
All other expenses – 60 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.

Reporting of Lincoln University Statistical Data Policy & Procedure  

Purpose

To insure the accurate and uniform reporting of university statistical data to all constituencies.  

 

Policy  

The O�ce of Institutional Research (OIR) shall have sole responsibility for gathering, analyzing and reporting of

university statistical data to internal and external constituencies.  

Numbers representing data about the university must be veri�ed by OIR before inclusion in documents that

characterize the institution.  

 

Guidelines  

The Director of OIR is charged with ensuring that data is treated with con�dentiality, where necessary.  

The Director of OIR is responsible for maintaining the integrity of all data supplied by that o�ce to both internal and

external constituencies.  

 

Procedures  

Use of Information and Communication Technologies

 

Authorized Use Only 

Information technologies, including computers, computer �les, 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

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 sta� 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 o�ce from which the request was

received.



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.

Password and Account Security 

Information technologies are protected and controlled through the use of accounts and passwords. Technology

users may not share their accounts or passwords, and may not use the accounts or passwords of others. No member

of the University community has a legitimate reason to ask for your password. You should immediately report any

attempt to discover your password to the Chief Information Technology O�cer for investigation.

No Harassment 

Lincoln strives to maintain a workplace free of harassment and sensitive to the diversity of its employees. Therefore,

Lincoln prohibits the use of information and communication technologies in ways that are disruptive, o�ensive to

others, or harmful to morale. Lincoln has well-developed policies against harassment that cover all interactions

among people, including those that use information technologies.

For example, the display or transmission of sexually explicit images, messages, and cartoons may be o�ensive to

others and may constitute an incident of sexual harassment. Other such misuse includes, but is not limited to, ethnic

slurs, racial comments, o�-color jokes, or anything that may be construed as harassment or showing disrespect for

others.

Copyrights 

Lincoln University supports and obeys laws designed to protect intellectual property through the use of copyrights,

trademarks, and patents.

Lincoln purchases, and licenses the use of, computer software for business purposes but does not own the copyright

to this software or its related documentation. Unless authorized by the software developer, Lincoln does not have

the right to reproduce such software for use on more than one computer.

Employees may only use software in accordance with the software license agreement, and may be asked to show

proof of license for software not managed by the Information Technology Division. Lincoln prohibits the illegal

duplication of software and its related documentation. Should proper proof of licensing not be available,

Information Technology sta� will move proactively to remedy the situation, by removing the software from the

computer.

University Records 

All information is composed, transmitted, or received via our computer communications systems is considered to be

part of the o�cial records of Lincoln and, as such, is subject to disclosure to law enforcement or other third parties.

Consequently, employees should always ensure that the business information contained in Internet e-mail

messages and other transmissions is accurate, appropriate, ethical, and lawful.

Abuse and Excessive Use 

Information and communication technologies are extremely powerful, however they are �nite in their capability to

store and transmit information. Technology users must not engage in any activities that would overwhelm the

natural capacities of the technology infrastructure. For example, e-mail chain letters and the excessive downloading

of large �les and programs are prohibited. IT sta� will monitor usage to assist users in recognizing their a�ect on

shared facilities.

Technology users must not attempt to impede the use of technology by others. This may be viewed as theft of

University services or interference with the educational process.



Computer viruses are a particularly annoying, sometimes damaging, fact of life for technology users. All users must

make themselves aware of current best practices regarding viruses, and endeavor to limit their spread and e�ects

on University and personal electronic information.

Security Controls 

Security controls on technology are established to protect individual privacy and to safeguard University information

and physical assets. All members of the community must respect these controls, refrain from attempting to

circumvent them, and report violations of them as they are discovered.

Technology users should be aware that computers and networks are not totally secure. Communication can be

monitored, �les can be copies and read. Users are asked to act accordingly.

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 tra�c, 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 con�dentiality, and exclusively for the purpose of maintaining secure,

smooth function of technology. Monitoring may only be performed by authorized University employees. Users must

not impede this monitoring or make any attempt to monitor the communication of others.

Violations of this Policy 

Employees should notify their immediate supervisor, the Chief Information Technology O�cer or any member of

management upon learning of violations of this policy. Employees who violate this policy or any laws related to the

use of information and communication technologies will be subject o disciplinary action, up to and including

termination of employment.

Use of Portable Computers 

Background

All university employees are given access to desktop computing as part of their work environment. Portable

computers provide a way for employees to bring a portion of their work environment with them when traveling or

presenting to groups, and a way to stay in touch with the university while away from campus. This support for mobile

workers comes at a signi�cant cost compared to desktop computers:

Policy

Portable computers cost more than desktops for the same computing power.

Portable computers are more delicate than desktops and are moved much more often. In addition, many

repairs on portable computers cannot be made on campus, increasing support costs.

Portable computers are more susceptible to viruses and spyware, which can then be brought back to the

campus network.

University information has a greater exposure to theft when stored on portable computers.

As a result, portable computers are considered special-purpose devices. There must be a strong mobility-

based business reason to use them that will balance the added costs, such as university recruiters or faculty

providing training internationally. 

Portable computers may be loaned to employees for a �xed period of time. Portable computers will not be

permanently 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


