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ACCESS CONTROL PROCEDURES

7R�DGGUHVV�FRQFHUQV�UHJDUGLQJ�XQDXWKRUL]HG�LQGLYLGXDOV�DQG
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https://www.lincoln.edu/_files/human-resources/Policy-FISC-806-Textbook-Adoption-Policy.pdf
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Special Events.

ALL OTHER GATES AND POINTS OF ENTRY SHALL BE CLOSED

TO VEHICULAR AND PEDESTRIAN TRAFFIC.

2. All pedestrians and vehicles entering campus shall comply with

established procedures and instructions received from Campus

Safety Officers.

All students, faculty, staff, and visitors' vehicles shall display

an authorized parking permit (issued by the Department of

Public Safety & Security) according to procedure and

instructions.

To gain access to the campus after 6 PM and on weekends, a

valid Lincoln University identification card shall be presented

to the Campus Safety Officer at the point of entry.

All visitors shall request, secure and present (when requested

by a University official), a visitor's pass issued by the

Department of Public Safety & Security.

Failure to comply with access control procedures will result in
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order to register a motor vehicle on campus you must provide the

following:

current driver's license

current registration

current inspection sticker

valid proof of insurance

Failure to register your motor vehicle will result in denial of

admittance to the campus in an unregistered vehicle. All

unregistered vehicles found on campus will be towed at the

owner's expense. Effective 1/18/00, all unregistered and

unauthorized vehicles found on campus will be towed at the

owner's expense.

1RWH��)UHVKPHQ�DUH�QRW�SHUPLWWHG�WR�KDYH�YHKLFOHV�RQ�FDPSXV�

Possession of a permit does not guarantee a parking space. Lack of

available parking is not a valid excuse for violating parking

regulations. Parking is permitted only in approved spaces. All other

areas not specifically designated for parking shall be considered

as no parking areas. All illegally parked vehicles will be towed at the

owner's expense.

&DPSXV�3DUNLQJ�9LRODWLRQVb

In as much as the roads on campus are used for pedestrian and

vehicular traffic, it is necessary that all vehicles be operated at or

below 15 MPH.

It is the responsibility of the registered vehicle owner that the

vehicle, regardless of the operator, is parked in conformance with

the University parking regulations listed below:
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Double parking

Parking in "No Parking" zones

Parking in a "Handicapped" space without a state-issued

p
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Dickey Hall/Library - staff/faculty only

Wright Hall - staff/faculty only

Chapel - open parking

Center Gate - open parking

Alumni House - open parking

Grim Gym - staff/faculty only

Lincoln House - registered guests

Guest House - open parking

Bond House - residents/guests

Cannon House - residents/guests

Foster House - residents/guests

Physical Plant - maintenance only

ACKNOWLEDGMENT AND PROCESSING OF GIFTS

,��$FNQRZOHGJPHQW�RI�&RQWULEXWLRQVb

Effective immediately, the University has implemented explicit

policies and procedures regarding the acknowledgment and

processing of all gifts and contributions.

All gifts and contributions received by the Office of Development

and External Relations will be recorded within two business days.

Official acknowledgment and letters of appreciation to all

individual and corporate donors will be forwarded within

seven business days of receipt. This acknowledgment alswn alo  wªªªªªªªªªªªªªªªp̈

 bu e
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All gifts and contributions received by the Office of

Development and External Relations are coded for deposit to

correct fund and forwarded with a transmittal memorandum

to the Controller in the University's Business within forty-eight

(48) hours or less.

All donations are listed according to distributi
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approved by authorized University personnel.

Employees who are involved in an accident while traveling on

business must, within 24 hours, report the incident to their

immediate supervisor and Risk Management at x7594 or 8059 and,

if a University vehicle, Fleet Management at x7113. Vehicles owned,

leased, or rented by Lincoln may not be used for personal use.

