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1.0 DISCLOSURE OF FINANCIAL INTEREST

11 BACKGROUND

The Ndional Science Foundation and the Department of Health and Human Services require that any entity
receiving sponsor funding employing more than fifty persons maintain a written and enforced policy
governing conflicts of interest and financial disclosureestain designated relationships. Other sponsor
agencies are in the process of implementing similar requirements.

1.2 PURPOSE

The purpose of this policy is to satisfy federal conflict of interest and financial disclosure requirements from
sponsor ageies while preserving the ability of Kirkwood Community College employees to maintain
beneficial professional and financial outside interests.

1.3 SCOPE

This policy is applicable to all Kirkwood Community College employees that are involved in federally
sponsored programs that require disclosure of financial conflicts of interest. Further, this policy is applicable
to responsible persons from other entities that partner with the College in federally sponsored programs that
require disclosure of financial nflicts of interest.

14 DEFINITIONS

Conflict of Interest i Substantive relationships maintained by the Responsible Person, their spouse, and/or dependents
with the College or with organizations doing business with the College or that otherwise cooitcstoest! to

potentially affect their independent, unbiased judgment in light of their degisading authority or responsibility.

Positive Disclosure means any fiYesO answer to any question on the

Resporsible Person means principal investigator, -gincipal investigator, project director, -@uoject director, and
any other person employed by the College who is responsible for the design, conduct or reporting of research, education
or service activities

Significant Financial Interest - meansanything of monetary value including but not limited to salary and other
payments for services, such as consulting fees or honoraria; equity interests, such as stocks, stock options or other
ownership interests; drintellectual property rights, such as patents, copyrights and royalties from such rights.

The term fASignifidoesmdinclidle:nanci al Il nteresto

1) Salary, royalties, or other remuneration from the college,

2) Any ownership interests in a company ttsan applicant under the Small Business Innovation Research
(SBIR) Program,

3) Income from seminars, lectures, or teaching engagements sponsored by public or nonprofit entities,

4) Income from service on advisory committees or review panels for public or fibentiies,

5) An equity interest that, when aggregated for the Responsible Person, their spouse and dependent children,
meets both of the following tests:
a) The equity interest is less than $10,000 in value as determined through reference to public ptiegs

reasonable measures of fair market value, and

b) The equityinterest represents less than five peroawmership interest in any single entity.

6) Salary, royalties, or other payments that, when aggregated for the Responsible Person, their spouse and
dependent children are not expected to exceed $10,000 during the meahtt?period.

1.5 INTERESTS WHICH MUST BE DISCLOSED
Responsi ble Persons must disclose ASignificant

(1) That would reasonably appear to be affected by the reseaeducational activities funded or
proposed to be funded by the funding agency, or

(2) In entities whose financial interests would reasonably appear to be affected by tHargtadt
project.
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1.6 DISCLOSURE PROCEDURES

A) Each Principal Investigator or Project Director is responsible for securing signed Conflict of Interest
Financial Disclosure Report forms from all Responsible Person(s) proposed for involvement in the grant
application to be submitted, and thereafter annually for the length of the projece sidresd forms are
to be submitted to the Grants Department. The forms are found immediately followiRglttysand
are available in th&rants Department.

B) The Grants Departmentwill review the form and if a positive disclosure is indicated therptheess
of further review required by this Policy will occur. The Grants Department may request that the
Principal Investigator or Project Director obtain additional information from the Responsible Person(s) to
help clarify the financial conflict. Ther@nts Department will then forward copies of the completed
report form and any other provided information to the Vice President of Instruction and Director of
Human Resources for further review and action.

C) The Vice President of Instruction and Director d Human of Resources, or their designeesvill
shortly thereafter meet to review the provided information, and will then issue a joint recommendation
on what actions should be taken by the College to manage, reduce or eliminate the conflict of interest.
The Vice President of Instruction and the Director of Human Resources may request that the Responsible
Person and/or other persons attend all or part of this meeting. This joint recommendation shall be in the
form of a written opinion and be provided t@ tResponsible Person with copies forwarded to the Grants
Department and the Principal Investigator or Project Director. Examples of conditions or restrictions
that might be imposed to manage or eliminate a conflict of interest include, but are nottbmited

(1) Public disclosure to the agency of significant financial interests,

(2) Monitoring of project activities by independent reviewers,

(3) Modification of the activity plan,

(4) Disqualification from participation in all or a portion of the funded activities,
(5) Divestture of significant financial interests; or

(6) Severance of relationships that create actual or potential conflicts.

D) The Grants Department, prior to any expenditure of awarded federal grant funds, will report the
existence of the conflict of interest tatfunding body and how the conflict of interest has been
managed, reduced or eliminated

1.7 ENFORCEMENT AND SANCTIONS

Any college employee who knows of, or could reasonably have been expected to know of, and deliberately
fails to respond appropriately gopotential conflict of interest under this policy shall be subject to

disciplinary action ranging from reprimand to discharge. The nature and severity of the disciplinary action
shall be consistent with established college disciplinary procedures setleiKirkwood Community

College Employee Handbook and Procedures Manual and/or the Faculty Master Agreement and consistent
with the collegebs requirements under the Code of

1.8 UPDATING THE CONFLICT OF INTEREST REPORT FORM

The Conflict of InteretsFinancial Disclosure Report form must be updated annually, signed and submitted to
the Grants Department annually or when additional potential conflicts arise during the year.
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CONFLICT OF INTEREST DISCLOSURE REPORT FORM
Kirkwood Community College

All key personnel working on an awarded granet required talisclose all personal, including spousal and
dependent childrenés, signifi ca medrtobeiafieateddbdytlelfundecht er e
project activities or proposed for funding and/or in entities whose financial interests would reasonably appear

to be affected by such activities. Other grantor agencies are in the process of implementing similar

requiremen s . Kirkwood Community Collegebs Conflict of
applies to all individuals employed by the college who are involved in federally funded grant projects that

require disclosure of financial conflicts of intereBlilease review the attached Conflict of Interest Financial
Disclosure Policy and Procedures prior to completing this report form.

Key Personnel Information

Name: Title:

Dept: Daytime Telephone:
Faculty: [] Staff: [] Administration: []

Funding Agency: Grant Award No:

Project Title:

Award Start Date: Award End Date:

What is your role in this project?
Reason for Disclosure:
For a new grant submissiorn] For annual update[ ]
To reflect change in financial interest on a project currently in progres$ |

Funding Agency: Grant Award No:
Project Title:
Award Start Date: Award End Date:

What is your role in this project?
Reason for Disclosure:
For a new grant submission_] For annual update[ ]
To reflect change in financial intere$ on a project currently in progress[]

Funding Agency: Grant Award No:
Project Title:
Award Start Date: Award End Date:

What is your role in this project?
Reason for Disclosure:
For a new grant submissiorn| For annual update[ ]
To reflect change in financial interest on a project currently in progres$ |

Funding Agency: Grant Award No:
Project Title:
Award Start Date: Award End Date:

What is your role in this project?
Reason for Disclosure:
For a new grant submission[_] For annual update[ ]
To reflect change in financial interest on a project currently in progress ]
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I have read the Kirkwood Community Lwldd e@el incCyondhd cPr od
(check one):

[ ] A. Do not have Significant Financial Intereststo report for myself, my spouse, or my dependent children, which
would reasonably appear to be affected by this projmtie: By choosing this ption, simply sign the form below
and return to the Kirkwood Community College Grants Department.

[] B. Do have Significant Financial Intereststo report for myself, my spouse, or my dependent children, which
would reasonably appear to biéeated by this projectNote: By choosing this option, continue onto the next page
and check all that apply; attach requested documentation; sign the form below; and, return to the Kirkwood
Community College Grants Department.

Kirkwood Community College
Grants Department
307 Mansfield Center
6301 Kirkwood Blvd SW6 PO Box 2068
Cedar Rapids 1A 524068068

| hereby certify that to the best of my ability, using reasonable diligence, the information provided in this
AConflict of I nt eruesset ReplBirtnancfioalm Dissctlrose and correct
reasonable conditions or restrictions imposed by the College to manage, reduce, or eliminate actual or potential

conflicts of interest.

Signatureof Date
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Note:Only complete this section if you selected choice @B

Name: Title:
Dept: Daytime Telephone:
Faculty: [] Staff: [_] Administration: []

1. When taken alone or together, are you, your spouse, any dependent children, now receiving or anticipating the
receipt of income exceeding $10,000 in salary or othempays for services such as consulting fees,
honoraria, stipends, or royalty payments over the next 12 months (excluding salary and other payments for
services form the College) that is or could reasonably be perceived as a Conflict of Interest?

] Yes ] No

If Yes please describe the nature and extent of the outside employment and include at a minimum, the
following information:

a. A description of the services to be performed.

b. Name of the organization forhich services will be performed.

c. Date of service.

d. Amount of payment/salary expected.

2. When taken alone or together, are you, your spouse, any dependent children, now receiving or anticipating the
receipt of equity interests exceeding $10,000 in value or representing more than a five percent (5%) ownership
interest in any single entity in the next 12 months that is or could reasonably be perceived as a Conflict of
Interest?Note: The value of an edty interest is determined by reference to publicly listed prices or other
reasonable measurements of fair market value.

] Yes U] No
If Yes please describe the nature and extent of the equity interests and include eh@amrtime following
information:

a. A description of the type of equity interest.
b. Name of the entity in which equity interest is held.
c. Amount of the equity interest or percentage of ownership interest.

3. Do you hold any intellectual property rights (e.g., patents, copyrights, royalties) that are or could reasonably be
perceived to be a Conflict of Interest?

] Yes ] No

If Yes please describe and include at a minimbenfollowing information:
a. A description of the property rights.
b. An amount or estimate of annual payment received for property rights.
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Name:

Do you participate (as an officer, director, partner, trustee, employee, advisory board member, or agent) in an
entity funding or easonably anticipated to provide funding of goods and/or services to the project?

] Yes ] No

If Yes please describe and include at a minimum the following information:
a. A description of the type of participation.
b. The name of the entity.

Do you have other #ASignificant Financi al Il nterestso
Interest?
] Yes U] No

If Yes please describe and indiat a minimum the following information:
a. A description of the financial interest.

b. Names of organizations or entities involved.

c. The amount of payment received or value of the interest.
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2.0 TIME AND EFFORT TRACKING, MONITORING AND REPORTING

2.1 BACKGROUND

Federal accountability standards challenge educational institutions to track, monitor, and report the time and effort of
personnel funded under Sponsored Programs. In the past, Kirkwoocthdsua n -thelRd ¢ ed t i mesheet sy
track and report personnel working under Sponsored Programs. Legal opinion and other expert guidance has convinced
Kirkwood to mthesFea cttod aRe pioAfttienrg System refertred( PARRpsbacé
the timesheet system had no standardized method of documenting activities accomplished by employees who were
reporting time spent on Sponsored Programs.

2.2 FEDERAL REQUIREMENTS

A) Office of Management and Budget (OMB) Circular A21 Diredives

The fthefFtaent 06 Per sonnel Activity Report (PAR) System ensu
fringe benefits is supported by activity reports. OMB Circula2Adirects that this system:

e Beincorporated into the official record§the institution,
e Reasonably reflect the activity for which the employee is compensated by the institution,
e Encompass both sponsored and all other activities on an integrated basis.

B) Feder al Requirem&Ematcs 0f Aict fi Xf ttgns Repor ti ng Sys

NOTE: The following Subsection outlines thnimumfederal requirements or an educati onal i N
Activity Reporting System. In some instanées,r Kk woodés Act i vpolicyandRpopeaures,i ng Syst
as provided in Sections 3i1.0, exceedthe followingminimum federal requirements.

In general, the Circular provides that the distribution of salaries and wages be supported by activity reports as prescribed
below for institutheFaos outActi xi hgy &®RepbdbAtieg System.

