
POLICY UPDA T~, SPRING 2~~4

1~ USC Faculty and Staff

During the last few months, several new univeJrsity polices have been
established and posted to the University Polici{:s Web sit. Others have
been substantially revised. Some of these new 3.nd chang d policies
respond to legislation at the state and federalle:vel; other to administrative
iIutiatives designed to improve university operations or t protect the
university from liability risks and create a safer environm nt for our
s1:udents, faculty and staff.

The following provides a descriptive index to the polic es along with
t11eir issue date and the authority under which they were each issued.
A..s a reminder, in order to be official university policy, a olicy must bear
t11e signature of the President, the Provost and SeniorVi e President for
Academic Affairs, the Senior Vice President for Adminis ation, or an
officially designated delegatee of one of these tJlree office s. In the case
o:f a policy signed by a delegatee, the date of delegation a d the name
and title of the delegator must be noted on the policy. O lcial university
plDlicies also may be established by resolution oj: the Boar of Trustees.

Please visit the Policies Web site to read the full polici s. Each posted
p~:>licy includes a reference to a department or umiversity fficial to whom
you can direct questions about the policy. The University Policies Web site
sf:rves as the official point of reference for all university p licies. It is the
updated policies as they appear on that site which are ap licable.

University employees are responsible for fam:i1iarizingt emselves with

and maintaining awareness of current policies.

~~~.:;?
~Dennis F. Dougherty

Senior Vice President
AdministJ-ation

:~-/~f
LLoyd Armstrong, Jr.
Provost and Senior Vice President,
Ac:ademic Affairs

policies.usc.edu



New and Revised Policies for the UnivE!rsity Co~munity

Issued by Lloyd Armstrong, Jr., Provost and Senior Vice presid 1nt for Academic Affairs

Dennis F. Dougherty, Senior Vice Pre~;ident for Admi istration

April 9, 2004Date issued:

E-Mail Retention

This policy, which will take effect on September 1, 2004, limits the leng h of time that e-mail is stored on ISD

central servers to 180 days. After six months, all e-mail on ISD central rvers will, as a matter of routine, be

automatically and permanently deleted from the server;. ISD will be pr viding two services to assist in the

transition to this new policy: (1) a new e-mail archive server will be pi ed in operation by May 1, 2004 to be used

to archive certain types of e-mail documents that need to be saved for onger than six months i3nd (2) ISD will offer

a series of workshops on how to identify and archive e-mail on a perso al computer or the e-mail archive server.

Consultation on moving and managing e-mail is also available by calli g ISD staff at 740-5555. Two memoranda

concerning implementation of this new policy were mailed to senior ad inistrators in February and April.

Issued by: Lloyd Armstrong, Jr., Provost and Senior Vice preside~t for Academic Affairs

Dennis F. Dougherty, Senior Vice President for Admin stration

September 1, 2004Date issued:

Expenditure Manual: Airfare Reimbursement Limite~~Coach Cla~

The university will support the cost of coach-class. comrnercial airfare f r official university travE!I. Business class

and first class are allowed only when (a) advance written approval is o tained from the applicaole dean or vice

president. (b) necessary because of specified medical reasons. or (c) coa h class is unavailable. Medical exceptions

and unavailability must be clearly identified and explained. When appro al. as described above. has not been

granted. business class and first class air travel may be IJSed for univers ty purposes provided that the individual

personally arranges for payment for the incremental difference.

Issued by:

Date issued:

Dennis F. Dougherty, Senior Vice President for Admini~ation
January 2, 2004 I

The revised policy clarifies when additional insurance does or does NOT reed to be purchased for automobile rentals.

Issued by:
Date issued:

Dennis F. Dougherty, Senior Vice President for Adminit tration

December 15, 2003

Expenditure Manual: Increase in Mileage Reimburse ent and Travel Expense Maximum

Due to an increase in the Internal Revenue Service standard business mi eage rate, mileage reimbursement for a

personal vehicle used for university business will increasle to 37 cents pe mile for trips commerning on or after

April 15, 2004.The maximum reimbursement rate for actual meal, lodgi g, and incidental expen';es has increased to

$350 per day. Actual expenses must be itemized and supported by origi al receipts. Travel reimblJrsements

exceeding this maximum must be approved by a Senior Vice President o his or her designee. lower rates and

additional constraints may be imposed on expenditures by a Senior Vice resident, Dean or Director within an

organizational unit. These constraints should be moniton!d by internal c ntrol within the organizational unit.

Dennis F. Dougherty, Senior Vice President for Admini*ration

April'S,2004 I

Issued by:
Date issued:

policies.usc.edu

The university has instituted new procedures for handling complaints rf garding accounting and auditing matters.