With prior approval, a family member or friend may accompany

employees on business travel, when the presence of a companion

will not interfere with the successful completion of business

objectives. Generally, employees are also permitted to combine

personal travel with business travel, as long as time away from

work is approved, and as long as a Fleet Management vehicle is not

used. Additional expenses arising from such non-business travel

are the responsibility of the employee.

When travel is completed, employees should submit completed

travel expense reports within 45 days. Receipts for all expenses

whose total is greater than $10.00 must accompany reports and be

attached to an 8-1/2” x 11” sheet of paper. For example, if two

receipts for the same type of expense (e.g. tolls) are less than

$10.00 separately but total $10.00 together, they must be

sub mtebm
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7UDYHO�3URFHGXUHV�IRU�$LU��$PWUDN��+RWHO��DQG�&DU�5HVHUYDWLRQV

Once the required Travel Authorization Form has been submitted

and proper apqk,



Fleet Management my be used to obtain a rental car or University

vehicle. Please refer to the Fleet Management policy or contact the

office at x7113.

It is the policy of Lincoln University to secure the least expensive

airfares and will therefore search all airlines, including low-cost

carriers when making their own travel arrangements. The

University will not pay for first-class or business class fares. All

other travel-related expenses, i.e., meals, etc., will be reimbursed

through the Travel Expense Statement. Employees are expected to

limit expenses submitted for reimbursement to business-related

purposes.

$GYDQFH�3D\PHQW�RI�7UDYHO�([SHQVHb

When a registration or similar fee requires payment in advance of

the travel date, the date required should be indicated on the Pre-

travel Authorization Form with appropriate documentation

attached. The University will then remit payment directly to the

applicable organization.

7UDYHO�$GYDQFHV

If the estimated cost of an approved trip exceeds $200, the

Business Office will provide the employee with an advance of up to

50 percent of the estimated cost. The requested advance must be

submitted on an approved Travel Authorization Form received by

the Business Office no later than 10 days prior to the date the

check is needed. Travel advances will not be released more than

five days before the travel is to begin.

Requests for future travel advances will not be honored if the

previous advances have not been reconciled and unspent funds

have not been returned to the Business Office.





7UDYHO�IRU�(PSOR\HH�5HFUXLWPHQWb

All travel arrangements for all faculty and staff recruitment will be

handled by the corresponding department. Travel Authorization

Forms must be completed for each candidate and approved by the

appropriate vice president. After approval has been obtained, all

travel for recruitment requiring agency assistance should be

coordinated through International Tours or other Lincoln University

approved travel agency.

If the candidate lives within driving distance (100 miles) of Lincoln

University, the candidate will be expected to use his/her personal

vehicle to travel to Lincoln University and will be reimbursed for

mileage and reasonable expenses after submitting original receipts

to the responsible office.

Please note that the most economical travel should be used unless

the arrangements are detrimental to the candidate and/or

department’s schedule. Unreasonable travel expenses, i.e., car

rental charges, hotel reservations, etc., will not be reimbursed

unless approved in advance by the appropriate vice president.

6XEVWDQWLDWLRQ�RI�([SHQVHV

In general, receipts for expenses incurred by the employee must be

attached to the claim that is submitted for reimbursement. A

Statement of Travel Expense Report, with all receipts attached, is

required to be submitted to settle all travel advances, regardless of

whether the actual expenses incurred were less than or more than

the amount of the advance. Advances in excess of substantiated

expenses shall be repaid to the University immediately upon

completion of the travel for which the advance applied. Receipts

are required for all expenses.

Reasonable expenses that will be reimbursed include the following:
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

Car rental fees, only for compact or mid-sized cars.

Fares for shuttle or airport bus service (upon arrival at

destination city), where available or costs of public

transportation for other ground travel.

Taxi and limousine fares, only when there is a no less

expensive alternative.

Overnight stays for seminars or training programs when the

distance is greater than 55 miles from Lincoln University one

way.