(1) Activity reports will reflect the distribution of activity expended by employees covered by the
institutiondés payroll system.

2 Activity report-thefwaicltlo rreefp oerctti nagn oifa fttheer per cent a
activity. Charges may be indtly based on estimates made before the services are performed,
provided that such charges are promptly adjusted if activity records indicate significant differences.

(3) Activity reports will reasonably reflect the activities for which employees are contpdrisathe
institution. To confirm that the distribution of activity represents a reasonable estimate of the work
performed by the employee during the period, the employee, Principal Investigator, or responsible
official(s,) using suitable means of verdiion, will sign the activity report that the work was
performed.

(4) Activity reports for faculty and professional staff will be prepared at a minimum for each academic
term, but no less frequently than every six months. For other employees, reportspréibased no
less frequently than monthly and will coincide with one or more pay periods.

(5) The Activity Reporting System will provide for independent internal evaluations to ensure the
systembébs effectiveness and compliance with requi

2.3 PURPOSE

A) Purpose of the Policy

The pur pose Tonéand EfforkTwackmg Klanitoring and Reporting Polisyo comply with the
requirements oOMB Circular A2171 Cost Principles for Educational InstitutionSection J, Subsectiori 8
Compensation foPersonal Servicegnd to ensure that:

(1) The distribution of salaries, wages, and fringe benefits is supported by personnel activity reports and signed
certifications,

Page 9 of 56



(2) Personnel activity reports and certifications reasonably reflect the activity for whiembloyee is
compensated by Kirkwood,

(3) The system encompasses both Sponsored Programs and all other job responsibilities on an integrated basis, and

(4 Sponsored Program personnel are employed and compen:
Resources gmies, and with federal, state, and Sponsored Program Agreement employment guidelines and
compensation regulations, as applicable.

B) Procedures Provided

To ensure that the purposes of this policy can be accomplished, procedures have been devedopedtiindd in the
foll owing sections of this pol i cy TimeandEfforoTvaeking,t he i ntegr
Monitoring and Reporting PolicyThese components include, but are not limited to:

(1) Scope of policies and procedures,
(2) Job desgption development and revision,
(3) Distribution, collection, and monitoring of Personnel Activity Reports,
(4) Hiring, employing, and compensating Sponsored Program personnel,
(5) Internal evaluation(s) of the system, and,
(6) Compliance with policies and procedures

2.4 SCOPE

Kirkwoodds Personnel Activity Reporting (PAR) System, h
Community College Employee Policies and Procedures Handbook, replaces the timesheet system for tracking and
reporting all Kirkwood personh&orking under Sponsored Programs.

A) Implementation

Pilot testing of the PAR System for select Sponsored Programs was initiated January 1, 2003. Full implementation of
the PAR System policy and procedures is effective July 1, 2003.

B) Personnel Covered

All Kirkwood administrators, faculty, and exempt instructors, professional, and technical staff is required to comply
with all sections of this policy. Neexempt college staff who must submit timesheets to payroll will certify time and
effort on theirtimesheets rather than complete a PAR form; however, all other policies and procedures will apply.

2.5 JOB DESCRIPTIONS
A) Intent to Maintain Existing Job Description Format and Required Information

It is the intent of this policy and accompanying procedsir t o suppl ement Kirkwoodds curr ¢
and information structure, which serves important Equal Employment Opportunity (EEO), Affirmative Action (AA),

and insurance purposes, and not eliminate any needed information that serves ptsaspuk standard job

description format reflecting the required supplemental information needed for positions supporting a Sponsored

Program can be found in Exhibit 1. Persons involved in creating or revising job descriptions will follow this format and

the following guidelines:

(1) The supplemental information format for job descriptions of personnel working on Sponsored Programs is
highlighted in the samples provided in Exhibit 1. This format should be followed.

(2) Before altering the format or contenttoh e r emai ni ng sections of the job di
Human Resource Department for guidance.

B) Development, Revision, and Annual Review of Job Descriptions

Job descriptions for positions funded in whole or in part under a Sponsored A&gteenfor positions that are being
contributed in whole or in part, must be created and/or updated to reflect the job responsibilities outlined in the
Sponsored Program. In addition, changes in sponsored funding, and/or changes in individual psitiaibrities

for personnel working under a Sponsored Program will also require that job descriptions for these positions be revised
to reflect such changes. Development, revision and annual reviews of jobs descriptions will occur as follows:
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(1) Creating the Job Descriptions

Job descriptions will be created or updated at the time that the Sponsored Program funding has been awarded
and a Sponsored Agreement has been signed. The Grants Department will tipetheddudget review

meeting for the Sponsoréttogram. Job descriptions and corresponding Personnel Action Formsi(BRa&s

Exhibit 2) will be prepared and provided electronically to the Grants Department in advance of the budget
review meeting. A budget review meeting will also be held annuallhése Sponsored Programs that

require continuation requests to Sponsor Agencies for 1yedii awards.

Persons Responsible

e The Project Director will notify the Department Executive when job descriptions need to be created or
updated and provide theaessary information to the Department Executive.

e The Project Director will prepare the corresponding PAFs and provide them to the Department
Executive.

e The Department Executive is responsible for preparing job descriptions and ensuring that Sponsored
Program personnel are aware of and understand their job responsibilities.

e The Department Executive is also responsible for final review, approval and transmittal of Personnel
Action Forms (PAFs) prepared by the Project Director. Typically, PAFthé&mewposition are
transmitted to the Department Executiveds approp
approval and signature. The PAF is then forwarded to the HunsouRes Department and placed
on the Board of Trustees agenda for final approvatedhe position is Boafapproved, the Human
Resources Department forwards the PAF to Payroll
payroll system. Typically, PAFs for existing positions, in which job responsibilities are changing, are
transmited directly to the Human Resource Department to update their records. The HR Department
then forwards the PAFs to Payroll to update the new or revised position budget code into the payroll
system.

(2) Changes in Job Responsibilities

Job descriptions Wibe revised during the course of the Sponsored Program when changes in position
responsibilities occur and such changes are approved by the Sponsor Agency. Changes in job responsibilities
canoccur when a Sponsored Program is closedamatprogram pesonnel are working on multiple Sponsored
Programs. Corresponding PAFs will be prepared and submitted to the Human Resource Department and
revised job descriptions will be provided electronically to the Grants Department.

Persons Responsible

e The Projet Director will work through the Grants Department to secure Sponsor Agency approval for
changes in personnel job responsibilities and/or percentage time distribution.

e The Project Director will notify the Department Executive when job descriptions néedujgdated
and will provide the necessary information to the Department Executive.

e The Project Director will provide an electronic copy of the revised job description to the Grants
Department.

e The Project Director will prepare the corresponding PAFspaiadide to the Department Executive.

e The Department Executive is responsible for updating job descriptions and ensuring that Sponsored
Program personnel are aware of and understand their revised job responsibilities.

e The Department Executive is also resgible for final review, approval and transmittal of Personnel
Action Forms (PAFs) prepared by the Project Director. Typically, PAFs for existing positions, in
which job responsibilities are changing, are transmitted directly to the HR Department @ thpdat
records. The HR Department forwards PAFs to Payroll for entering the new or revised position
budget codes into the payroll system.
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C) Annual Review of Job Descriptions

Job descriptions will be reviewed leastannually or as an eianm dfiorvis rdalloaalted to netvi m
grant projects before the end of each Fiscal Yeahe Project Director will notify the Department Executive

in June of each year whether any job descriptions need to be created or updated and provide the necessary
information to the Department Executive. Persons responsible will follow the same procedures as provided in
Subsection (2) abov€hanges in Job Responsibilities

D) Defining Position Responsibilities

All job descriptions for personnel working on a SpondorePr ogr am must account for 100%
delineate between job responsibilities as follows:

(1) The percent of time for those position responsibilities thafuerged by the Sponsored Program,
someti mes referred to as fAsoft dollars, o

(2) The perent of time for those position responsibilities that@metributed by Kirkwood in support of the
Sponsored Program, sometimes referred to as fAmatch, ¢

(3) The percent of time for those position responsibilitiesthasarep por t ed by Kiadftdntinee® dds b u«
referred to as fhard doll ars. o

E) Additional Definition of Position Responsibilities under Certain Circumstances

(1) Some Sponsor Agencies will require that the job responsibilities of personnel working on Sponsored Programs
be further delineated bydlpercent of time of those responsibilities that are administrative versus program
related (e.g. Department of Labor) or by teaching versus research (e.g. Department of Health).

(2) The Kirkwood Community College Board of Trustees adopted a policy on ownefstopyright and media
that provides guidance on the development of job descriptions for Sponsored Program employees who work on
the development of copyrightable material and/or media. Pertinent sections of the policy are as follows:

Title of Board Poliy: Development of Copyrightable Materials and Media
(Series 675) by Kirkwood Community College Personnel

(@) Outside Grants or Funding. If materials or media in question are created by virtue or as part of a special
grant made by an outside agency for theppse of creating said materials or by virtue of a special award
made by an outside source contracting with Kirkwood, and when those terms of the grant are covered by
section B(Special Support Provided By Kirkwoodn appointment of rights or a retentiof the rights
shall be consistent with the terms of the grant as received by Kirkwood.

(b) Special Exclusion. When the job description under which a person is employed requires as part of that
position the development of or involvement in the developmecomyrightable materials, that person so
employed will hold no rights to ownership of materials so produced.

2.6 PERSONNEL ACTIVITY REPORTING

A) Personnel Covered

All Kirkwood administrators, faculty, and exempt instructors, professional, and techaifglessonnel whose salaries
are supported by Sponsored Programs are required to submit Personnel Activity ReporexeratrKirkwood staff
who must submit timesheets will certify their time and effort on a Sponsored Program timesheet and not on a PAR
certification form.

B) Personnel Activity Reports

Personnel Activity Reports (PARS) will be prepared by the employee on a monthly basis. The employee will certify that
their actual time and effort for the month was spent in accordance with their job descriptie employee will sign

the PAR form and their direct supervisor will acknowledge receipt and reasonableness of the estimate of time reflected
in the certification. The PAR form is provided in Exhibit 3.

C) Sponsored Program Timesheet Certifications foNon-Exempt Employees

A Sponsored Program (SP) Timesheet (Exhibit 4) will be prepared bgnoe mpt e mpl oyees accordin
bi-weekly pay period schedule. The employee will certify that their actual time and effort for the pay period was spent
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in accordance with their job description. The employee will sign the SP Timesheet and their supervisor will
acknowledge receipt and reasonableness of the estimate of time reflected in the SP Timesheet certification.

D) PAR Department Coordinator

Each depanhent will appoint an individual to perform the duties of the Department PAR Coordinator. The PAR
Department Coordinator will act as the central coordination point between their department and the Grants Department,
Payroll, and Business Services officdhe Coordinator will:

(1) Distribute the PAR and SP Timesheets to the appropriate employees.

(2) Review the activity reports and ensure that the correct employee and supervisor signatures are provided and
that all forms are dated.

(3) Provide the Project Directavith a copy of all completed and signed PAR and SP Timesheets and forward the
original signed forms to Payroll within 15 days after the end of the reporting period.

(4) Provide a Sponsored Program Quarterly Report (Exhibit 5), compiled from individual empéR and SP
Timesheets, to the Grants Departmentater that the 15of the month following the quarterly reporting
period

B5) Noti fy the appropriate individual (s) in the depart me

SP Timesheet andqcess revised activity reports in a timely manner.

(6) Maintain adequate documentation needed for an internal evaluation or external audit, which substantiates

changes to a departmentds employee salary distributi

E) Allowable Personnel Charges to a SponsoteProgram

Personnel charges to a Sponsored Program must be made
conform with OMB Circular A21 (J).8, which covers allowable salary, wages and fringe benefits costs of personnel
working on a Sponsed Program.