Any faculty or staff employee should report directly to the university a y complaints or concerrls regarding the

university's accounting or internal controls, or auditing matters. Staff a d faculty should report any such complaint

or concern by calling the USC Help and Hotline at (213) 740-2500 or b contacting Howard Levy, Director of Audit

Services. The university prohibits any form of retaliatiorl against anyon who reports any complaints or concerns. In

addition, if desired, reports may be made anonymously



Information Security -

The Information Security policy sets the standards and :framework for 1otecting the security and privacy of information

the university creates, uses, transmits, stores and destroys. The policy a! o delineates the types of information requiring

enhanced protections under federal and state law: education records, otected health information, customer

information, personnel records, Social Security numbers, personal infor ation, and research records.

Issued by: Lloyd Armstrong, Jr., Provost and Serlior Vice presidef t for Academic Affairs

Dennis F. Dougherty, Senior Vice President for Admin stration

April 7, 2004Date issued:

Protection of Consumer Financial Information under the Gramm-Leach-Bliley Act

The federal Gramm-Leach-Bliley Act requires financial irlstitutions, inclu ing universities, to protect non-public

personal information that is collected from an individual who obtains o has obtained a financial product or service

from the institution. Financial products or services offered by USC and vered by the Gramm-Leach-Bliley Act

include, but are not limited to, the following: student loans; faculty, sta and other employee loans; and USCard

purchases. This policy describes how the university protE~cts information covered under this act.

Issued by: Lloyd Armstrong, Jr., Provost and Senior Vice presidef t for Academic Affairs

Dennis F. Dougherty, Senior Vice President for Admin tration

April 7, 2004Date issued:

Gift Policy and Procedures

The Gift Policy and Procedures set standards for accepting and accounti g for gifts to the university. These

documents do not reflect any changes to current practice or procedures. In order to provide an easier point of

reference. information and instructions previously issued as memoranda over a period of several years are now

coalesced into two documents.

Issued by: Lloyd Armstrong, Jr., Provost and Sen ior Vice preside1t for Academic Affair

Dennis F. Dougherty, Senior Vice President for Admini tration

April 7, 2004Date issued:

Safety Policies

These safety policies replace a manual published in 199~,. Most of these~ olicie~e not new, but are update~r

purposes of consistency and clarification. There are three new policies t t have been implemented to ensure

compliance with local, state and federal law: Seismic Safety, Ergonomic afety and Bloodborne Pathogens.

Issued by:

Date issued:

Dennis F. Dougherty, Senior Vice Presi,jent for Admini1tration

March 15, 2004

Staff Employment Policies and Procedures: EmplOYm tnt References and Personnel Files

and Payroll Records Access Technical changes were made to these two policies to renect procedura

F hanges due to the outsourcing of

employment verification. Employment verification services are now provi ed through the Work Number. Information

about using The Work Number is available on the USC Pclyroll Services b page at www.usc.edu/payroll or by
calling the USC Employment Verification phone line at (213) 740-2742.

Dennis F. Dougherty, Senior Vice President for Adminis~ration
March 15, 2004 I

Issued by:
Date issued:

~

Issued by;
Date issued;

Dennis F. Dougherty, Senior Vice President for Admini1 ration

March 15, 2004
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This new leave mandated by California state law require!; unpaid leave t attend judicial proceedings when an

employee is a victim of a violent or serious felony, or a felony involving t eft or embezzlement, or whose close

relation is a victim of such a crime. An employee who is an immediate fa ily member of a victim, a registered

domestic partner of a victim, or the child of a registered domestic partne of a victim is eligible for this leave.

Immediate family member is defined as a spouse, child, stepchild, brothe stepbrother, sister, stepsister, mother,

stepmother, father, or stepfather. The employee may take the leave as un aid leave or may use accrued vacation

leave, sick leave or, for non-exempt staff employees, previously earned c pensatory time off.



Sta'ff Employment Policies and Procedures: Nondi!;criminati n
-

The revised nondiscrimination policy expands the definition of gendler in complianc with recent California legislation.

Discrimination based on gender includes both the actual sex of an employee or ap licant for employment and that person's

gender identity, appearance or behavior, whether or not that identity, appearance o behavior is traditionally associated with

that person's sex at birth.

Issued by:
Date issued:

Dennis F. Dougherty, Senior Vice President for Administration

February 10, 2004

Staff Employment Policies and Procedures: Recrui1:ment-

The minimum posting period for open positions has been reduced from ten to five ays. The revised policy also sets the