Cost of standard accommodations in low to mid-priced hotels,

motels, or similar lodgings.

Lodging at a facility other than at the conference site when

such lodging cannot be obtained.

Cost of meals, no more lavish than would be eaten at the

employee’s own expenses to a maximum of $50.00 per day,

including taxes and tips, for overnight stays. A maximum of

$30.00 per day, including taxes and tips, for day travel of six

(6) hours or more.

Tips (are inclusive of the daily meal per-diem) not exceeding

18% of the cost prior to tax of a meal or 10% other.

Charges for telephone calls, fax, and similar services required

for business purposes.

Charges for one personal telephone call lasting 15 minutes

each day for overnight stays.

Laundry services for an overnight business stay greater than

5 days.

COPYRIGHT LAW
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https://www.lincoln.edu/_files/human-resources/crisis-intervention-emergency-response-manual1.pdf


FLEET MANAGEMENT POLICY 

The purpose of the Lincoln University Fleet Management Policy is to

establish guidelines for the safe operation of the fleet of vehicles

owned, operated, and maintained by Lincoln University.

1. 6DIHW\

University vehicles in the fleet will be operated in a safe

manner. All regulations, ordinances, laws, and University

ert of veh
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GRANT AWARDS

5HYLHZHG�����������

3XUSRVH

To publish the process used for setting up new grants and renewals

of existing grants once a funding agency has sent approval of

awarding the grant. 

6FRSH

All University Principal Investigators (PIs) who submit proposals for

new grants or grant renewals to funding agencies will follow the

same approval process. Grants follow a two-phase process for

funding approval, (1) the Grant Writing and Proposal Development

and (2) the Grant Award process. This procedure addresses the

Grant Award process.

3URFHGXUH
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sources require official acceptance of the grant award and may

provide a form to be completed or request a letter from the

University President. Contact the Specibq-e. ` ity
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There are Special Program Vouchers and Purchase Requisitions

that must be used; the Special Assistant will provide the forms and

the instructions as to how to prepare them and route them for

approval. The project will be given a department number and a

line-item budget based on your award document and proposal

budget. During the life of the grant, the PI will receive conformance

reports from the Business Office. The PI needs to check them

against records and report any questions or discrepancies to the

Grants Accountant immediately. 

5. The “External Grant” must correspond with the rules and

regulations of Lincoln University. For example, all purchasing,

travel, and personnel regulations of the University must be adhered

to.

6.Grant Renewals: Grant renewals often require resubmission of a

proposal prior to grant award. Items that will be considered before

approval is given on existing grant renewals include:

a. Budget - The budget for the grant must be as detailed as the

original award.

b. Timing of Spending - The timing of spending for the grant must

be as detailed as the original award.

c. Adherence to Financial Policy and Estimated Impact on the

University. 

6XEFRQWUDFWVb

If the grant award comes in the form of a subcontract from another

institution, make sure the document is sent to the Special Assistant

to the Vice President for Academic Affairs immediately. The

document will have to be reviewed and approved by Legal and the

Special Assistant will facilitate that process. If a subcontract needs



to be created for another institution as part of the grant award, the

Special Assistant can help prepare that document and have it

approved. Subcontracts will follow the same procedures as grants

where the U



All acquisitions including equipment and furniture must follow

University purchasing procedures. The Purchasing Department

(x3929) will discuss monetary thresholds and can assist with bids if

that is necessary. If computer equipment is involved, Information

Technology (x3541hpas



In addition to the monthly conformance reports from the Business

Office, the PI will receive reports from the Compliance Officer. The

report from the Compliance Offi qn��������S3Pu/f`O
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Proposals should be generated using the proposal

development guidelines outlined in detail in the “Grant Writing

and Proposal Development Essential Materials” manual.

Proposal submission should be coordinated through the

Special Assistant to the Vice President for Academic Affairs or,

in the case of other division grants, the corresponding office.

