Claflin Policies & Procedures

The Claflin University Policies and Procedures Manual includes those policies and
procedures that are generally applicable to more than one division or affect one or more
constituencies within the University. Internal operational processes of a division or a
single office are not within the scope of the manual.

Policies provide assistance in the conduct of University business. Procedures are
statements that provide for the orderly implementation of established policies. This
manual is referenced through an index of topics and a table of contents that generally
reflect the major organizational divisions of Claflin University.

This electronic version of the manual is intended as a tool that is easily accessible to
members of the Claflin University family as well as to the general public.

Policies & Procedures
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100.01 Travel
100.02 Grants and Contracts Administration
100.03 Payroll

100.04 Credit Cards 100.05 Stipends for Wireless Communications 100.06 Enrollment
Confirmation Fee Policy

100.07 Cash Collections Policy for Distribution

100.08 Temporary Employment Agreement of Stipend
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200.01 Selection and Hiring Policy

200.02 Employment Orientation Program Policy



200.11 Grant Funded Sick Leave - Vacation Leave
200.12 Family and Medical Leave Act (FMLA)
200.13 Community Service

200.14 Bone Marrow - Organ Donation

200.15 Nepotism

200.16 Debt Collection and Recovery

200.17 Equal Employment Opportunity
200.18 Harassment

200.19 Termination

200.20 Separation of Employment

200.21 Conflict of Interest

200.22 Alcohol and Drugs

200.23 Workers’ Compensation

200.24 E-



200.38 Probationary Period

200.39 Performance Management System
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300.01 Faculty Handbook

300.02 Records



600:03 E-mail
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700.01 Procurement of Goods and Services
700.02 Property and Equipment Inventory
700.03 Motor Vehicles
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800.01 Medical Emergency
800.02 Tobacco-Free Policy
800.03 Policy on Formulation and Issuance of Policies
800.04 Candle/Open Flames Policy
800.05 Energy Policy
f Institutional Effectiveness (900 Series)
900.01 Substantive Change
900.02 Reporting Requirements
f Sponsored Programs (1000 series)

1000.1 Federal Conflict of Interest