This sectionofthe® 1 Ci rcul ar provides that fAemployees working
amounts of time for activities contributing and intimately related to work under the agreement for a sponsored project,
such as dlivering special lectures about specific aspects of the ongoing activity; writing reports and articles;
participating in appropriate seminars; consulting with colleagues and studentttamnding meetings and
conferences. 0

In general, the most relenesalary, wage, and fringe benefit sections of the Circular have been incorporated into this
policy. However, this section of the Circular also covers other information such as faculty sabbatical leave, treatment of
tuition remission provided to studenisstitutiori furnished automobiles, and Facilities and Administrative (F&A)

personnel costs. The Circular should be referred to for direction when such information is needed.

(1) Salary Rates for Kirkwood Faculty during the Academic Year. The following cos$ principles apply to all
members of Kirkwood faculty supported by a Sponsored Program:

(@) Charges for work performed on Sponsored Programs by faculty members during the academic year will
be based on the individual faculty member's regular compensation.

(b) Inno event will charges to Sponsored Programs, irrespective of the basis of computation, exceed the
proportionate share of the faculty member 6s base

(c) Faculty who function as consultants to a Sponsored Program, conducted by another faculty member
within the same department, will receive no compensation in addition to theiinfalbase salary. Extra
compensation above the base salary is allowable when faculty provides consultation across departmental
lines or the consultation involves a separatesorate operation, and the work performed by the faculty
consultant is in addition to their regular departmental load. Further, charges for faculty consulting
arrangements must also be specifically provided for in the Sponsored Agreement or approvetgin writi
by the Sponsor Agency.

(2) Salary Rates for Faculty Outside the Academic YearThe following cost principles apply to all members
of Kirkwood faculty funded under a Sponsored Program:
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(a) Except as otherwise specified for teaching activity in subsectide{b)v, charges for work performed
by faculty members on Sponsored Programs during the summer months, or other periods not included in
the base salary period, will be determined for each faculty member at a rate not in excess of the base
salary divided byte period to which the base salary relates. Charges are also limited by the following
subsections (b) and (c).

(b) The base salary period used in computing charges for work performed during the summer months will be
the number of months covered by the facuofigmber's official academic year appointment.

(c) Charges for teaching activities performed by faculty members on Sponsored Programs during the summer
months or other periods not included in the base salary period will be based on the normal policy of the
institution governing compensation to faculty members for teaching assignments during such periods.

(3) Rates for Part-time Faculty. Charges for work performed on Sponsored Programs by faculty members having
only parttime appointments will be determined at geraot in excess of that regularly paid for garte
assignments. For example, if an institution pays $5,000 to a faculty member fomieai€aching during the
academic year and the faculty member devoteshaifeof his/her remaining time to a SponstiProgram, the
additional compensation, chargeable by the institution to the Program, would-halbok$5,000, or $2,500.

(4) Non-Institutional Professional Consulting or Other Outside Payfor-Work Activities . Kirkwood does not
limit non-institutional pofessional consulting or other fpay activities except to the extent the activity may
create a conflict of interest. The Project Director must be made aware of tivestimional outside pajor-
work activity and discuss the issue with the relevamarSor Agency program official to receive approval. The
Sponsor Agency program official may require that the effort of professional staff working on the Sponsored
Program(s) be allocated between (1) institutional activities, and (2)nstitutional profasional activities. If
the Sponsor Agency considers the extent ofingtitutional professional effort excessive, appropriate
arrangements governing compensation will be negotiated on dg&sse basis.

(5) Fringe Benefits
(a) Fringe benefits follow the sanest principles as salaries and wages as outlined in Section 6(E) above.
(b) Fringe benefits in the form of regular compensation paid to employees during periods of authorized
absences from the job, such as annual leave, sick leave, military leave, etacetellawable, provided

such costs are distributed to all institutional activities in proportion to the relative amount of time or
effort actually devoted by the individual employee.

(c) Fringe benefits in the form of employer contributions or expensestml security, employee
i nsurance, Workersd Compensation insurance, tuiti
are all owable, provided such benefits are granted
Policies, and are distributed tth eollege activities on an equitable basis.

(d) Tuition benefits for family members other than the employee are unallowable.
2.7 INTERNAL EVALUATION OF ACTIVITY REPORTING SYSTEM

The Grants Department will c¢onductmeandefforprdporingandt er nal ev
monitoring system to ensure that the system is in compliance with the applicable policies and procedures. Internal
evaluation documents generated by the Grants Department will be maintained for five years from the etidedate of
Sponsored Program. The objectives of the internal evaluations are to ensure that:

(1) PAR and SP Timesheets are adequate, specific, and reasonable.

(2) Employees are aware of their responsibilities to review changes in their job descriptions and complete PAR
and SP Timesheets in a timely manner.

(3) Employees report significant changes in distribution of their time and effort to their respective supervisors
promptly.

4 Prompt decisions on significant changesdgmadeaach e mpl o)
documented by the appropriate college official.

(5) Appropriate changes to PAR and SP Timesheets are made and processed in a timely manner, and reflected in

the departmentds Sponsored Program quarterly report:
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2.8 COMPLIANCE WITH POLICY AND PROCE DURES

Kirkwoodds time and effort, reporting and monitoring sy
work on federally funded Sponsored Programs. When salary is paid from federal funds, the lack of effort certification

can create an dit exception, which may require that the department repay funds to the federal government. The

Grants Department will work with the departmental PAR Coordinator to see that all activity report forms are returned in

a timely manner. When this is not sassful, lists of delinquent reports will be distributed to appropriate college

officials.

2.9 RECORDS RETENTION

A) The Project Director is responsible for maintaining the Sponsored Program master files and job descriptions in their
offices for a period of fig years from the end date of the Sponsored Program.

B) The department PAR Coordinator will maintain records for three months from the date of the last Sponsored
Program quarterly report.

C) Payroll is responsible for maintaining scanned copies of all PAR affdns#heets for a period of five years from
the end date of the Sponsored Program.

DEFINITIONS

Non-Exempt Staff as defined in Chapter 3 of the 2002 Kirkwood Community College Employee Handbook and
Procedures Manual means a mupiy Cdlegeandwonsiéered ipremyt frokhi r k wood C
minimum wage and overtime pay requirements of the Fair Labor Standards Act. This includes secretarial/clerical, most
custodial/ maintenance and most technical positions. 0

OMB Circular A -21referstothe Feddra Of f i ce of Manage memRl ThisiCdcudBudget 6s, Ci
establishes principles for determining costs applicable to grants, contracts, and other agreements with educational
institutions.

Personnel Action Formrefers to the Kirkwood form that atlsrHuman Resources of a change in status of personnel,
their time, and funding code category. See Exhibit 2.

Project Director means the individual identified in the Sponsored Agreement as the Project Director or Principal
Investigator.

Sponsor Agencymeans any entity of the federal government awarding a Sponsored Agreement to Kirkwood or an
entity of state government awarding federal gassugh funds to Kirkwood.

Sponsored Agreementneans any grant, contract, cooperative agreement or other agreetweetbiéirkwood
Community College and the federal government or the state government when the state awards Kirkwood federal pass
through funds.

Sponsored Programmeans any instruction, education, training, research, or other type of activity as agretateemb
Kirkwood and the Sponsor Agency.
2.11 EXHIBITS

(1) Job Description Format

(2) Personnel Action Form (PAF)

(3) Personnel Activity Report (PAR) Forfar Faculty and Professional Staff

(4) Sponsored Program Timesheet (SP Timesheet) forBempt Personnel

(5) Departmat Sponsored Program Quarterly Report
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Exhibit (1)

SAMPLE JOB DESCRIPTION

Instructor, Agricultural Technologies

EMPLOYEE: Jane Doe

POSITION: Instructor, Agricultural Technologies
CLASSIFICATION:  Faculty (201)

DEPARTMENT: Agricultural Science

REPORTS TO: Dean

GENERAL POSITION SUMMARY: The Agricultural Technologies Instructor is responsible for:

1) Effectively teaching course assignments in agricultural technologies, 2) Development of new
curriculum and courses in accordance with department, division, and college policies and
procedures, 3) Ensuring personal completion of requirements to obtain and maintain a
current teaching license from the lowa Department of Education, and (4) With approval from
the Dean preparation and delivery of sponsored program funded activities and projects.

Revision
Date

8/17/04

Under General Position
Summary, make sure to
include a provision for
preparing and working
on grants.

ESSENTIAL DUTIES AND RESPONSIBILITIES

Time and Effort That Is Paid For Through an External Funding Source in Support of a Sponsored Program:

The Agricul tural Technol ogies I nstructoro6s position is )1
to carry out the duties and responsibilities as described below.
Project AfReducing Energy Costs in Livestock Confin % Time
Title: Panel so: 35%

- - - Note that the
Funding Small Alternative Energy Grant Program, Department of Energy, Alternative Energy Sources position description
Source: Division should always include
Award AEG- Project Beginning July 1, 2003 Department XX-XXX- those items, which are

- Duration: - t Center #: XXXXX i i
Number 6565-04 uratio Ending June 30, 2004 Cost Cente tjon?heerlllgf?d in the example
Project Position Title: Principal Time Supported: Thirty-five percent (35%) of the Agricultural '
Investigator Technologies I nstructor 6s ti| Typically, allofthe
information needed for the

Project position responsibilities include to:

1)  Provide the necessary overall Project leadership,
2) Direct the work of Project Partners,
3) Disseminate results,

4)  Coordinate the development and submission of Program and Financial Reports as Principle Investigator
to this Project,

5) To collect data on solar panel input and output measures, and

6) To develop, in conjunction with Project Partners, new educational alternative energy curriculum
components for inclusion in general overview agricultural management courses.

underlined items, can be
found in the face or cover
page of the Letter of
Award from the funding
agency.

Note that the Project
position responsibilities

al ways | ist tFt
primary responsibilities.
These responsibilities are
most often times

delineated in the originally
submitted grant proposal.

Time and Effort That Is Paid for With College Dollars: The Agr i cul tur al Technol ogies I nstructol
Agricul tural ScigencedorCohli epe sbomeé or al l of the positionés tim
be described, tracked and accounted for separately.
Contributed Time, Paid for With College Dollars, in Support of an Externally Funded Project
Project Title: AMi x Waste Composting Demonstration Projecto % Time
Funding Source: Solid Waste Alternatives Program (SWAP), lowa Department of Natural Resources, Award Number 50
229596-0 4 , Project Title, AMi x Waste Composting Demgdg 0
Project Beginning | Oct. 1, 2003 Department XXXXX-XXXX
Award Number IA-22978-04 Duration: Ending Sept. 30, 2005 | Cost Center #:
Project Position . ) Time Five percent (5%) of the Agrtimeis!| {
Title: Project Director Supported: | committed to this Project
(6)
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Exhibit (1)

SAMPLE JOB DESCRIPTION

Project position responsibilities include to:

1) Provide the necessary overall Project leadership and to disseminate results through preparation of
SWAP Newsletter and presentation at SWAP Annual Conference,

2) Coordinate the development and submission of Program and Financial Reports as Project Director, and

3) Direct and advise in identification and development of educational criteria for development of new
educational alternative energy curriculum component for inclusion in Agricultural Management courses

Special Project Note(s): under this project, the College retains all copyright and intellectual property rights.

A Sijiecial Project Noted
has been added to clearly
delineate that the College,
in this instance, will retain
any copy or IP rights
opportunities. The
College allows instructors
to retain copyrights if so
denoted in their job
descriptions.

Dedicated Time, Paid For With College Dollars, in support of Teaching and Department Activities

College Position Title: Agricultural Technologies Instructor | Department Cost Center #: | 11-00-02-30490 % Time
Time Supported: Si xty percent (60%) of the Agricultural Tech 60%
College duties and responsibilities include: The Agri cul tur al T stioné is apinoitged te teaching and r u «

support of College activities as delineated in the (a) General Position Description, (b) Range of Position Activities, (c)

Performance Expectations, and (d) Special Demands of this Position Description of this Position Description.