Fiscal Affairs should review proposals for financial feasibility

prior to submission in close coordination with the Principal

Investigator and the Special Assistant to the Vice President for

Academic Affairs or, in the case of other division grants, the

corresponding office.

IMPLEMENTATION OF UNIVERSITY POLICIES 

In order to create a set of guidelines to help managers and

supervisors evenhandedly manage the workforce, the University

will establish a process for adopting policies. Policies adopted

should comply with the major objectives of the University’s goals,

mission, and values. 

When adopting policies we should keep in mind that the purpose of

these tools is to ensure that all individuals are treated fairly and

consistently. Policies should cover difficult personnel or student

areas such as discipline or termination. Therefore, we do not need

the policy to regulate every single event that might occur.

$GRSWLRQ of General University Policy

1. Each Vice President is responsible for identifying the need for

policies in his/her division.

2. Upon formulation of the policy, the Vice President or his

designee must present the policy at the President’s Cabinet

meeting.



3. After review and revisions, if any, the President*, who signs

off on the policy approval sheet, then approves the policy.

4. The policy along with a signed copy of the approval sheet is

then submitted to Human Resources for official distribution

in the policy manual.

5. All directors and other department heads are responsible for

the maintenance and upkeep of the Policies binders for their

area.

*In certain situations, primarily those that affect the by-laws of

Lincoln University and collectively bargained agreements, the

approval of the policy may have to be approved by the Board of

Trustee or the designated union representatives.

$GRSWLRQ�RI�)DFXOW\�3ROLF\b

Policies adopted by the Faculty, based on their delegation by the

Board of Trustees, within the framework of the existing procedure

will be captured in the University Catalog or maintained in the

Office of Academic Affairs until the catalog is updated.

INTERNET MONITORING 

Monitoring of the University’s Internet may be conducted to ensure

quality control, employee safety, security, and customer

satisfaction.

Computers and the equipment, services, and technology provided

to access the Internet remain at all times the property of Lincoln. As

such, Lincoln reserves the right to monitor Internet traffic, and

retrieve and read any data composed, sent, or received through

online connections and stored in computer systems. Technology

monitoring is performed with the utmost respect for individual

privacy and confidentiality, and exclusively for the purpose of

maintaining a secure, smooth function of computers,







mailto:support@lincoln.edu


&RS\ULJKWV�DQG�'LVFODLPHUb

Linco
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The equipment, services, and technology provided to access the

Internet remain at all times the property of Lincoln. As such, Lincoln

reserves the right to monitor Internet traffic, and retrieve and read

any data composed, sent, or received through our online

connections and stored in our computer systems. Monitoring is

performed with the utmost respect for individual privacy and

confidentiality, and exclusively for the purpose of maintaining a

secure, smooth technology function. Authorized University

employees may perform monitoring. Users must not impede this

monitoring or make any attempt to monitor the communication of

others. 

&RQWURO�RI�:HEVLWH�DQG�&RQWHQWb

Lincoln University has the exclusive right to control the content of

its website. As such, we reserve the right in our sole discretion to

add, delete, or otherwise edit any documents, information, or other

content including any material that may be construed as offensive.

9LRODWLRQV�RI�WKLV�3ROLF\

Violations of this policy should be reported to the Chief Information

Technology Officer (support@lincoln.edu), Director of Human

Resources (hr@lincoln.edu), or to any member of management.

Any violation of this policy or any laws related to the use of

information and communication technologies will be subject to

disciplinary action.

INTERNET USAGE 

Internet access to global electronic information resources on the

World Wide Web is provided by Lincoln to assist employees in

obtaining work-related data and technology. The following

guidelines have been established to help ensure responsible and

productive Internet usage. While Internet usage is intended for job-

mailto:support@lincoln.edu
mailto:hr@lincoln.edu
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sending any material over the Internet has the appropriate

distribution rights.

