National Operations-assigned missions, state of emergency or disaster declared by the President of the United States or the Governor of South Carolina that encompasses any part of the state of South Carolina or any request for assistance by any department, agency, instrumentality or political subdivision of the state. 

Mutual Aid Request: Any request from another state or political subdivision of a state seeking assistance for an emergency service operation.
[bookmark: _Toc235781613][bookmark: _Toc240635711]Eligibility
The Civil Air Patrol Leave Act applies to all state employees who are active members of the of the official auxiliary of the United States Air Force known as the Civil Air Patrol, regardless of position type or employment duration. This includes employees in full-time equivalent (FTE), temporary grant, research grant, time limited project and temporary positions. There is no minimum service needed to be eligible for leave so individuals are eligible immediately upon their date of hire.
[bookmark: _Toc240635712]Employee Notification Requirement
Employees who are employed by an agency on Oct. 1, 2026, and are members of the Civil Air Patrol must notify their agency of their membership no later than Oct. 31, 2026. 

Thereafter, employees must notify their agency of their Civil Air Patrol membership no more than 30 days from accepting a position or within 30 days of joining the Civil Air Patrol, whichever is later. 

Upon receiving a Civil Air Patrol member notification on or after Oct. 1, 2026, the agency should promptly update the employee's SCEIS record. For notifications received before Oct. 1, 2026, the agency should retain the documentation and update SCEIS on or after Oct. 1, when the membership functionality becomes available.

To assist with this requirement, the state employee application will ask applicants whether they are members of the Civil Air Patrol and, if so, whether they can provide their valid Civil Air Patrol membership card or certification of active status from their Group Commander or higher authority upon hire. A sample Civil Air Patrol Membership Notification Form is included with these guidelines and may be used or adapted by agencies. This form should be provided to employees during new-hire orientation if the agency uses it as part of its notification process.

If an employee fails to notify their agency or institution of their membership in the Civil Air Patrol within the applicable timeframe, a request for Civil Air Patrol leave may be delayed or denied.

Employees must promptly notify the agency in writing if their active Civil Air Patrol membership ends. Upon receiving this notification, the agency should immediately update the employee's SCEIS record to reflect the official membership end date.
[bookmark: _Toc235781614][bookmark: _Toc240635713]Leave Use
Civil Air Patrol Leave may be used only for authorized training and proficiency activities or emergency service operations that occur on or after Oct. 1, 2026, the effective date of the Act. Leave is paid at the employee’s regular rate of pay.

Agencies shall not require an employee to use or exhaust accumulated annual leave, sick leave, compensatory time or any other leave before requesting or using Civil Air Patrol leave.

State holidays are not counted against or deducted from an employee's Civil Air Patrol leave allotment. Employees will receive regular holiday pay for those days.
[bookmark: _Toc240635714]Leave Amount
For purposes of these guidelines, an average workday is determined by dividing the total number of hours an employee is regularly scheduled to work in a week by five, consistent with the State Human Resources Regulations. Civil Air Patrol leave is tracked using this standardized hourly average for employees on alternate work schedules.
· Emergency Service Operations: Eligible employees are entitled to paid leave of up to 30 average workdays in any one calendar year for emergency service operations.

· Eligible employees may use up to five average workdays from the 10 average workdays available for training and proficiency activities for emergency service operations when the emergency operation leave category has an insufficient balance. Civil Air Patrol leave used for emergency service operations may not exceed 35 average workdays in a calendar year.

· Training and Proficiency Training Activities: Eligible employees are entitled to paid leave of up to 10 average workdays in any one calendar year for training and proficiency activities administered by the Civil Air Patrol, the United States Air Force, the Federal Emergency Management Agency or other approved emergency management-related organizations.

· Eligible employees may use up to five average workdays of the 30 average workdays available for emergency service operations for training and proficiency when the training and proficiency activities leave category has an insufficient balance. Civil Air Patrol leave used for training and proficiency activities may not exceed 15 average workdays in a calendar year.

The full amount of Civil Air Patrol leave is available to eligible employees at the beginning of each calendar year or immediately upon hire. The leave amount is not prorated if an employee is hired after Jan. 1. Total Civil Air Patrol leave usage cannot exceed 40 days in a calendar year regardless of transfers between state agencies or changes to position types. 

Unused Civil Air Patrol leave is forfeited at the end of calendar year. Unused leave is not paid out and does not carry over to a new calendar year.
[bookmark: _Toc240635715]Leave Usage – Training and Proficiency Activities 
Employees seeking to use Civil Air Patrol leave for training and proficiency activities should submit the agency’s Civil Air Patrol Leave Request Form. The sample form included with these guidelines may be used or adapted. The request should identify the leave as training and proficiency activities leave. After approval, the agency will activate the applicable SCEIS leave type, and the employee or agency must record the approved leave in SCEIS. 

An employee may withdraw their Civil Air Patrol Leave request at any time before the leave begins. The withdrawal must be submitted in writing.