RANGE OF POSITION ACTIVITIES

Constant (67-100%)

A  Effectively organize and teach course work in accordance with established syllabi. Assignments may include various
delivery formats, methods, work schedules, and locations.

A Evaluate and report student performance and progress.

A Maintain current course syllabi and provide student guide for all courses taught.

A Maintain established office hours.

A Assistin the process of requesting and maintaining instructional equipment and supplies for classroom/laboratory use.

A Attend departmental and divisional meetings.

A Serve as advisor to a student club.

Frequent (34-66%)

A Make recommendations concerning curriculum revision and development.

A Assistin the development of new courses and revisions of existing courses within the department.

A Serve as an academic advisor to students and make student referral when deemed necessary to other college personnel
such as Dean, Counselor, Financial Aid, etc., or more specialized information and assistance.

A Attend and possibly facilitate annual Advisory Committee meetings.

Occasional (10-33%)

A Assist in the promotion and support of the department.

A May serve on department and college-wide committees.

>

Assist in the maintenance and enhancement of communications within the College and community.

PERFORMANCE EXPECTATIONS

A Be able and willing to represent the College in the most positive manner with prospective, former and current students,

clients, suppliers and the community we serve.

>

abilities, and adjust teaching techniques accordingly.

Read, understand, and express oneself clearly and effectively in oral and written form.
Possess strong human relations skills. Get along with diverse personalities.

DD D> D> > >

Possess a working knowledge of personal computers and
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Possess the ability to organized and present various concepts to a wide range of students with varying backgrounds and

Behave in a classroom setting in a way or manner that is acceptable and consistent with department and decisions.
Assume responsibility; deal effectively with problems, and exercise independent judgment when making decisions.
Establish and maintain good working relationships with students, colleagues, staff administrators, and general public.

Be creative, energetic, and self-motivated individual with demonstrated leadership and organizational skills.



Exhibit (1)
SAMPLE JOB DESCRIPTION

SPECIAL DEMANDS

A Position involves constant (67-100 %) reaching, standing, sitting, walking, talking, hearing, and visual acuity. Frequent (34-66%)
stooping, kneeling, pushing, pulling, lifting, grasping, repetitive motion, and balancing. Occasional (10-33%) crouching, crawling, and
climbing. Occasional (10-33%) travel may also be required.

A Persons working in this position will be subject to extreme cold and/or heat for periods of more than one hour, noise, hazards such as
moving mechanical parts, electrical current and livestock, hazardous chemicals and atmospheric conditions that may affect the
respiratory system or the skin (i.e., fumes, odors, dusts, mists, gases, or poor ventilation).

A Persons in this position must satisfactorily complete Kirkwood's Worker Right-to-Know (Hazardous Communication) training.

A The statements contained herein reflect general details as necessary to describe the essential job duties/responsibilities and
performance expectations of the job, which should not be considered an
all-inclusive listing of work requirements. Individual may perform other duties as assigned.

MINIMUM QUALIFICATIONS: Master's degree in Agriculture required, with a minimum of two years experience in teaching technologies
or working in a technology field. Community College teaching experience preferred. Attainment of lowa teaching license will be required.
Essential Skills and Abilities:
A Read, understand, and express oneself clearly and effectively in oral and written form.
Possess strong human relations skills. Get along with diverse personalities.

Be creative, energetic, and self-motivated individual with demonstrated leadership and organizational skills.
Possess a working knowledge of personal computers and educational media equipment.

> >

SALARY: Commensurate with education and experience for a 201 -day contract.

INSURANCE: The College purchases term life, disability, health and dentallvision insurance provides flexible benefits account, and
contributes to a retirement program for each full-time staff member.
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EXHIBIT (2)
PERSONNEL ACTION FORM

KIRKWOOD COMMUNITY COLLEGE
PERSONNEL ACTION FORM

Please complete all appropriate sections entirely and obtain department signatures. Forward to Human Resources, where
other signatures will be obtained. Human Resources will notify you of approval.

QUEST TO FILL FULL-TIME POSITION Attach an up-to-date job description and Search Information Form. Complete sections 2 & 5.
QUEST TO FILL PART-TIME POSITION: Attach job description and Search Information Form. Complete sections 2 & 5.
EW PART-TIME HIRE: Submit completed search information. Complete sections 1,2,3 & 5.
OTICE OF TERMINATION/RESIGNATION OF PART-TIME EMPLOYEE (Human Resources will complete for full-time
employees). Complete sections 1 & 4.
ONTINUATION OF PART-TIME EMPLOYEE: Complete sections 1, 2,3 & 5.

SE 1

Employee Name: Social Security No.:
SECTION 2

Position Title: Department:

[ |New Position* or Replacement for:
If new full-time position, does this new position replace an existing part-time position? [ [Yes [|No If yes, what is the budget code
for the current part-time position? What was the budget allocation for this part-time position? $
*If new full-time position, you must attach sheet explaining why we are adding this new position,

Please complete appropriate information in either the Board Approved box or the Part-Time box:

Board Approved Part-Time (check all that apply)
[ ] Administrative [] Professional Support Hours per week requested:
[ Faculty 174-day [ ] Faculty 201-day [ |Student or[ |Non-Student
[ |Secretarial/Clerical [ ] Technical [ Seasonal
|:| Custodial/Maintenance |:| Temporary: End date |:| Temporary: End date
SE N3
[ |New Employee [ |Continuing Employee Is this person working elsewhere on campus? If yes, where?
Hourly Pay Rate: No. Hours Per Week: Effective Dates: to
SECTION 4

Note: If termination is “involuntary,” contact the Executive Director, Human Resources to discuss prior to taking action.
Last Day Worked: Reason for leaving:
Letter of Termination/Resignation Attached:

SECTION 5 (Must be completed prior to opening position)

[ ]K.C.C. Funded [ |Grant Funded - If Grant Funded, Name of Grant: Grant ends:
Budget Codes(s): $ $
$ $
DEPAR NA S
INITIATOR: DATE: EXEC. DIR./VP: DATE:
THIS SECTION TO BE COIUIPL':ETED BY HUMAN RESOURCES
Paygrade: Hourly or Contracted Advertised Salary: Actual Salary:
Leave Code: Effective Date: Board Approval Date:
Reassignment Reclassification Transfer Other Step: Level:
Remarks:
HUMAN RESOURCES: DATE: BUSN. SVS.: DATE:
EEO OFFICER: DATE: PRESIDENT: DATE:

7/5/00

This form can be found on the Internet at:
http://www.kirkwood.edu/humanres/employees/forms/imex.html

Page 19 of 56


http://www.kirkwood.edu/humanres/employees/forms/index.html

EXHIBIT (3)
PERSONNEL ACTIVITY REPORT

Kirkwood Community College

Personnel Activity Report and Certification
Faculty and Professional Staff

Name/Position:

Social Security Number:

Department:

Reporting Period: Time Period Starting: Time Period Ending:

| certify that | have worked according to my job description, which outlines the duties and
responsibilitief my position.

Employee Date / /

| certify that | have firshand knowledge of the actual time and effort expended by this
employee for the period shown above. The certification made l@ntplsyee is a reasonable
estimation of their time and effort for this reporting period.

Approved by Date / /
(Supervisor)

The space below is provided if needed. No comments are required.

Employeeand/or Supervisor Reporting Comments:

This Form Last Updated July 27, 2003
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EXHIBIT (4)
SPONSORED PROGRAM (SP) TIMESHEET

SPONSORED PROGRAM TIMESHEET

Timesheet for payroll period ending: , 2003 Social Security #:
Name: Cost Center Codes:
278320-03-XXX||(Name of Department)
Department: 278320-02-XXXX | (Name of Sponsored Agreement #)
278320-02-XXX||(Name of Sponsored Agreement #)
Week Day Date : Hours Date : Hours Date : Hours Reason for Overtime | Approved By
Sunday
Monday
Tuesday
Wednesday
Thursday
Friday
Saturday
Weekl
y Totals
Totals
Regular
Regular
Hours g
Overtime .
Overtime
Hours
Pay Rate $ Per Hour

| certify that this is a true and correct record of the actual time worked by me during the pay period and | further certify that
| have worked in accordance with the job description for my position.

Employee: Date:

| certify that | have first hand knowledge of the actual time and effort expended by this employee during the period shown
above and the certification made by this employee is a reasonable estimation of their time and effort.

Supervisor: Date:

Note for Part-time Employees: Mark your time sheet for actual hours worked through the appropriate cut off date
shown on the calendar of payroll cutoff dates.

* Sponsored Agreement means any grant, contract, cooperative agreement or other agreement between Kirkwood Community College and the Federal
Government or with the State Government when the State awards the College federal pass through funds.

Form Last Update: July 30, 2003
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EXHIBIT (5)
PAR DEPARTMENT QUARTERLY REPORT FORM

PAR Department Quarterly Report Form

Date:  Quarter Start Date:  Quarter End Date: Department:
Exempt
Cost Center PAR Submitted & Signed
Employee Name Project Number Month 1 Month 2 Month 3
1
2
3
4
5
6
7
8
9
10
Sponsored Program
Timesheet Certification
Non-Exempt Submitted and Signed
Cost Center By the Pay Period (PP)
Employee Name Project Number PP1 PP2 PP3 PP4 PP5 PP6
1
2
3
4
5
6
7
8
9
10

Form Completed and Submitted by:

Please check mark the quarterly or pay period boxes when the signed PAR or Sponsored Program Timesheet Wasdaeketo f
the Payroll Office.

PAR Quarterly Department Reports are to be submitted no later than the 15th of the month, following the quarterly
reporting period.

Form last updated: July 1, 2003
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Kirkwood Community College - Sponsored Programs Policies and Procedures
Revised and UpdateOctober 2007

3.0 PROCUREMENT OF GOODSAND SERVICES
3.1 PURPOSE

Institutions of higher education are required to establish and to follow their own procurement procedures, based on the
standards and requirements contained in federal laws and regulations. OMB CireL@# 86 and AL10.40 through

.48 establishtandards, procedures, and requirements for recipient procurement systems of federal grants and contracts.
In keeping with this required federal standards and requirements these procurement policies are designed to:

A Support and facilitate the educatiortehining, research, and public service missions of Kirkwood Community
College by applying business practices that provide for public confidence in its sponsored program and contracts
procurement system.

A Provide for a procurement process of quality,dnity, broadbased competition, fair and equal treatment of the
business community and increased economy in the procurement process.

A Adhere to the procurement standards and requirements of OMB Circlé2,A110, and the Procurement
Policy Act of 1988 and the AntiKickback Act of 1986; and to adhere t@tbost principles for Educatiah
Institutions as set forth in OMB Circular-2l.

3.2 APPLICABILITY

These Policies apply to agreements and contracts made by Kirkwood for the acquisition, rehtdeparéease of
supplies (including vehicles and information technology requirements), Professional Services, Maintenance, Capital
Improvements, and Architectural and Engineering services using sponsored program and /or sponsored program
contract funds.

The Kirkwood Community College Grants Depagtmh may, from time to tim@mend these policies and procedures in
order that they remain consistent with current best methods and business practices and with other federal, state, local,
and college policiesutes and regulations.

3.3 DEFINITIONS

Equipment means an article of nonexpendable, tangible personal property having a useful life of more than one year
and an acquisition cost, which equals or exceeds the lesser of the capitalization level estakifghedlliege for
financial statement purposes, or $5,0@ir¢ular A-21.J.16.a (1) Cost Principles for Educational Institutions)

Capital expenditure means the cost of the asset including the cost to put it in place. Capital expenditure for
equipment, foexample, means the net invoice price of the equipment, including the cost of any modification,
attachment, accessories, or auxiliary apparatus necessary to make it usable for the purpose for which it is acquired.
(Circular A-21.J.16.a (2) Cost Principldsr Educational Institutions)

Professional servicesneans the costs of professional and consulting services, including legal services rendered by a
member of a particular profession who is not an employee of the institu@iooular A-21.J.32.a. Cost Pnciples for
Educational Institutions)

3.4 PROCUREMENT POLICY

A) Responsibilities: The Principal Investigatdis primarily responsible forresuring that all requirements of the
Col | ege 6 sPrdgnm and Gontraals procurement policy and Code of Coacrictet.

