
How to Record the January 2011 Weather-Related Absence in ITAMS
Leave with pay has been granted to State employees for their absences on January 10, 11 and 12, 2011, due to hazardous weather conditions (not applicable for hourly temporary or hourly student employees). Essential non-exempt State employees who were required to work during this time will earn compensatory time for the hours worked. 
 Examples of Time Entry in ITAMS:
In ITAMS, use the “HAZW-PAID- Paid Weather Time” time code to enter the paid leave hours.
COLUMBIA CAMPUS EXAMPLE - Non-exempt 37.5 hrs/ per week employee (fills out weekly timesheets):
Record the total number of hours you were scheduled to work on Monday, January 10, and Tuesday, January 11, as “HAZW-PAID”. Record 2 hours on Wednesday, January 12, as “HAZW-PAID”, and record hours worked on January 12 using the “WORKED” time code (see below).  If you did not report to work at all on Wednesday, January 12, record 2 hours as “HAZW-PAID” and the remainder of the absence using Annual Leave (A/L). NOTE: Essential employees who were required to work on Monday or Tuesday should report the hours worked on those days using the “WORKED” time code.
Time codes			Monday			Tuesday		Wednesday
	HAZW-PAID - Paid Weather Time
	7.5
	7.5
	2

	WORKED - Hours Worked
	
	
	5.5



COLUMBIA CAMPUS EXAMPLE – Exempt 37.5 employee (who reports leave on a semi-monthly basis)
	 
	Tues 4
	Wed 5
	Thu
	Fri 7
	Sat 8
	Sun 9
	Mon 10
	Tue 11
	Wed 12
	Thu 13
	Fri 14
	Sat 15

	 HAZW-PAID - Paid Weather Time
	
	
	
	
	
	
	7.5
	7.5
	2
	
	
	



OTHER CAMPUS EXAMPLES:
Using the examples above, enter the appropriate HAZW-PAID hours based on the hours your campus was closed or delayed (see below):

Jan. 10:  Closed 
               All campuses 
Jan. 11:  Closed 
               USC Columbia, USC Upstate, USC Lancaster, and USC Union 
Jan. 11:  Two-Hour Delay 
               USC Aiken, USC Beaufort, USC Salkehatchie, and USC Sumter 
Jan. 12:  Two-Hour Delay 
               USC Columbia, USC Upstate, USC Lancaster, and USC Union 
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