Whenever possible, the employee and the agency should schedule training and proficiency activities to minimize operational disruptions, provided the scheduling does not interfere with the employee's ability to complete the required training.

Employees requesting leave for training and proficiency activities should provide:
· At least two weeks' notice of their absence.
· The date of return to work.
· Approval of the employee's participation in the requested training by their Civil Air Patrol group commander or higher authority.
· After the activity, proof of participation from the training or activity provider designee, including dates of training.

Essential Employee: An agency may deny a Civil Air Patrol leave request if the employee has been designated as an essential employee. Agencies should work with employees to provide access to Civil Air Patrol leave whenever the employee's absence will not result in demonstrable harm or disruption to daily operations. An employee must notify their Civil Air Patrol chain of command of the essential employee designation as soon as possible.
[bookmark: _Toc240635716]Leave Usage – Emergency Service Operations 
Employees seeking to use Civil Air Patrol leave for an emergency service operation should submit the agency’s Civil Air Patrol Leave Request Form. The sample form included with these guidelines may be used or adapted. The request should identify the leave as emergency service operation leave. After approval, the agency will activate the applicable SCEIS leave type, and the employee or agency must record the approved leave in SCEIS.

An employee may withdraw their Civil Air Patrol leave request at any time before the leave begins. The withdrawal must be submitted in writing.

Employees requesting leave for emergency service operations should provide:	
· As much notice as possible for expected absences due to an emergency service operation.
· Approval of the employee's participation in the operation from their Civil Air Patrol group commander or higher authority, the incident commander or the requesting organization.
· After the operation, proof of participation from the operation's leadership or his designee.

Within eight hours of ending participation in an emergency service operation, the employee must inform the agency of their intent to return to work. The employee must return to work within 18 hours of ending participation in an emergency service operation or at the start of his next regular workday, whichever is later. To the extent possible, the employee must also provide periodic updates regarding the expected duration of any absence and expected return date.
Simultaneous Emergency Service Operation: An agency may deny emergency service operation leave when the employee is required to respond to the same or another simultaneous emergency service operation as a first responder, emergency manager or other emergency services personnel for a local, state or federal agency. The agency should maintain documentation supporting the denial.
[bookmark: _Toc235781617]Essential Employee: An agency may deny a Civil Air Patrol leave request if the employee has been designated as an essential employee. Agencies should work with employees to provide access to Civil Air Patrol leave when the employee’s absence will not result in demonstrable harm or disruption to daily operations. The employee must notify their Civil Air Patrol chain of command of the essential-employee designation as soon as possible. The agency should maintain documentation supporting a denial.
[bookmark: _Toc240635717]Required Documentation
	Leave Category
	Required Documentation

	Training and Proficiency Activities leave
	· Before leave:
Written approval of participation from Civil Air Patrol group commander or higher authority.
· After participation:
Official proof of participation from the training or activity provider or designee, which includes the dates of the training.

	Emergency Service Operation leave
	· Before/during leave:
Approval of participation from Civil Air Patrol group commander, higher authority, incident commander or the requesting organization.
· After participation:
Official proof of participation from the emergency service operation's leadership or designee, including dates of operation.



[bookmark: _Toc235781619][bookmark: _Toc240635718]Job Protections and Reinstatement Rights
Employees using Civil Air Patrol Leave are entitled to statutory job protections, preservation of employee benefits, reinstatement rights, and anti-retaliation protections, including the following:

· During an approved leave of absence under the Act, the employee is entitled to preserve all the employee benefits, seniority, rights and privileges to which the employee would have otherwise been entitled had the absence not occurred.

· No employer may discharge, reprimand, discriminate against or otherwise discipline an employee who is absent for the authorized use of Civil Air Patrol Leave when the employee complies with notification and verification provisions of the Act. These protections also extend to an employee who opposes a workforce practice that is not in compliance with the provisions of the Act.

· Any employee who uses Civil Air Patrol leave is entitled to return to the position held when leave began, or to a position of equivalent status, pay and benefits. An employee is not entitled to return to restoration if the agency demonstrates that the employee was not restored for reasons unrelated to the exercise of rights under the Act. An employee may bring a civil action against alleged violations of the reinstatement or anti-retaliation protections within one year in the county in which the employee’s place of employment is located. A court may grant appropriate legal or equitable relief, including reinstatement, back pay and benefits.
[bookmark: _Toc235781620][bookmark: _Toc240635719]SCEIS Civil Air Patrol Membership Flag
When an agency is notified that an employee is a Civil Air Patrol member, SCEIS Infotype 0795 should be updated to reflect the employee’s membership and the date the agency received notification. If an agency receives notification before Oct. 1, 2026, it should retain the documentation and enter the information on or after Oct. 1, 2026, when functionally becomes available. If an employee reports that their Civil Air Patrol Membership has ended, Infotype 0795 should be updated with the official membership end date. View instructions for updating Infotyle 0795.
[bookmark: _Toc240635720]SCEIS Leave Types And Infotype Flags
When Civil Air Patrol Leave is approved, SCEIS must be updated to make the applicable leave type available  for the employee. The tables below summarize the leave types for salaried and hourly employees, including those in FTE, time-limited and temporary grant positions. All otherwise eligible state employees remain eligible for Civil Air Patrol leave regardless of position type; agencies should use the SCEIS leave type applicable to the employee’s system configuration. 