B) Duplication: No unnecessary or duplicative items may be purchased with federally sponsored or contract program
monies.

C) Comparison: Where appropriate, an analysis will be made of lease and purchase alternatives to determine which
method would restiin the most economical and practical procurement for the awarding agency. The analysis will
be documented and the documentation retained for a period of five years from the end of the sponsored program.

1. . . . .
Principal Investigators are referred to as Project Directors.
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Kirkwood Community College - Sponsored Programs Policies and Procedures
Revised and UpdateOctober 2007

D)

E)

F)

G)

H)

Solicitation: Solicitation for goods, suppliestipting, and services must provide for all of the following:

(1) A clear and accurate description of the technical requirements for the material, product, or service to be
procured. In competitive procurements, such a description shall not contain feaaticexitily restrict
competition.

(2) A description, whenever practicable, of technical requirements in terms of function to be performed or
performance required, including the range of acceptable characteristics or minimum acceptable standards.

(3) Specificrequirement s or features of #Abrand name or equal o
when such items are included in the solicitation.

(4) Preferences, to the extent practicable and economically feasible, for products qmdfassional
services that awserve natural resources, protect the environment, are energy efficient.

Small Business, MinorityOwned, Women Business Enterprise and lowa Based Companidositive efforts

shall be made by sponsored programs;reaipients, and suawardees to use smallisinesses, minoritgwned
firms, womends business enterprises, and | owa based
seven country service area, whenever possible.

(1) Ensure that small businesses, minedtyned firms, and women's busgseenterprises are used to the
fullest extent practicable.

(2) Make information on forthcoming opportunities available and arrange time frames for purchases and
contracts to encourage and facilitate participation by small businesses, mivanig firms, and
women's business enterprises.

(3) Consider in the contract process whether firms competing for larger contracts intend to subcontract with
small businesses, minorigwned firms, and women's business enterprises.

(4) Encourage contracting with consortia of smalsimesses, minoritgwned firms and women's business
enterprises when a contract is too large for one of these firms to handle individually.

(5) Use the services and assistance, as appropriate, of such organizations as the Small Business
Administration and th®epartment of Commerce's Minority Business Development Agency in the
solicitation and utilization of small businesses, minority owned firms and women's business enterprises.

Cost Analysis: Some form of cost or price analysis shall be made and documarttezlprocurement files
concerning every procurement action.

Type of Agreement:The type of procuring instruments used (e.g., fixed price contracts, cost reimbursable
contracts, purchase orders, and incentive contracts) shall be determined by the Pmiresightor but shall be
appropriate for the particular procurement and for promoting the best interest of the program or project involved.
Cost plus percentagaf-cost and percentags-construction cost types of contracts shall not be used.

Debarment: No contracts or agreements will be entered into with debarred contractors.

Documenting the File: All original documents pertaining to procurements in relation to sponsored programs and
contracts will be held in the award file in the Principle Investigatd s f i | e s . These records

(1) Copy of written or published solicitation, if used

(2) Solicitation documentation including names of vendors, copies of any written responses received, bid or
offer amounts, basis for the award, identification of MBIBE vendors, or copy of sole source justification
or explanation for single bid response

(3) Copy of certification by appropriate fiscal authority of fund availability to satisfy the contractual
requirement

(4) Copy of purchase order or contract
(5) Name of authoded purchaser, date of purchase, and name of vendor selected
(6) Itemized receipt, packing slip, or itemized repair order, if applicable

(7) Completed College Sole Source Procurement form
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Kirkwood Community College - Sponsored Programs Policies and Procedures
Revised and UpdateOctober 2007

3.5 COMPETITIVE PROCUREMENT THRESHOLDS

A) Goods and SuppliesThe Kirkwood Community College Board of Trustees has determined that procurement of
fgoods and suppliesoO requiring competitive procur emen
components with a combined value equal to or greater than $10,000.

B) Small Purchase Threshold: OMB Circular A-110.44(e).2 defines small purchase threshold as procurement
expected to exceed the small purchase threshold fixed at 41 U.S.C. 403 (11) (currently $25,000) and is to be
awarded without competition or only one bid or offereceived in response to a solicitation.

C) Professional ServicesProfessional Services requiring competitive procurement is defined as the procurement of
a service expected to exceed the federal Small Purchase Threshold (currently $25,000).

D) Prior Review and Approvals Needed:The following prior review and approval procedures will be followed:

(1) Principal Investigator and Department Executive:All purchases of goods, supplies, printing, and services
will require the authorization of the Prinaildnvestigatorand when required by Department policy and/or
practice of the Department, by the Department Executive following standard College procedures.

(2) Contracts and Agreements No contract or agreement instrument for the purchase or procurement of any
professionhservices and for any goods, supplies, printing,-pmfessional services exceeding the Small
Purchase Threshold, may be entered into without the prior review and approval of the Grants Department.

(3) Construction: The construction of any building or fility or renovation or alteration of any building or
facility, the cost of which is greater #&25,000, shall comply with the procurement policies as set forth in the
State of | owa Eredutive Diredan, Eacillieshdll evgreed all ewstruction projects.
Allowable cost for reimbursement under a federal sponsored program or contract is determined in accordance
with OMB Circular A21 Cost Principles for Educational Institutions, Section J.

(4) Lease and Lease Purchase3he Director of Bumess Services shall review and approve, in consultation
when appropriate with the Videresident of Administration, any lease and or lease purchases.

E) Small Purchases of Goods, Printing and Professional Services

(1) Under $5,000In general, price quotationseanot required for purchases of less than $5,000. In unusual
circumstances, written or oral quotations should be conducted.

(2) $5,000 to $10,0000ne documented quote is required either in writing or by telephone.

(3) $10,001 to $25,0000licit one documentequote in writing for professional services. Solicit a minimum of
two vendorprice quotations or in unusueifcumstances compare cost using available hard copy ebasH
price information. Unusualircumstances include documented unavoidable timeti@&nts or rapidly
evolving technology that is not considered-iifé-shelf.

(a) Quotations for professional services must be in writing and quotations for goods, printing and non
professional services may be obtained in writing or by telephone, usingdltwerig criteria:

i. A telephone quotehould only be for an offhe-shelf item, requiring no special modifications or
alterations, and delivery will be made within a short but reasonable time span. See Section 6 for other
recommended suggestions.

ii. A written price quoteshould be used when detailed specifications are required, if there are any special
modifications or performance requirements, and if there is a variable delivery schedule. See Section 6
for other recommended suggestions.

(b) To accommodate regsts for written quotations, a reasonable period of time will be allowed for
vendors to respond. The closing date for vendor response will be clearly stated, and any quotes received
after that date will not be considered. Complete copies of requesgsdiations will be maintained for
audit purposes.
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Kirkwood Community College - Sponsored Programs Policies and Procedures
Revised and UpdateOctober 2007

(c) Quotations will be evaluated to determine the lowest qualified price quote or other predefined evaluation
criteria. The following factors should be considered:

i. Quoted price less any acceptablecdimts
ii. Compliance with specifications: make, model, performance
iii. Compliance with delivery requirements
iv. Unacceptable conditions
v. Previous history with the College where quality, service, or delivery were in inferior or superior or
well supported.

(d) If the lowest price quoted is unacceptable, an explanation of why it cannot be considered must be noted
in the file.

F) Large Purchase Threshold Over $25,000: Solicit a minimum of three valid proposals for goods, services, or
professional services either throughquest for Proposals (RFP), Request for Qualifications (RFQ) or other
competitive procurement format as suitable to the circumstances. All construction or building/facility alteration
shall be conducted accorditmthe bidding lawof the State of lowaasprovided forin the then current edition of
the State Code or as otherwise required by federal regulatidresRdquest for Proposal shall include the
following:

(a) Instructions and information to proposers concerning the submission requirementsningiod and
date for receipt of proposals, the address of the office to which they are to be delivered, point of contact,
and any other information that will make submission requirements clear including alniyigees
conference if applicable.

(b) The purclase description, evaluation factors, delivery or performance schedule, and such inspection and
acceptance requirements.

(c) The contractual terms and conditions including warranty and bonding or other security requirements,
required college, state, and federertifications and assurances, and conflict of interest and
confidentiality and open records requirements.

G) Sole Source and/or Sole Brand Exceptiondn some cases where a good, service, or professional service of a
specified brand oirade name is thenty articlewhich will properly meet the needs of the sponsored prdjleet
Principal Investigatomay limit the procurement process to one vendor or brand or trade name. However, the
Principal Investigator must fully explain why sole source/sole brandg ur ement i s justi fied u
Sole Source for, found in Attachment. The justification should include:

(a) The unique performance factors of the product specified.
(b) Why these factors are required.
(c) What other products have been evaluated, rajesme why.

(d) A copy of the justification for a solgsource/solérand purchase muke kept on file in the Principal
I nvestigatords master grant f idgeemerdfoandiitg wi th t he
purposes. (A copy should be provided toegh Ki r k wood Grant 6s Office for
documentation.)

H) Care must be taken when using telephone bidding to purchase goodEhe description of what is desiredist
be described in generic terms or by use of a brand name (including make and méuasi)specifying a brand
name, be prepared to receive bids on an "or equal basis" unless the item desired has been justified as proprietary.
When identifying potential sources to solicit, ensure that those selected are in the business to provide what is
needed. In addition, the following suggestions are provided.

(1) CommunicateCommunicate with the end user, when appropriate, to ensure that what is needed will be
accurately described to the bidder(s).

(2) Read and EditRead the requisition to make surerisaers the following questions:
e WHO will receive the goods?
e  WHAT is needed?
e WHEN is delivery required?
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J)

®3)

(4)

(5)

(6)

e WHERE are the goods to be delivered?
e HOW to be shipped, e.g., customer pigk truck, inside delivery, furnish and install, etc., and
¢ HOW much?

Modifications All bidders contacted must be given the opportunity to bid on the identical specifications. For
example, if during the bidding process, a bidder offers an alternate (not an equal) and the end user determines
that the alternate would sufficdnen each bidder previously contacted must be provided the revised

requirement and allowed to-tsd.

Notation:When soliciting a quote on a name brand or equal basis, note on the phone quote sheet the product
offered by each bidder, i.e., "as specified'’htake, model of equal, when soliciting bids using generic
specifications, note the make, model offered by each bidder.

Terms and Condition$dote any special terms and conditions that shall apply to the purchase and
communicate those to each bidder. é&ample would be insurance and contratitmnsing requirements
involving some types aeliveryand install procurements.

Pricing Bids are to be solicited on a firm fixed price basis. Every attempt should be made to have the prices
guoted FOB destirtieon and to include any shipping charges. Otherwise, any separate shipping charges must
be shown on the phone quote sheet and included as part of the total bid price when evaluating the bids.

Sponsored Program Professional Services ExceptioRrofessionbServices are exempt from the competitive

procurement process of this Policy, which have been identified and described in a funded Sponsored Program
proposal, and which the Sponsoring Agency has determined that no further competitive procuremenrgds requir

Tax Exempt Status

Kirkwood Community College is exempt from paying sales tax under the State Code of lowa. The purchaser
should inform the supplier of this fact. In the event the vendor requires a tax exemption certificate, one may be
obtained fromthe Business Services Office.