Internet users should take the necessary anti-virus precautions

before downloading or copying any file from the Internet. All

downloaded files are to be checked for viruses; all compressed files

are to be checked before and after decompression.

Abuse of the Internet access provided by Lincoln in violation of law

or Lincoln policies will result in disciplinary action, up to and

including termination of employment. Employees may also be held

personally liable for any violations of this policy. The following

behaviors are examples of previously stated or additional actions

and activities that are prohibited and can result in disciplinary

action:

Sending or posting discriminatory, harassing, or threatening

messages or images.

Using the organization’s time and resources for personal gain.

Stealing, using, or disclosing someone else’s code or

password without authorization.

Copying, pirating or downloading software and electronic files

without permission.

Sending or posting confidential material, trade secrets, or

proprietary information outside of the organization.

Violating copyright law.

Failing to observe licensing agreements.

Engaging in unauthorized transactions that may incur a cost

to the organization or initiate unwanted Internet services and

transmissions.
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Sending or posting messages or material that c
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call 9-1-1 and noo
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Turn on the AED.

Bare and prepare chest (cut or tear

clothing, if excessive chest hair, shave or

clip; dry the chest if wet).

Follow AED’s verbal and visual prompts.

Apply electrodes (following drawings on

pads).

Allow AED o@ �-  
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EMS providers, such as:

Victim’s name.

Annnn



























Towel.

Gauze pads (non-sterile).

NO SHOCK ADVISED:

The device will prompt to check for a pulse (or for

breathing or signs of circulation) and if absent, start

CPR.

If pulse or signs of circulation such as normal

breathing and movement are absent, perform CPR

for one minute.

If pulse or signs of circulation such as breathing

and movement are present, check for normal

breathing.

If the victim is not breathing normally, give rescue

breaths at a rate of 12 per minute or 1 slow breath

every 5 seconds.

AED will automatically evaluate the victim’s heart

rhythm after one minute.

Continue cycles of heart rhythm evaluations,

shocks (if advised) and CPR until professional help

arrives.

The victim must be transported to the hospital.

Leave AED aal
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additional supplies on each shift and document

such as the Public Safety Log.

If needed, Call Phillips Customer Service may be

contacted at 1-800-263-3342 for guidance in

dealing with a problem or question about the

operation of the AED unit.

If an AED unit is not functioning properly and

Customer service is able to determine that the

problem is the unit itself, a loaner unit will be

requested and made available within twenty-four

(24) to thirty-six (36) hours of the request.

In the event, the Graduate Center A Gr ob

V�QFWLRsDR0DLRKHURI�WKHYDDQ�&��&R�XQLR�ZLOO�E�PHYH��W��WKH��*UƒGXDWH�&HQWHR�XFWOO�DQORDQ•D�$*U�QUQ€VDHHP�SWRI�WWRQWRSRDWWH�$�D�$W��\LXDWH�ZDOODKH•GHQ��WR�WKHXRX�KHDlQR�WYLYRDWGWHDLWK��HUYLW��?DEYLF�6DIHWI��DQG�WKH�HH��JH�PV�GHQ•JHQHU�$( �ZDOODKH�LHHU QEOHH�HDQW*�DlQ�WRR�LYLWJ�YYO�V( YO�WKHSDLV��UH�USLOLHGLIQ•D�@&HO\&&���IIWI�%��Q*�LYLWJ��*DPD

https://www.lincoln.edu/_files/human-resources/LU-Research-Integrity-Policy.approved.2020.pdf


1. Purpose – To set forth the policy to be followed in the

procurement of all goods and services. This policy applies to

all schools, divisions, departments, programs, and funds

unless otherwise noted.

2. General

1. Purchases Under $5,000

1. Purchases under $5,000 shall not require

competitive bidding.

2. Reasonable and prudent business practices shall

be followed regarding all purchases under

$5,000.

3. University Legal Counsel shall review all contracts

that exceed $1,500.