	Leave Type
	Description
	Annual Allotment

	Infotype 2012 Flag - 2080
Civil Air Patrol leave
	Paid leave for authorized Civil Air Patrol emergency service operations for salaried employees.

	Up to 30 average workdays per calendar year. 

Up to five additional average workdays may be transferred from Civil Air Patrol Training and Proficiency Activities leave.

	Infotype 2012 Flag - 2081
Training Civil Air Pat lv
	Paid leave for authorized Civil Air Patrol training and proficiency activities for salaried employees.
	Up to 10 average workdays per calendar year. 

Up to five additional average workdays may be transferred from Emergency Service Operation leave.

	Infotype 2012 Flag – 2082
TEMP: Civil Air Patrol lv
	Paid leave for authorized Civil Air Patrol emergency service operations for hourly employees.
	Up to 30 average workdays per calendar year. 

Up to five additional average workdays may be transferred from Training and Proficiency Activities leave.

	Infotype 2012 Flag – 2083
TEMP: Training CAP lv
	Paid leave for authorized Civil Air Patrol training and proficiency activities for hourly employees.
	Up to 10 average workdays per calendar year. 

Up to five additional average workdays may be transferred from Emergency Service Operation leave.



[bookmark: _Toc235781621]When an agency approves a transfer of up to five average workdays between the two Civil Air Patrol leave categories because the requested category has an insufficient balance, SCEIS Infotype 2012 Flag 2084 - Rollover CAP lv ELIGIBLE must be activated. The SCEIS label “Rollover” refers to movement between the two Civil Air Patrol leave categories; it does not permit unused Civil Air Patrol leave to carry over to the next calendar year.
View directions for activating the Civil Air Patrol leave types in SCEIS. 
[bookmark: _Toc240635721]Frequently Asked Questions (FAQs)
1. Is an employee working in a temporary, temporary grant or time-limited position eligible for Civil Air Patrol leave? 
Yes. The Civil Air Patrol Leave Act applies to all state employees. 

2. Does an employee have to work for a specific period of time before being eligible to take Civil Air Patrol leave?
No. There is no minimum service requirement to utilize Civil Air Patrol leave. Employees are eligible to use leave immediately upon their date of hire.

3. Can an employer require an employee to use annual leave, sick leave, compensatory time or other leave types before using Civil Air Patrol leave?
No. Agencies are prohibited from requiring an employee to use or exhaust accumulated annual leave, sick leave, compensatory time or any other leave balances before requesting or using Civil Air Patrol leave.

4. Are state holidays that fall during a period of Civil Air Patrol Leave counted against an employee’s Civil Air Patrol Leave allotment?
No. State holidays are not counted against or deducted from an employee's Civil Air Patrol leave allotment. Employees will receive regular holiday pay for those days.

5. How is Civil Air Patrol Leave calculated if an eligible employee works an alternate work schedule?
Civil Air Patrol leave is calculated based on the employee’s average workday as defined in the State Human Resources Regulations. An average workday is determined by dividing the total number of hours an employee is regularly scheduled to work in a week by five. Employees working alternate work schedules will have their leave tracked and deducted using this standardized hourly average.

6. When can an agency or institution deny an employee’s request to use Civil Air Patrol leave?
Civil Air Patrol leave can be denied if the employee is required to respond to either the same or other simultaneous emergency service operation as a first responder, emergency manager or other emergency services personnel for a local, state or federal agency.

Civil Air Patrol leave can also be denied if the employee has been designated as an essential employee. However, employers should work with employees to provide access to Civil Air Patrol leave whenever the employee's absence will not result in demonstrable harm or disruption to daily operations. 

Agencies and institutions should maintain documentation of the denial of requests for Civil Air Patrol leave.

7. Can an agency or institution deny a leave request if the employee fails to provide the required documentation?
Yes. A Civil Air Patrol leave request may be delayed or denied if the employee does not satisfy the required membership-notification timeframe or does not provide documentation required by the agency under the Act, regulations and agency policy.

8. If an employee transfers leave from one Civil Air Patrol Leave category to another does the total number of days of Civil Air Patrol Leave change?
No. Up to five average workdays may be transferred from one Civil Air Patrol leave category to the other when the requested category has an insufficient balance. A transfer reduces the available balance in one category and increases the available balance in the other; the employee’s maximum combined Civil Air Patrol leave allotment remains 40 average workdays per calendar year, regardless of agency transfers or changes in position type.