3.6 EXHIBITS

(1) Sole Source Procurement Form

[Revisions]

10/5/04i Added new section 3.4 (I)(®larified Sections 3.4 (E)(3), G(d), (F)(c); Inserted new Sectiofi Eshibits (1) Sole Source Procurement
Form]

8/10/04i Charges to Section E (3) and (4), Section F (2), and new Section G

11/01/04i Added new Section |, Sponsored Program Professional SeBEsxceptionand renumbered remaining subsections.
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EXHIBIT 3.6 (1)

Kirkwood Community College

6301 Kirkwood Blvd SW SOLE SOURCE
PO Box 2068 _ PURCHASE JUSTIFICATION
Cedar Rapids, lowa 52406-2068 Reset Form

Requester: Please respond to all items. Responses which require additional space should be attached to the justification and
reference specific paragraph. Please type your responses or generate them by computer.

JUSTIFICATION

1. DESCRIPTON OF PURCHASE: The Manufacturer, model number and/or generic description identifying the specific items(s)
required to meet the purpose described below

2. PURPOSE: Provide a brief description of the intended application(s) for the items which are to be purchased

3a. JUSTIFICATION: Describe all the proprietary performance functions unique to this product or service.
Explain why the particular product or service is the only solution.
Explain why the vendor is uniquely qualified to provide the products or services.

3b. State reasons why other products competing in this market do not meet your needs and/or do not comply with your
specifications or needs

4. EFFORTS TO IDENTIFY OTHER SOURCES: Describe efforts to identify other vendors to furnish the item(s) and why the
other vendors would not qualify to submit a competitive quotation. State any vendor contacts you have experienced prior to
submitting your requisition, particularly when any vendor may be expecting an opportunity to bid on the purchase.

5. Will this purchase limit the ability of other vendors to compete on future purchases such as supplies, upgrades or replacements?
0 No [ Yes If yes, provide explanation

CERTIFICATION

The undersigned states that he/she has prepared the above documentation and that the facts and data set forth are complete and
accurate to the best of the undersigned's knowledge and belief.
Requester Name and Title Requestor Signature Date

Form last revised 10/5/04
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4.0 CODE OF CONDUCT

4.1 No College employee, officer, or agent shall participate in the selection, award, or administration of a contract
supported by Federal funds if a real or apparent conflict of interest would be involved. Such a conflict would arise
when the College employesdffioer, or agent, any member of his or her immediate family, his or her partner, or an
organization which employs or is about to employ any of the parties indicated herein, has a financial or other
interest in the firm selected for an award.

4.2 All College employees, officers, and agents shall neither solicit nor accept gratuities, favors, or anything of
monetary value from contractors, or parties to-agteements. However, College employees, officers, and agents,
in situations of being presented an unstéd gift of nominal value, may accept such gift is@dance with the
AGi ft alsawed forth in the State Code of | owa. Nomi na
of less then $3.00 in value.

4.3 College employees, officersn@d agentshat serve as Principalvestigators or Project Directors on NSF and
DHHS funded sponsored programs have additional specif
Conflict of Interest and Financial Disclosure Policy and Procedures.

4.4 College employees, officers, and agents not adhering to this Sponsored Program Policy are subject to disciplinary
actions according to the procedures outlined in the
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5.0 COST SHARING POLICY AND PROCEDURES

The purpose of the Collegebds Cost Sharing Policy and Pr
sharing requirements as set forth in OMB Circulafr@lfand A110. This Policy establishes procedures for recording cost
shared expentlires in the College's accounting system.

5.1 DEFINITION OF COST SHARING AND TYPES OF COST SHARING

Cost sharing is that portion of the total project cost of a sponsored agreement that is contributed by the College and/or
other nonfederal sources but no¢imbursed by the sponsor. It may include salaries, fringe benefits, general
expenses, indirect costs, or third party contributions.

The sponsor as a condition of obtaining an award requires mandatory cost sharing. The requirement for such cost
participation is set forth in project announcements or guidelines issued by the sponsor.

Voluntary committed cost sharing is that commitment by the College, to participate in the cost of a project that is not
required by the sponsor, but which is included voluhtan the College's proposal to the sponsor.

If cost sharing (whether mandatory or voluntarily committed) is subsequently accepted by the sponsor as a condition
of the award, the College must maintain accurate records to verify that these funds haeggeeled toward the
project's objectives.

Voluntary uncommitted cost sharing is not covered by this statement and should not be recorded in the College's
accounting system. It is defined as "staff and faculty effort that is over and above that wdoatimgted and
explicitly budgeted in a sponsored agreemento.

5.2 COST SHARING COMMITMENT ON PROPOSALS AND AWARDS

A) Responsibilities:When a proposal includes cost sharing, it must have the approval of the unit that provides
the resources. The Principalkstigator (PI) or Project Director (PD) is responsible for ensuring that:

(1) Funds are identified for cost sharing at the time the proposal is submitted.

(2) One cost sharing account can be associated with one grant account, but no cost sharing account can be
associated with more than one grant account.

(3) Third party contributions are properly documented.

(4) Allowable, allocable, necessary, and reasonable costs are incurred during the effective term of the award
and are timely and accurately charged to the apjatepdepartment cost sharing account.

(5) Cost sharing cannot be paid from federal funds unless specifically authorized.

(6) During the life of the project, prior approval from the federal sponsor will be requested when effort
committed by the Pl is to be deased by 25% or more. This applies to changes in committed levels of
effort to be charged directly to the project, as well as to that which will be cost shared on the project.

5.3 COST SHARING DOCUMENTATION PROCEDURES

A) Pre-Award Procedures:

(1) When a propodancludes cost sharing from College resources it is the responsibility of the PI or
PD to provide a detailed budget, and state the percent of effort of key personnel if that information
is not in the proposal budget, and provide this information to thbeogpiate Department
Executives for review and sigoff on appropriate forms.

(2) When a project is awarded with an amount different from the proposal budget, the Pl or PD, with
the assistance of the Grants Department must prepare a revised budget. TR®RS cesponsible
for notifying the appropriate Department Executives and providing the Business Service Office and
the Grants Department documentation of the final approved budget from the appropriate Sponsor
Agency.
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B) Post Award Procedures:

(1)

()

3)

(4)

(%)

(6)

(7)

(8)

(9)

The Businss Services Office will establish an award account once an official letter of award has been
received from the Sponsor Agency.

The College Department, in which the Pl or PD is housed, will identify department level funds and
accounts that will be used foost sharing within their department budget, once an official letter of
award has been received from the Sponsor Agency.

The Business Services Office will monitor the expenditures from the award account &rdrite
Department will monitor expendituré®m the award account and departmental cost sharing accounts.

If cost sharing is not to be provided as proposed, or when effort committed by the Pl is to be decreased
by 25% or more of the total committed effort (award and cost sharing amounts) athBPmust seek
the assistance of the Grants Department in seeking approval for such a change from the Sponsor Agency.

Allowable cost sharing may include: faculty, staff, and student time and effort documented according to
the Coll egeds lidyamProcadurgs, dugplies equipnferd, travel, other costs,
subcontracts, participant expensesrecovered indirect costs if prior approval is given by the Sponsor
Agency, inkind and thirdparty contributions.

If cost sharing obligations are met thyrd-party, such as Hkind contributions (volunteer services),
documentation in the form of a letter from the individual or organization must be obtained by the Pl or
PD. The Pl or PD should seek the assistance of the Grants Department in ensueachthizitdparty
costshare letter includes: period of effort; amount and value of effort for each individual or labor
category, breaking out salary and benefits; and a statement that the source of support for the effort is
nonfederal and not identifiedsacost sharing for another project. The Pl must approve these letters,
indicating that the contribution was received.

Donated supplies, equipment, buildings, land or loaned equipment or space, and other contributions
should be valued in accordance witk tipplicable cost principles. The Pl or PD is responsible for
providing acceptable documentation and will work with the Grants Department to ensure property
documentation is obtained and maintained on file. The Pl or PD must approve these contribdtions a
provide documentation of approval to the Business Sex@ffce.

When cost sharing is required from a subrecipient, it is to be documented on subrecipient invoices to the
College. The PI or PD will not approve final subrecipient payments until kashg requirements are

met. The subrecipient cost sharing requirement must be included in the subcontract budget submitted to
the Grants Department. No subcontracts are allowed to &ezéd until review and approvhy the

Grants Department.

If the gponsor agency requires the reporting of cost sharingsthrets Department and ®ill calculate
the cost share to the Sponsor Agency based upon Department verified records or Pl or PD certifications
of cost sharing types and amounts.

[Revised and Finatied June 16, 2004]
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6.0 CONFIDENTIALITY POLICY AND PROCEDURES

6.1 PURPOSE:

The purpose of this policy is to provide guidance to employees and students working under a sponsored funded program
regarding the confidentiality of student, business, collegt spponsor agency information that needs to be maintained
confidentidly.

6.2 STUDENT INFORMATION:

Pursuant to the Collegeds Employee Handbook, Section 2.1
documents protected by the Family Edumadil Rights and Privacy Act of 1974 (FERPA). FERPA applies to schools that

receive federal education funds and fommpliance can result in the loss of those funds.

Confidential education records include student registration forms, graded papers,isfad®ation displayed on a

computer screen, and social security numbers linked to names. Employees who work around education records need to
keep this information secure and protect the rights of stud&his.essence of thiscAis that:

e Students uporeaching age 18 or students attending postsecondary institutions, regardless of age, must be
permitted to inspect and review their own education records (any records from which the student can be
individually identified), to the exclusion of third partieShere are no rights guaranteed under FERPA for parents
of students attending a postsecondary institution.

e Institutions may not disclose information about students, nor permit inspection of their records, without the
student 6 s wr, untedsseiah action is covesed lby cantain exceptions as stipulated in the Act.

FERPA provides that colleges may release directory information about students but that each college should formulate its
own policy about what directory information it will releaseldo whom it will be released. The directory information
categories identified by the Family Educational Rights and Privacy Act are the student's name and addilesddess,
telephone number, major field of study, participation in Kirkwood spodsaativities, weight and height of athletes, dates

of attendance, degrees and awards received, previous schools/colleges attended, place and date of birth, class schedule,
class roster, full or pattme status, photograph and emergency informatikirkwood will release address;neail

address, telephone number, previous schools/colleges attended, date of birth, and class schedule and class roster only in
specific predetermined situations. Please contact Enrollment Services for a list of the s#tirmtidrich Kirkwood will

release directory information.

6.3 PERSONNEL FILES

Pursuant to the Collegebs Employee Handbook, Section 2.8
within the Human Resources office. All employment documimauch as contracts, evaluations, educational attainment
records, and application materials will be kept in this file. Employees may have access to their file (except for abnfidenti
letters of reference) at any time by calling Human Resources toanadgpointment. In addition to the hard copy file, an
electronic file is maintained for each employee on the Human Resources Information System.

Medical information, such as sick leave verification forms and physician return to work forms, will e &€Medical
File" separate from the employeebds gener al empl oyment fi
empl oyeeds confidenti al medi cal file.

Release opersonnel file information wilbe executed only through court order, empkogigned release or on a "need to

know" basis as determined by the Director, Human Resout$gsn completion of college course work, employees should
forward a copy of the transcript to the Humelfle Rhesour ces
college will maintain personnel records for the period of time as required by law.

6.4 HIPAA Notice of Privacy Practices

Pursuant to the College Employee Handbook, Section 2.12,
(HIPAA) include components to ensure that personal health information is protected so that indivelnatsafraid to

seek healtbare or to disclose sensitive information to health professionals. These privacy rules apply to entities such as
health insurare carriers, medical providers (physicians, hospitals, clinic, etc.) and employers. It is designed to ensure that

Page 32 of 56



Kirkwood Community College - Sponsored Programs Policies and Procedures
Revised and Updated October 2007

Protected Health Information is protected during its collection, use, disclosure, storage, and destruction within these
entities, including yar employer, Kirkwood Community College.

A) Protected Health Information

Protected Health Information means all information, recorded or exchanged verbally about an identifiable individual that
relates to:

1. Thei ndi vi dual 6 scarbéstotyjihchuding genetichirdoanatioh about the individual or the
individual 6s family.

2. What Kirkwood has learned or observed, including conduct or behavior that may be a result of iliness or the effect
of treatment.