maximum length of postings at one year and requires verification of new funding f r posted positions at the beginning of

each fiscal year.

Issued by:
Date issued:

Dennis F. Dougherty, Senior Vice President for Administration

Apri11,2004

Reminders

Paid Family leave Insurance Program

Beginning )anuary 1, 2004, the state of California established a marldatory insuran program that provides o)mpensation

for a period of up to six weeks for individuals who take time off work to care for a eriously ill child, spouse, ~Iarent, or

domestic partner or to bond with a new child due to birth, adoption, or foster care la cement. Benefits will be payable for

leaves beginning on or after July 1, 2004. More information about the program is a ailable from the USC Disability Office at

(213) 740-5875 or on their Web site at srm.usc.edu/disabilitybenefit;.

Voting leave

Because of the extended polling hours in California, very few univer';ity employees eed to take voting leave. However, the

state election code does mandate that any employee who does not have sufficient me outside of working hours to vote

may, without loss of pay, take no more than two hours off work to vote instatewid elections. The election code also

mandates that the employee who needs to take time off to vote shall give his or su ervisor at least two working days notice

of the need for the leave. Questions regarding this policy as it relates to staff emplo ees should be directed to Personnel

Services on the University Park campus at (213) 437-1811 or on the Health Sciences campus at (323) 442-1010. Faculty

should consult the Vice Provost for Faculty Affairs at (213) 740-6715.

Whistleblower Protection

California law protects employees who disclose information to a government or law enforcement agency if they have

reasonable cause to believe that the information shows their employer is in violatio of, or is in noncompliance with, a state

or federal law or regulation. The law prohibits any retaliation against the employee or making such reports. The state

attorney general has established a whistleblower hotline at (800) 952-5225. Questi ns about whistleblower protections or

complaints also may be directed to the USC Compliance Office Help and Hotline at ( 13)740-2500. Additional information is

available on their Web site at http:llwww.usc.edu/admin/compliance!.

Social Security Numbers

It is against both state law and university policy to

.Publicly post or display the Social Security number in any manner;

.Print the Social Security number on any card required to access service;

.Require an individual to transmit his or her Social Security numbE'f over the Inter et unless the connection is secure or

the number is encrypted;

.Require an individual to use his or her Social Security number to access an Intern t site unless a unique password or PIN

is also required; or

.Print a Social Security number on any materials that are mailed unless required b a state or federal agency, unless state

or federal law requires the Social Security number to be on the document to be ailed. Also, Social Security numbers may

be included in applications and forms sent by mail, including documents sent as art of an application or enrollment

process, or to establish, amend or terminate an account, contract or policy, or to onfirm the accuracy of the Social

Security number.

For additional information, please refer to the university's Personallrlformation poliq.

policies.usc.edu



Online Policies

The Policies Web site address is policies.usc.edu or WWW.U5~C.edU/POlicif .You also may reach this

site from the USC home page by clicking on ulnside Uscu and then up liciesu and then

uUniversity Policies." Earlier versions of policies are available in the arc ives section of the

policies page.

Computer Labs

Employees who do not have access to a computer at their 'work site m visit one of the

computer labs listed below. To use the computers at these 1'acilities, you must present your

employee ID card. Hours during the academic year are listed below. Ho rs may change during

semester breaks and summer session. You may call the numbers listed t verify the hours each

computer lab is open.

University Park Campus

Leavey Information Commons (LVL) 1Lower level of Leavey Library

(213) 740-6938

Monday through Saturday. open 24 hours a day; on Sunday, open from 9 a.m. to 12:00 idnight.

Sa/vatori Computer Science Center

Room 125
(213) 740-6194
Open 24 hours a day. seven days a week.

Taper Hall of Humanities Language Center

Room 309
(213) 740-1188
Monday through Thursday, open from 8:00 a.m. to 9:00 p.m.
Friday, open from 8:00 a.m. to 5:00 p.m.
Closed on Saturday, Sunday and when classes are not in session.

Waite Phillips Hall of Education

Room 834
(213) 740-7950
Open 24 hours a day, seven days a week.

Health Sciences Campus

Norris Medical Library Computer Lab (requires a library' card)

Upper level of the library

(323) 442-1968

Monday through Thursday, open from 7:45 a.m. to 12:00 midnight

Friday, open from 7:45 a.m. to 8 p.m.

Saturday, open from 9:00 a.m. to 5:00 p.m.

Sunday, open from 9:00 a.m. to 10:00 p.m.
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King Olympic Hall

Room 206
(213) 740-7708
Open 24 hours a day, seven days a week.