9. What happens if an employee exhausts available Civil Air Patrol leave? 
If Civil Air Patrol leave is exhausted, an employee may request to use their accrued annual leave, compensatory time or leave without pay (LWOP) for additional Civil Air Patrol activities, subject to appliable agency or institution policies.

10. What if an employee fails to properly notify an agency or institution of their Civil Air Patrol membership or to provide the required notification and documentation but is absent from work for Civil Air Patrol activities?
The employee may use accrued annual leave, compensatory time or leave without pay (LWOP) or, if appropriate, the absences may be treated as unauthorized leave, and the agency or institution may initiate standard disciplinary action in accordance with agency or institution policies.

11. When will the tracking flags and paid leave types become available for agencies to use in SCEIS?
The new tracking flags and paid leave types will be active and available in SCEIS on Oct. 1, 2026. Agencies may begin collecting Civil Air Patrol membership notifications before that date but should retain the documentation and enter the membership information in SCEIS on or after Oct. 1. If membership information is received before Oct. 1, 2026, the date entered into SCEIS as the date the agency was notified should be Oct. 1, 2026. Agencies may process Civil Air Patrol leave only for qualifying activities occurring on or after Oct. 1, 2026.

12. Can an employee request Civil Air Patrol leave for an emergency service operation or training and proficiency activity that occurred before Oct. 1, 2026?
No. Civil Air Patrol Leave cannot be used for training and proficiency activities or emergency service operations that occurred before Oct. 1, 2026, even if the event took place within the 2026 calendar year. 

13. What happens if an employee leaves the Civil Air Patrol or concludes their service?
Employees must promptly notify their agency or institution in writing if their Civil Air Patrol membership ends. Upon receiving the notification, the agency or institution should update SCEIS to include the official membership end date.

14. Where can temporary employees find guidance on how to record and submit Civil Air Patrol leave in SCEIS Central?
Because temporary employees do not routinely enter leave in SCEIS Central, dedicated SCEIS instructions are available for entering Civil Air Patrol leave for temporary employees. View instructions.  
[bookmark: _Toc235781622][bookmark: _Toc240635722]Example Scenarios
1. A temporary employee at a state agency uses 15 days of emergency service operation leave to respond to a hurricane operation in mid-October. In late November, the employee accepts a full-time equivalent (FTE) position at a different state agency. Does the employee’s Civil Air Patrol Leave allotment reset when they transfer state agencies?
No. The employee’s remaining balance of 15 emergency service operation days and 10 training and proficiency activities days transfers with them to their new state agency. They do not receive a new allotment when changing agencies.

2. An employee is employed as a law enforcement officer at a state agency and is also an active Civil Air Patrol member. Following a catastrophic hurricane, both the Civil Air Patrol and the state agency are sent to the disaster zone. The employee requests emergency service operation leave to deploy with their Civil Air Patrol wing. Can the agency deny the leave request?
Yes. The agency may deny the request for Civil Air Patrol leave if the employee is required to respond to either the same or other simultaneous emergency service operation as a first responder, emergency manager, or other emergency services personnel for a local, state or federal agency or if the employee has been designated an essential employee. 

3. An agency head formally designates a network administrator as an "essential employee" because their immediate absence would cause demonstrable harm to daily state cybersecurity operations. The employee receives official orders for a Civil Air Patrol emergency service operation and submits a leave request. Can the agency deny this request, and what must the employee do?
 Yes. The agency may deny the Civil Air Patrol Leave request based on the employee’s designation as an essential employee. However, employers should work with employees to provide access to Civil Air Patrol leave whenever the employee's absence will not result in demonstrable harm or disruption to daily operations.

An employee must notify their Civil Air Patrol chain of command of their designation as an essential employee as soon as possible. If the leave request is denied, the employee should promptly advise the Civil Air Patrol chain of command that the employee is unavailable for the emergency service operation.

4. An employee has already used their full 10-day allotment of training and proficiency activities leave for the calendar year. They are ordered to attend a four-day Civil Air Patrol advanced flight safety training course. The employee still has 20 days left in their emergency service operation leave balance. Can the agency accommodate this training request?
Yes. Because the employee's training and proficiency activities leave category has an insufficient balance, the employee may use up to five average workdays from the emergency service operation leave category for the training activity. SCEIS must be updated accordingly to facilitate this transfer of leave. The employee would then have 16 emergency service operation average workdays and zero training and proficiency activities average workdays remaining.

5. An employee completes a mandatory three-day Civil Air Patrol emergency service operation in August 2026. On Oct. 1, 2026, the employee requests to take Civil Air Patrol leave for these three days. Can the agency process this request?
No. Civil Air Patrol leave cannot be used for any training and proficiency activities or emergency service operations that occurred before Oct. 1, 2026. Even though the deployment occurred during the 2026 calendar year, the employee cannot use Civil Air Patrol leave for the August 2026 dates. 



[bookmark: _Toc240635723]Supporting Materials and Documents
[bookmark: _Toc235781624][bookmark: _Toc240635724]Model Civil Air Parol Leave Act Policy

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.