3. Payment for healthcare provided to the indixal, and includes:

(&) The Protected health identification number and any other identifying number, symbol, etc. assigned to the
individual.

(b) Any identifying information about the individual that is collected indbarse of, and is incidental to the
provision or payment of healthcare.

4. Protected Health Information does not include employment records held by the employer for medical information
needed for an employer to carry out its obligations under:

(a) Family and Medical Leave Act

(b) American with Disabilities At

(cOccupational injury/ Workersé Compensation
(d) Disability insurance eligibility

(e) Sick leave requests and justifications

(f) Drug screening results

(g) Workplace medical surveillance

(h) Fitnessfor-duty tests

Persons associated with Kirkwood Community College includ@agrdapproved employees, pditne, adjunct, students,
contracted employees, and members of the Board of Trustees.

B) Policy
1. All Kirkwood employees and persons associated with Kirkwood Community College are responsible for

protecting the security ofléProtected Health Information (oral or in recorded form) that is obtained, handled,
learned, heard or viewed in the course of their work or association with Kirkwood.

2. Protected Health Information shall bafeguardedduring its collection, use, storaged destructioiby
Kirkwood Community College. Use or disclosure of Protected Health Information is acceptable only in the
di scharge of oneds responsibilities or duties (inclu
need to know. Bcussion regarding Protected Health Information should not take place in the presence of persons
not entitled to such information or in public places (elevators, lobbies, cafeterias, off premises, etc.).

3. Employees who have access to Protected Healthnaftion will be required to execute a Protected Health
Information Pledge of Confidentiality, as a condition of employment with Kirkwood Community College.

4. Unauthorized use or disclosure of confidential information will result in disciplinary actitmand including
termination of employment.

5. Allindividuals who become aware of a possible breach of the security or confidentiality of Protected Health
Information are to follow the procedures outlined below.
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6.5 PROCEDURE OF ALLEGED BREACH OF CONFIDE NTIALITY

Any individual receiving an allegation of a breach of confidentiality or having knowledge or a reasonable belief that a
breach of confidentiality of Protected Health Information may have occurred should immediately notify the Privacy
Officer, orin the case of the Privacy Officer being alleged to have breached confidentiality, contact the Director, Human
Resources.

The Privacy Officer or designee in consul t adeedoithawi t h t he
investigation. It may be decided that a complaint does not require investigation if:

1. The length of time that has elapdstweerthe datehe incident occurred and the date toenplaintwas filed,
makingan investigation no longer practicable or desirable.

2. The subjetmatter of the complaint is triviahot made in good faittor is frivolous.
3. The circumstances of the complaint do not require investigation.

I f the decision is made to proceed with an orandtleedtvacgat i on
Officer to investigate the allegations and consult appropriate resources to make the determination if a breach of
confidentiality of Protected Health Information has been made.

If a breach of confidentiality of Protected Health Infotima has occurred, disciplinary action should be taken. All
incidents of a breach of confidentiality of Protected He
personnel file in Human Resources and the office of the Privacy Officer.

A) Privacy Practices Ki r k woodés designated Privacy Office is the Em
Department, 313 Kirkwood Hall.

1. If an employee or covered family member hasmaniry with regard to a healtlare issue (medical, dentaision,
IRS Section 125 Flexible BenefiPlan, EAP, Wellness or Campus Health), the employee will be required to first
contact the appropriate provider of services to reso
satisfaction workinglirectly withtheappropriate provider of services, the employee or covered family member
may contact Kirkwooddés Privacy Officer to assist wit
Empl oyee Authorizati on Hvacy @fficerto pursuaresolutidnavith thK appréprviabeo d 6 s
provider of services. This form is available at the Human Resources Office or the Human Resources Employee
Resources Forms page.

2. Any Protected Health Information received by Kirkwood Community €2l (examples include medical
insurance enrollment forms, Employee Authorization Forms and subsequent Claim Inquiry details) will be kept in
a separate and confidential storage | ocation, not in
have potential access to Protected Health Information are required to sign a Pledge of Confidentiality.

3. An employee has a right to inspect and obtain a copy of his/her Protected Health Information on file with
Kirkwood Community College, except for infornat compiled for a civil, criminal, or administration action or
proceeding. Requests to inspect or obtain a copy of your Protected Health Information must be made in writing to
Privacy Officer, Human Resources, 313 Kirkwood Hall, P.O. Box 2068, CedaidRRépiva 52406068.

B) Notice of Privacy PracticesKi r k woodo6s Notice of Privacy Practices can
313 Kirkwood Hall, or by visiting the HbeBenefitsRaicmour ce s

66 COLLEGE EMPLOYEEGS HANDLI NG OF CONFI DENTI AL I N

Pursuant to the Collegebds Employee Handbook, Section 2.7
information which is of a confidential nature. Such information should notbe shithed n aut hori zed per soni|
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A) Responsible Use of Information Technology

1. Pursuant to the Collegebs Employee Handbook, Section
excellence and public service, the Board of Trustees of Kirkwood Comn@uaiigge provides access to
computing and information resources for students, faculty, staff and other authorized users within institutional
priorities and financial capabilities. o

2. The policy for Responsible Use of Information Technology at Kirkwood amthe governing philosophy for
regulating faculty, student, staff, and other author
This policy establishes the general principles regarding appropriate use of equipment, software, and Bgtworks
adopting this policy, the college recognizes that all members of the college are also bound by local, state, and
federal laws relating to copyrights, security, and other statutes regarding electronic media.

B) Policy

1. All members of the college commupit who use Kirkwoodds computing resour
of the resources. All users of colleganed or collegdeased information technology systems must respect the
rights of other users, respect the integrity of the physical fasibtiel controls, and comply with all pertinent
|l icenses and contractual agreement s. Kirkwoodds poli
relevant laws and contractual obligations and with the highest standard of ethics.

2. Users and systeadministrators will respect the privacy of pergosperson communications in all forms,
including voice (telephone) mailboxes, text (electronic mail and file transfer) and image (graphics and television).
The principle of academic freedom will apply tdatic communications in all of these forms.

3. Access to the collegeds I nformation Technology facil
faculty, and staff. Access to college information resources may be granted by the ownermfafrthation based
on the ownerdés judgment of the following factors: re

know, the information sensitivity and the risk of damage to or loss by the college.

4. The college reserves the right taend limits, restrict or deny computing privileges and access to its information
resources. Data owners, whether departments, units, faculty, students or staff, may allow individuals other than
college faculty, staff and students access to informatiowlfiich they are responsible, so long as such access does
not violate any license or contractual agreement, college policy or any federal, state, county or local law or
ordinance, and so long as such access does not negatively impact primary users.

5. Collegelnformation Technology facilities and accounts are to be used for the colieged activities for which
they are intended and authorized. College Information Technology resources are not to be used for commercial
purposes or nonollege related activii's without written authorization from the college. In these cases, the college
will require payment of appropriate fees. This policy applies equally to all cadged and collegéeased
computers and peripherals. Similarly, solicitation for any purpts®requires written authorization from the
college.

6. Access to information resources without proper authorization from the data owner, unauthorized use of college
computing facilities and intentional corruption or misuse of information resources ecewdalations of the
coll egeb6s standards for conduct.

C) Enforcement

1. Alleged violations of this policy shall be handled according to the judicial processes outlined in the Kirkwood
Community College Handbook, college collective bargaining agreementsyidenSCode of Conduct and the
Code of Academic Integrity. Kirkwood treats access and use violations of computing facilities, equipment,
software, information resources, networks or privileges seriously. Kirkwood will pursue criminal and civil
prosecution bviolators as deemed necessary.
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6.7 STATE REQUIREMENTS

A)

B)

Proprietary Information 7 Open Records Law of lowa

Trade Secrets or Proprietary information, which are recognized and protected as such by law are exempt from public
disclosure under the lowa OpBecords Law, Chapter 22 of the Code of lowa and as defined and controlled in the
Uniform Trade Secrets Act, Chapter 550 of the Code of lowa. The offerer must invoke these protections, either before
or at the time the data or other material is submitteuk tfade secret and/or proprietary material submitted must be

listed on Attachment B and will highlighted, underlined, or identified appropriately in the body of the proposal by the
offerer.

Confidentiality and Business and Industry

All information relaed to training and research, including industry protocols, data, institutional proprietary

information, industry trade secrets, patient/subject private information and patient medical records, is confidential and
may not be disclosed without prior writtapproval/consent form the appropriate source, unless required by law. The
purpose of this policy is to protect privacy rights and sensitive information from unauthorized and improper disclosure.

6.8 PROCEDURE

All College personnel involved in training mrsearch supported by sponsored funding for working with
business and industry where priority information or trade secrets are provided by or for business and industry
should sig a confidentiality statement, whichto be maintained in the project madtier. The form to be

signed is attached.

All investigators involved in research for private sponsors should sign a confidentiality statement. This
statement is to be maintained in the project master file.

6.9 BREACH OF CONFIDENTIALITY

Failure to preect the confidentiality abusiness/industry proprietagy trade secrets is grounds for discipline.

[Finalized November 1, 2005]
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7.0
7.1

EQUIPMENT MANAGEMENT POLICY AND PROCEDURE

POLICY : Equipment purchased with Sponsored Program funds are to berusieg original project as long as
needed. This equipment must be made available for shared use with other activities; as long as it will not interfere
with the original project and the primary use of the equipment is for the intended sponsored peojéct u

addition, there can be no user charge to other College departments and the equipment cannot be used to provide
services or be leased to outside organizations. Personal use of federally acquired equipment is prohibited.

7.2 PROCEDURES

A) Purchases

Moveable property purchased with Sponsored funds must meet all of the following criteria to be classified as
equipment:

. Useful life of one or more years and a unit acquisition cost of $5,000 or more
Identifiable
. Not a replacement part

Generally speakig, all equipment purchased with federal funds must have sponsor agency approval. Approval by
the Sponsor of a budget containing equipment constitutes prior approval. If the equipment was not listed in the
Sponsor approved budget, a budget modificatiguest must be sent to the Grants Department so that prior
approval can be obtained. Allowability will be contingent on the regulations and provisions of the individual
grants and contracts. Contact the Grants Department for your particular award reqiarem

B) Requisition Routing

Purchase requisitions for equipment on Sponsored accounts must be routed to the Business Services Office. If the
Sponsor award allows for equipment purchase but must be matched with other dollars prior review by the Grants
Department of match documentation is required and a copy of any prior approvals must be attached.

C) Government Furnished Equipment

Principle Investigators or Department Executives are responsible for notifying Inventory Control when equipment
is furnished oloaned to the College by the federal government for periods extending longer than six months. The
Inventory notification needs to include a copy of the federal agency transfer document. Federal regulations require
that this equipment be tagged and ugigld on the College's inventory records. Inventory records will identify the
equipment as federally owned. Federally owned equipment may not be transferred, disposed, or removed from
campus without prior written approval from the federal agency. Thehetianventory control form must be used

when equipment is purchased.

D) Equipment Disposal

Most federal agencies require that equipment be retained for continued use on the project throughout the life of the
award. Some sponsor agencies reserve the tightansfer title to a third party after the end of a grant period.
Equipment physically located in third party facilities will remain on the College's inventory records until the end

of the grant period. In order to transfer title to the third patsr a@fie end of the grant period, written

documentation from the College department approving the transfer and written documentation from the third party
accepting responsibility for the equipment is required. Contact the Grants Department for mordiorforma

[Finalized November 1, 2005]
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PROPERTY MANAGEMENT
ADDITIONS REQUEST FORM

Send Completed Forms To:
Property Management and Copy to the Grants Department

Department Name:
Contact Person: Phone #

For multiple additions, please attach a listing providing the requested information:
1| KCC Tag# Code* Description Serial Number Model *

Sponsored Program Award #

*
Cost Center gt And Project Title

Sponsored Agency Amount

: Custodian
Location (Bldg. & Rm) (Person Responsible)

2| KCC Tag# Code* Description Serial Number Model *
Cost Center * Dept. Sponsored Program Award # Sponsored Agency Amount

And Project Title

Custodian

LeeEton (e, & R (Person Responsible)

Please select from the following addition codes to identify the source of the equipment.