2. Purchases Over $5,000

1. Purchases over $5,000 must be bid competitively

under established University business practices

utilizing Purchasing procedures.

2. Reasonable and prudent business practices shall

be followed regarding all purchases over $5,000.

3. Policy

1. All purchases of goods and services shall be

coordinated through the Purchasing Department of the

Business Office. It shall be the direct responsibility of

each department head to control all transactions

against their assigned budget accounts to ensure that

such transactions conform to the policies of the

University. This responsibility includes, but is not









REIMBURSEMENT DEADLINE

3XUSRVHb

The purpose of this policy is to facilitate timely submission of

expense reimbursements.

6FRSH

This policy applies to all University personnel.

3ROLF\

Reimbursement of expenses will have the following deadlines:

Petty Cash – 15 calendar days from the date of the expense receipt

Travel – 15 calendar days from the date of the end of the trip

All other expenses – 30 calendar days from the date of the expense

receipt

This policy is in force regardless of the payment mechanism used to

reimburse the expense – petty cash, check requisition, or travel

reimbursement.

Revised 10/15/20

REPORTING OF LINCOLN UNIVERSITY STATISTICAL

DATA POLICY & PROCEDURE

3XUSRVH

To ensure the accurate and uniform reporting of university

statistical data to all constituencies.

3ROLF\













The Office of Institutional Research (OIR) shall have sole

responsibility for gathering, analyzing, and reporting university

statistical data to internal and external constituencies.

Numbers representing data about the university must be verified

by OIR before inclusion in documents that characterize the

institution.

*XLGHOLQHVb

The Director of OIR is charged with ensuring that data is treated

with confidentiality, where necessary. 

The Director of OIR is responsible for maintaining the integrity of all

data supplied by that office to both internal and external

constituencies.

3URFHGXUHV

Requests for institutional statistical data/information shall be

directed to OIR.

OIR shall be responsible for the completion and submission of

statistical reports to internal and external constituencies.

OIR staff shall be permitted inquiry access to all university

databases, including but not limited to Student information,

Personnel, Fiscal and Security.

OIR shall request information from departments and divisions

as necessary to comply with reporting requirements.

OIR shall utilize appropriate instruments (i.e. surveys,

databases, university department records) to gather

necessary information.









OIR shall consult with appropriate university departments

before submitting information/data that is in question.

OIR shall report inaccuracies in department supplied data to

the appropriate university department(s) for correction.

OIR shall provide a copy of the completed report/form to the

university office from which the request was received.

USE OF INFORMATION AND COMMUNICATION

TECHNOLOGIES

$XWKRUL]HG�8VH�2QO\b

Information technologies, including computers, computer files, the

e-mail system, the telephone system, Internet access, information

systems, and software furnished to employees are Lincoln property

intended for use in teaching, learning, research and University

business. The University maintains policies covering authorized and

unauthorized use of its technology. Employees, students,

alumnae/I, and visitors may not use or access the University’s

information technologies without proper authorization. To ensure

compliance with this policy, and to properly manage technology,

usage may be monitored.

University facilities, including the information technologies, may not

be used to solicit others for commercial ventures, religious or

political causes, outside organizations, or other non-business

matters.

University facilities may be used for personal as well as professional

communication, and for any activities that support the lifelong

learning of community members.

3DVVZRUG�DQG�$FFRXQW�6HFXULW\b

Information technologies are protected and controlled through the

use of accounts and passwords. Technology users may not share
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


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allocated. 

Short-term loans of portable computers will be made through

the Academic Technology Support Center (ATSC) in Dickey Hall

150. Portable computers on short-term loan are expected to

be returned when their use is completed, but may not be

borrowed a

https://goo.gl/maps/vjusNGyHzz2oUM8q8
https://www.lincoln.edu/human-resources/hr-general-administrative-and-university-policies.html
https://www.lincoln.edu/human-resources/hr-general-administrative-and-university-policies.html
mailto:websupport@lincoln.edu