Purpose

On June 30, 2026, Governor Henry McMaster signed S.1043 into law, enacting the Civil Air Patrol Leave Act (codified as Chapter 23 of Title 25 of the South Carolina Code of Laws). The purpose of this policy is to guide the administration of Civil Air Patrol leave. 

For purposes of Civil Air Patrol Leave, the State is considered a single employer. In all cases where there is a discrepancy between this policy and the law or the State Human Regulations, the law and regulations govern.

Definitions

Civil Air Patrol (CAP): A federally chartered, nonprofit corporation that serves as the official civilian auxiliary of the United States Air Force, tasked with conducting emergency services, disaster relief, aerospace education, and cadet programs. In South Carolina, the CAP Wing provides essential search and rescue, disaster assessment and humanitarian support to local communities during state-declared emergencies and natural disasters.

Civil Air Patrol Member: An active member of the official auxiliary of the United States Air Force known as the Civil Air Patrol, primarily represented within the state by the South Carolina Wing of the Civil Air Patrol.

Civil Air Patrol Leave: Leave requested under the provisions of the Civil Air Patrol Leave Act by an employee who is a CAP member. Leave is provided for training and proficiency activities and emergency service operations.

Training and Proficiency Activities: Training and proficiency activities which may be administered by CAP, the United States Air Force, the Federal Emergency Management Agency (FEMA) or other emergency-related organizations.

Emergency Service Operation: Any Air Force-assigned mission, Civil Air Patrol National Operations-assigned missions, state of emergency or disaster declared by the President of the United States or the Governor of South Carolina that encompasses any part of the state of South Carolina or any request for assistance by any department, agency, instrumentality, or political subdivision of the State.

Mutual Aid Request: Any request from another state or political subdivision of a state seeking assistance for an emergency service operation.

Eligibility

The Civil Air Patrol Leave Act applies to all state employees regardless of position type or employment duration. This includes employees in full-time equivalent, temporary grant, research grant, time limited project and temporary positions. There is no minimum service required to be eligible for leave so individuals are eligible immediately upon their date of hire.

Employee Notification Requirement

Employees who are employed by an agency on Oct. 1, 2026, and are members of the Civil Air Patrol must notify their agency they are a member of the Civil Air Patrol no later than Oct. 31, 2026. 
Thereafter, employees must notify their agency that they are a member of the Civil Air Patrol no more than 30 days from the date of accepting a position or 30 days from when they join the Civil Air Patrol, whichever is later. 

Employees must submit the Civil Air Patrol Membership Notification Form to complete this notification. Failure to notify the agency within these timeframes may result in the delay or denial of the employee’s leave request. 

An employee must also promptly notify the agency in writing if their active membership in the Civil Air Patrol ends.  

Leave Use

Civil Air Patrol leave may only be utilized for authorized training and proficiency activities or emergency service operations that occur on or after the effective date of the Act, Oct. 1, 2026. 

Employees are not required to use, or exhaust accumulated annual leave, sick leave, compensatory time or any other leave before requesting or using Civil Air Patrol leave.

State holidays are not counted against or deducted from an employee's Civil Air Patrol Leave allotment. Employees will receive regular holiday pay for those days.

Leave Amount

· Emergency Service Operations: Eligible employees are entitled to paid leave of up to 30 average workdays in any one calendar year for emergency service operations.

· Eligible employees may utilize up to five days of the 10 average workdays available for training and proficiency activities for emergency service operations if the 30 average workdays for emergency service operations has been exhausted and the employee has leave available from the 10 average workdays for training and proficiency activities. Under no circumstances can an employee take more than 35 average workdays of leave for emergency service operations.

· Training and Proficiency Activities: Eligible employees are entitled to paid leave of up to 10 average workdays in any one calendar year for training and proficiency activities administered by the Civil Air Patrol, the United States Air Force, the Federal Emergency Management Agency, or other approved emergency management-related organizations.

· Eligible employees may utilize up to five days of the 30 average workdays available for emergency service operations for training and proficiency activities if the 10 average workdays for training and proficiency activities has been exhausted and the employee has leave available from the 30 average workdays for emergency service operations. Under no circumstances can an employee take more than 15 average workdays of leave for training and proficiency activities.

The full amount of Civil Air Patrol leave shall be available to eligible employees at the beginning of each calendar year or immediately upon hire. The leave amount is not prorated if an employee is hired after Jan. 1. Total leave usage cannot exceed 40 days in a calendar year regardless of transferring agencies or changes to position types.

Unused Civil Air Patrol leave shall be forfeited at the end of calendar year. Employees will not be paid out for unused leave, and the leave will not be carried over to a new calendar year.

Training and Proficiency Activities Leave Requests 

Employees seeking to utilize Civil Air Patrol leave for training and proficiency activities must submit a Civil Air Patrol Leave Request Form indicating leave is being requested for training and proficiency activities. An employee may withdraw their Civil Air Patrol leave request at any time prior to the start of the leave. The request to withdraw the request must be submitted in writing.

Whenever possible, the employee and the agency should schedule training and proficiency activities to minimize operational disruptions, provided the scheduling does not interfere with the employee's ability to complete the required training.

Employees requesting leave for training and proficiency activities should provide:

· At least two weeks' notice of their absence.
· The date of return to work.
· Approval of the employee's participation in the requested training by their Civil Air Patrol group commander or higher authority.
· Proof of participation, to include the dates of training, from the training or activity provider or his designee.

Emergency Service Operations Leave Requests 

Employees seeking to utilize Civil Air Patrol Leave for emergency service operations must submit a Civil Air Patrol Leave Request Form indicating leave is being requested for an emergency service operation. An employee may withdraw their Civil Air Patrol leave request at any time prior to the start of the leave. The request to withdraw the request must be submitted in writing.

Employees requesting leave for emergency service operations should provide:	
	
· As much notice as possible for expected absences due to an emergency service operation.
· Approval of the employee's participation in the operation from their Civil Air Patrol group commander or higher authority, the incident commander, or the requesting organization.
· Proof of participation from the operation's leadership or his designee.

Within eight hours of ending participation in an emergency service operation, the employee must notify the agency of their intent to return to work. Following this notification, the employee shall return to work within eighteen hours of ending participation in an emergency service operation, or at the start of his next regular workday, whichever is later. The employee shall also update the agency periodically on the expected duration of any absence and expected date of return due to an emergency service operation, as possible.
Simultaneous Emergency Services Operation: Leave can be denied if the employee is required to respond to either the same or other simultaneous emergency service operation as a first responder, emergency manager, or other emergency services personnel for a local, state, or federal agency.
Essential Employee: Leave can also be denied if the employer has been designated as an essential employee. However, employers should work with employees to provide access to Civil Air Patrol leave whenever the employee's absence will not result in demonstrable harm or disruption to daily operations. An employee shall notify his Civil Air Patrol chain of command of their designation as an essential employee as soon as possible.

Required Documentation

	Leave Category
	Required Documentation (Employee Provides All Listed Items)

	Training and Proficiency Activities Leave
	· Written approval of participation from Civil Air Patrol group commander or higher authority.
· Official proof of participation from the training or activity provider or designee which includes the dates of the training.

	Emergency Service Operations Leave
	· Approval of participation from Civil Air Patrol group commander, higher authority, incident commander, or the requesting organization.
· Official proof of participation from the emergency service operation's leadership or designee which includes the dates of the emergency service operation.


[bookmark: _Toc235781626][bookmark: _Toc235781625][bookmark: _Toc240635725]Sample Email to Accompany Civil Air Patrol Membership Notification Form
Dear Employee,

On June 30, 2026, Governor Henry McMaster signed S.1043 into law, enacting the Civil Air Patrol Leave Act which provides paid leave for eligible Civil Air Patrol related activities. 

The Civil Air Patrol Leave Act requires that all current State employees notify their employer of their active membership in the Civil Air Patrol no later than Oct. 31, 2026. This includes employees occupying temporary, temporary grant and time-limited positions. 

If you are a current member of the Civil Air Patrol, please complete the attached Civil Air Patrol Membership Notification Form and return to [Insert Return Information] no later than Oct. 31, 2026.

Employees who join the Civil Air Patrol after Oct. 31, 2026, must complete and submit the attached form no later than 30 days from the date they join the Civil Air Patrol.

If you have any questions, please contact [insert contact information]. 


[bookmark: _Toc240635726]Sample Civil Air Patrol Membership Notification Form
Instructions: In accordance with the Civil Air Patrol Leave Act, all State employees must notify their employer of their active membership in the Civil Air Patrol within 30 days of accepting a job. This form must be completed and submitted to the agency within 30 days of the employee’s official hire date, or within 30 days of joining the Civil Air Patrol during their employment, whichever is later. Failure to provide timely notification may result in the denial or delay of future Civil Air Patrol leave requests.
SECTION 1: EMPLOYEE INFORMATION
	Employee Name
	

	Work Phone Number
	

	Work Email Address
	

	Job Title
	

	Division/Department 
	

	Supervisor Name:
	

	Personal Phone Number 
(In case we need to reach you during your leave.)
	

	Personal Email Address 
(In case we need to reach you during your leave.)
	


SECTION 2: CIVIL AIR PATROL MEMBERSHIP DETAILS
	Civil Air Patrol Member ID Number
	

	Current Rank/Grade
	

	Assigned Group 
	

	Effective Date of Active Civil Air Patrol Membership
	

	Civil Air Patrol Group Commander Name
	

	Civil Air Patrol Group Commander Phone Number 
	

	Civil Air Patrol Group Commander Email Address
	


SECTION 3: EMPLOYEE ACKNOWLEDGEMENT & SIGNATURE
By signing below, I formally notify my agency of my active membership in the South Carolina Wing of the Civil Air Patrol. I understand that to utilize paid Civil Air Patrol leave for upcoming Training and Proficiency Activities or Emergency Service Operations, I must comply with all statutory notice requirements and provide the required verification documentation from my group commander or operational leadership.
Employee Signature: ________________________________________	Date: ________________________

Human Resources Use Only:
Date Form Received: ______________________________
Received By (Name and Title): _____________________________________
Checklist (Actions Completed):
· Employee's SCEIS profile updated with the CAP membership indicator.
· Copy of this notification form filed in the employee's official personnel file.


[bookmark: _Toc240635727]Sample Civil Air Patrol Leave Request Form
Instructions: Employees must complete this form to request Civil Air Patrol leave. 
· For Training and Proficiency Activities leave, this form must be submitted to human resources at least two weeks in advance of the start of the leave. 
· For Emergency Service Operations leave, submit this form with as much advance notice as practically possible.
Date of Request: _____________________________
SECTION 1: EMPLOYEE INFORMATION
	Employee Name
	

	Work Phone Number
	

	Work Email Address
	

	Job Title
	

	Division/Department 
	

	Supervisor Name:
	

	Personal Phone Number 
(In case we need to reach you during your leave.)
	

	Personal Email Address 
(In case we need to reach you during your leave.)
	


SECTION 2: CIVIL AIR PATROL MEMBERSHIP DETAILS
	Civil Air Patrol Member ID Number
	

	Current Rank / Grade
	

	Assigned Group 
	

	Effective Date of Active Civil Air Patrol Membership
	

	Civil Air Patrol Group Commander Name
	

	Civil Air Patrol Group Commander Phone Number 
	

	Civil Air Patrol Group Commander Email Address
	


SECTION 3: LEAVE REQUEST DETAILS
Leave Category Requested (Select One): 
· Emergency Service Operation leave (Up to 30 days per calendar year)
· Training and Proficiency Activities leave (Up to 10 days per calendar year)


Leave Period Requested:
· Start Date: ___________________ at ______________________[   ] AM [   ] PM
· End Date: ___________________ at ______________________[   ] AM [   ] PM
· Total Number of Scheduled Work Hours Requested: __________ hours
SECTION 4: REQUIRED DOCUMENTATION
Attach the appropriate documentation:
	Leave Category
	Required Documentation (Employee Provides All Listed Items)

	Training and Proficiency Activities Leave
	· Written approval of participation from Civil Air Patrol group commander or higher authority.
· Official proof of participation from the training or activity provider or designee which includes the dates of the training.

	Emergency Service Operations Leave
	· Approval of participation from Civil Air Patrol group commander, higher authority, incident commander, or the requesting organization.
· Official proof of participation from the emergency service operation's leadership or designee which includes the dates of the training.


Check one:
· I have not used any Civil Air Patrol leave this calendar year.

· I have used Civil Air Patrol leave in this calendar year. Please provide the information below.

· Type of Civil Air Patrol leave taken: 
· Emergency Service Operation
Dates of Leave: _________________________________________
Agency/Institution where you were employed when leave was taken: ___________________________________
· Training and Proficiency Activities
Dates of Leave: _________________________________________
Agency/Institution where you were employed when leave was taken: ___________________________________
SECTION 5: EMPLOYEE ACKNOWLEDGEMENT & SIGNATURE
I understand that if leave is taken for Emergency Service Operations, I must inform my employer of my intent to return within eight hours of ending participation in the operation, and to physically report back to work within 18 hours of release from service or at the start of my next regular workday, whichever is later.
I certify that the information provided in this form is accurate and I understand that any falsification of information may lead to disciplinary action up to and including termination.
Employee Signature: ________________________________________	Date: ________________________

Human Resources Use Only:
· Civil Air Patrol leave Approved
· Civil Air Patrol leave Denied
Reason for Denial:_____________________________________________________________
Administrative Checklist:
· Required documentation reviewed and verified: ____________________________________
· Is employee eligible for Civil Air Patrol leave? [   ] Yes [   ] No
· If employee is not eligible at the time of the event, date employee will become eligible: __________
· Verify employee’s CAP Membership is recorded on infotype 0795. 
· Turn on the applicable flag in SCEIS to make the applicable leave type available to the employee. 
· Infotype 2012 Flag – 2080 – Civil Air Patrol leave (Up to 30 days)
· Infotype 2012 Flag – 2081 – Training Civil Air Pat lv (Up to 10 days)
· Infotype 2012 Flag – 2082 – TEMP: Civil Air Patrol lv (Up to 30 days)
Infotype 2012 Flag – 2083 – TEMP: Training CAP lv (Up to 10 days)

· If an employee will be permitted to transfer leave from their ESO leave allotment to their TPA leave allotment or from their TPA leave allotment their ESO leave allotment, the SCEIS flag 2084 – Rollover CAP lv ELIGIBLE on infotype 2012 must be turned on.

· Determine dates of leave eligibility based on official mission orders. 
Start Date: _____ / _____ / _____
End Date: _____/ _____ / _____

· Verify employee’s annual Civil Air Patrol leave balances have not been exhausted.
Important Reminders:
· Civil Air Patrol Leave is only available if the Emergency Service Operation or Training and Proficiency Activities event occurs on or after Oct. 1, 2026.
· All state employees, including employees in temporary, time-limited, and grant positions, are eligible for Civil Air Patrol Leave.
· Civil Air Patrol Leave is split into two distinct annual allotments: up to 30 days for emergency service operations and up to 10 days for training and proficiency activities.
· Employees may utilize up to five days of leave from one category for the purposes of the other if the desired category has an insufficient balance and leave is available in the other category.
· Employees are eligible for Civil Air Patrol Leave immediately on their first date of hire.
· Employees are not required to use or exhaust other leave before using Civil Air Patrol leave.
· Unused Civil Air Patrol Leave balances do not carry over to the next calendar year. Unused balances are not paid out upon separation.
· This form does not replace the agency or institution's obligation to ensure compliance with the statutory employee notification requirements, including the 30-day membership disclosure, two-week training notice and the eight-hour intent to return and 18-hour physical return-to-work deadlines.

[bookmark: _Toc235781627][bookmark: _Toc240635728]Sample Civil Air Patrol Leave Request Approval – Emergency Service Operation
Subject: Approved: Civil Air Patrol Leave Request – Emergency Service Operations
Dear Employee:
This letter is in response to your request to use paid Civil Air Patrol Leave to respond to an authorized Emergency Service Operation.
Your request has been reviewed, and you are eligible for [insert number of days/hours] of paid Civil Air Patrol Emergency Service Operation Leave. 
Per your request and your operational leadership verification orders, your paid Civil Air Patrol Emergency Service Operation leave will begin on XX/XX/XXXX and will end on XX/XX/XXXX (if known). 
Your paid Civil Air Patrol Leave should be entered in SCEIS Central using the following leave type: [Infotype 2012 Flag – 2080 – Civil Air Patrol leave lv / Infotype 2012 Flag – 2082 – TEMP: Civil Air Patrol lv]. View directions on entering leave.  
As a reminder, to the extent possible you must provide updates to human resources periodically on the expected duration of your absence and the expected date of your return. In addition, you must inform the human resources office of your intent to return within eight hours of ending participation, and you must physically report back to work within 18 hours of release or at the start of your next regular workday, whichever is later. You must also submit official proof of participation from the operation’s leadership to human resources upon your return.
Sincerely,
Human Resources Department
cc: Employee Personnel File

[bookmark: _Toc235781628]

[bookmark: _Toc240635729]Sample Civil Air Patrol Leave Request Approval – Training and Proficiency Activities

Subject: Approved: Civil Air Patrol Leave Request – Training and Proficiency Activities
Dear Employee:
This letter is in response to your request to use paid Civil Air Patrol Leave for an officially approved Training and Proficiency Activity.
Your request has been reviewed, and you are eligible for [insert number of days/hours] of paid Civil Air Patrol Training and Proficiency Activities leave. 
Per your request and the documentation provided by your group commander, your paid Civil Air Patrol Training and Proficiency Activities leave will begin on XX/XX/XXXX and will end on XX/XX/XXXX. 
Your paid Civil Air Patrol Leave should be entered in SCEIS Central using the following leave type: [Infotype 2012 Flag – 2081 – Training Civil Air Pat lv / Infotype 2012 Flag – 2083 – TEMP: Training CAP/ lv]. View directions on entering leave.  
Upon your return to regular state duties, you must submit formal proof of participation with training dates from the training or activity provider to Human Resources.
Sincerely,
Human Resources Department
cc: Personnel File



						 
					 

[bookmark: _Toc235781629]

[bookmark: _Toc240635730]Sample Civil Air Patrol Leave Request Denial

Subject: Response to Request for Civil Air Patrol Leave
Dear Employee:
This letter is in response to your request to use paid Civil Air Patrol leave.
Your request has been reviewed, and it has been determined that you are ineligible for paid Civil Air Patrol leave because (check one):
· You failed to provide the notification of your membership in the Civil Air Patrol within 30 days of acceptance of your position or 30 days of your joining of the Civil Air Patrol.
· You failed to provide the mandatory two weeks' advance notice for a training and proficiency activity.
· You have already exhausted your annual paid Civil Air Patrol leave allotment for this specific category and you do not have leave available to transfer from the other category.
· You have been formally designated as an essential employee and your absence cannot be accommodated.
· You are required to act as a first responder, emergency manager, or emergency services personnel during the same emergency.
· The requested Training and Proficiency Activity or Emergency Service Operation occurred prior to Oct. 1, 2026, the effective date of the Civil Air Patrol Act.  
· Other: ____________________________________
Please review the enclosed Civil Air Patrol Leave Policy for additional information.
Sincerely,
Human Resources Department
Enclosure (Civil Air Parol Leave Policy)
cc: Personnel File
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