*Addition Codes:
1) Equipment received from Surplus Store.

2) Equipment found in department during equipment inventory audit.

3) Equipment brought to campus by new faculty member, (attach copies of correspondence/forms).

4) Equipment is a 66giftdd from Corporate or Individual
5) Equipment received from outside source (Federal or State Agency), (attach correspondence/forms).

6) Other (please specify):

Office Use Only:
For Inventory Audit Date Entered Completed by
File Number
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8.0 RESEARCH MISCONDUCT
8.1 POLICY:

This policy and thessociated procedures apply tokitkwood Community Collegemployeesngaged in
research that is supported by or for which support is requested frolic Flealth Service (PHSp Kirkwood
Community Colleger in support of &irkwood researchnitiative. The PISregulation at 42 C.F.R. Part 50,
Subpart A applies to any research, resesémg@ining or researchelated grant or cooperative agreement with PHS.
This policy applies to any person paid by, under the control of, or affiliated with the institstich as scientists,
trainees, technicians and other staff members, students, fellows, guest researchers, or collaliGratoos ct
Community College

The policy and associated procedures will normally be followed when an allegation of possibledunis in

science is received byGollegeofficial. Particular circumstances in an individual case may dictate variation from
the normal procedure deemed in the best intere¥glo oodand PHS. Any change from normal procedures also
must ensure fairéatment to the subject of the inquiry or investigation. Any significant variatioridshewapproved
inadvancebKi r k woodés Director, I nstitutional Research

8.2 DEFINITIONS

A. Allegation means any written or oral statement or other indication of possilgatific misconduct made to a
Collegeofficial.

B. Conflict of interestmeans the real or apparent interference of one person's interests with the interests of
another person, where potential bias may occur due to prior or existing personal or professithoradhips.

C. Deciding Official means the President kfrkwood Community College r t h e Rlesigmeé, dhont 6 s
makes final determinations on allegations of scientific misconduct and any respoolegeactions. The
Deciding Official will not bethe same individuald§i r k woodds Directorandshonld t i t ut |
have no direct prior involvement in the inquiry, investigation, or allegation assessment.

D. Good faith allegationrmeans an allegation made with the honest belief that sciemigimonduct may have
occurred. An allegation is not in good faith if it is made with reckless disregard for or willful ignorance of
facts that would disprove the allegation.

E. Inquiry means gathering information and initial fdictding to determine whethem allegation or apparent
instance of scientific misconduct warrants an investigation.

F. Investigation meanghe formal examination and evaluation of all relevant facts to determine if misconduct
has occurred and if so, to determine the responsible pamebthe seriousness of the misconduct.

G. ORI means the Office of Research Integrity, the office within the U.S. Department of Health and Human
Services (DHHS) that is responsible for the scientific misconduct and research integrity activities of the U.S.
Public Health Service.

H. PHS means the U.S. Public Health Service, an operating component of the DHHS.

I.  PHS regulationmeans the Public Health Service regulation establishing standai@slfegeinquiries and
investigations into allegations of scientifiagsmonduct, which is set forth at 42 C.F.R. Part 50, Subpart A,
entitled "Responsibility of PHS Awardee and Applicant Institutions for Dealing With and Reporting Possible
Misconduct in Science."

PHS support means PHS grants, contracts, cooperative agreemeapplications.

K. Director, Institutional Researchmeans th&ollegeofficial responsible for assessing allegations of scientific
misconduct and determining when such allegations warrant inquiries and for overseeing inquiries and
investigations.

L. Reseach recordmeans any data, document, computer file, computer diskette, or any other written or non
written account or object that reasonably may be expected to provide evidence or information regarding the
proposed, conducted, or reported research thatitates the subject of an allegation of scientific misconduct.

A research record includes, but is not limited to, grant or contract applications, whether funded or unfunded;
grant or contract progress and other reports; laboratory notebooks; noteqaratesge; videos;
photographs; Xay film; slides; biological materials; computer files and printouts; manuscripts and
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publications; equipment use logs; laboratory procurement records; animal facility records; human and animal
subject protocols; consentrfos; medical charts; and patient research files.

Respondenmeans the person against whom an allegation of scientific misconduct is directed or the person
whose actions are the subject of the inquiry or investigation. There can be more than one respangent
inquiry or investigation.

Retaliationmeans any action that adversely affects the employment or@ttiegestatus of an individual
that is taken by th€ollegeor aCollegeemployee because the individual has in good faith, made an
allegation @ scientific misconduct or of inadequdi®llegeresponse thereto or has cooperated in good faith
with an investigation of such allegation.

Scientific misconduct or misconduct in scienceeans fabrication, falsification, plagiarism, or other practices
that seriously deviate from those that are commonly accepted within the scientific community for proposing,
conducting, or reporting research. It does not include honest error or honest differences in interpretations or
judgments of data.

P. Whistleblowermeansa person who makes an allegation of scientific misconduct.
8.3 RIGHTS AND RESPONSIBILITIES

A)

B)

C)

Director, Institutional Research

The Grants and Contracts Management Director or desigileerve as thd®irector, Institutional Research

who will have theprimary responsibility for implementation of the procedures set forth in this document. The
Director, Institutional Researahill be well qualified to handle the procedural requirements involved and is
sensitive to the varied demands made on those widucbresearch, those who are accused of misconduct,
and those who report apparent misconduct in daibk.

TheDirector, Institutional Researahill appoint the inquiry and investigation committees and ensure that
necessary and appropriate expertisseisured to carry out a thorough and authoritative evaluation of the
relevant evidence in an inquiry or investigation. Thieector, Institutional Researchill attempt to ensure that
confidentiality is maintained.

TheDirector, Institutional Researahill assist inquiry and investigation committees andCalllegepersonnel

in complying with these procedures and with applicable standards imposed by government or external funding
sources. Th®irector, Institutional Researdh also responsible for mairéng files of all documents and

evidence and for the confidentiality and the security of the files.

TheDirector, Institutional Researahill report to the Deciding Official, and the ORI as required by regulation,
and will keep both apprised of any demments during the course of the inquiry or investigation that may

affect current or potential DHHS funding for the individual(s) under investigation or that PHS needs to know to
ensure appropriate use of Federal funds and otheprisect the public imrest.

Whistleblower

The whistleblower will have an opportunity to testify before the ingaind investigation committees;

review portions of the inquiry and investigation reports pertinenistbédr allegations or testimontg be
informed of he results bthe inquiry and investigatiorgnd, to be protected from retaliation. Also, if the
Director, Institutional Researdtas determined that the whistleblower may be able to provide pertinent
information on any portions of the draft report thpsetions will be given to the whistleblower for comment.

The whistleblower is responsible for making allegations in good faith, maintaining confidentiality, and
cooperating with an inquiry or investigation.
Respondent

The respondent will be informed thfe allegations when an inquiry is opened and notified in writing of the

final determinations and resulting actions. The respondent will also have the opportunity to be interviewed by
and present evidence to the inquiry and investigation committeesjeovrine draft inquiry and investigation
reports, and to have the advice of counsel
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D)

The respondent is responsible for maintaining confidentiality and cooperating with the conduct of an inquiry or
investigation. If the respondent is not found guilty oéstific misconduct, he or she has the right to receive
Collegeassistance in resting his or her reputation.

Deciding Official

The Deciding Official will receive the inquiry and/or investigation report and any written comments made by
the responderdr the whistleblower on the draft report. The Deciding Official will consult witiCtinector,
Institutional Researcbr other appropriate officials and will determine whether to conduct an investigation,
whether misconduct occurred, whether to imposetsars, or whether to take other appropriate administrative
actions [see sectidh10].

8.4 GENERAL POLICIES AND PRINCIPLES

A)

B)

C)

D)

Responsibility to Report Misconduct

All employees or individuals associated witirkwood Community Collegshould report observed,
suspected, or apparent misconduct in science tDitieetor, Institutional ResearcH an individual is unsure
whether a suspected incident falls within the definition of scientific misconduct, he or she may call the
Director, Institutional Researdhb discuss the suspected misconduct informally. If the circumstances
described by the individual do not meet the definition of scientific misconduddjtéetor, Institutional
Researclwill refer the individual or allegation to other offices or officialglwiesponsibility for resolving the
problem.

At any time, an employee may have confidential discussions and consultations about concerns of possible
misconduct with thd®irector, Institutional Resear@nd will be counseled about appropriate procedures fo
reporting allegations.

Protecting the Whistleblower

TheDirector, Institutional Researahill monitor the treatment of individuals who bring allegations of
misconduct or of inadequatollegeresponse thereto, and those who cooperate in inquiriesestigations.

The Director, Institutional Researahill ensure that these persons will not be retaliated against in the terms
and conditions of their employment or other status at the institution and will review instances of alleged
retaliation for appropate action. Employees should immediately report any alleged or apparent retaliation to
theDirector, Institutional Research

Also theCollegewill protect the privacy of those who report misconduct in good faith to the maximum extent
possible. For exaphe, if the whistleblower requests anonymiyirkwood CommunityCollegewill make an

effort to honor the request during the allegation assessment or inquiry within applicable policies and
regulations and state and local laws, if any. The whistleblowébgihdvised that if the matter is referred to

an investigation committee and the whistleblower's testimony is required, anonymity may no longer be
guaranteed. Institutions are required to undertake diligent efforts to protect the positions and repéitations
those persons who, in good faith, make allegations.

Protecting the Respondent

Inquiries and investigations will be conducted in a manner that will ensure fair treatment to the respondent(s)
in the inquiry or investigation and confidentiality to theest possible without compromising public health
and safety or thoroughly carrying out the inquiry or investigation.

Kirkwood Community Collegemployees accused of scientific misconduct may consult with legal counsel or
content experts. Accusd&drkwood employees may bring an expert or an advisor (but, who is not a principal
or witness in the case) to interviews or meetings on the case.

Cooperation with Inquiries and Investigations

Kirkwood Community Collegemployees will cooperate with tirector, Institutional Researchnd other
Collegeofficials in the review of allegations and the conduct of inquiries and investigations. Employees have
an obligation to provide relevant evidence toEhieector, Institutional Researar otherCollegeofficials on
misconduct allegations.
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E)

Preliminary Assessment of Allegations

Upon receiving an allegation of scientific misconduct,Birector, Institutional Researahill immediately
assess the allegation to determine whether there is sufficient evidence tat wariraquiry, whether PHS
support or PHS applications for funding are involved, and whether the allegation falls under the PHS
definition of scientific misconduct.

8.5 CONDUCTING THE INQUIRY

A)

B)

C)

D)

E)

Initiation and Purpose of the Inquiry

Following the preliminay assessment, if tHairector, Institutional Researatetermines that the allegation
provides sufficient information to allow specific follewp, involves PHS support, and falls under the PHS
definition of scientific misconduct, he or she will immediatelyiate the inquiry process. In initiating the

inquiry, theDirector, Institutional Researdhould identify clearly the original allegation and any related

issues that should be evaluated. The purpose of the inquiry is to make a preliminary evditiagion o

available evidence and testimony of the respondent, whistleblower, and key witnesses to determine whether
there is sufficient evidence of possible scientific misconduct to warrant an investigation. The purpose of the
inquiry is not to reach a finaboiclusion about whether misconduct definitely occurred or who was
responsible. The findings of the inquiry must be set forth in an inquiry report.

Sequestration of the Research Records

After determining that an allegation falls within the definitiomm$conduct in science and involves PHS
funding, theDirector, Institutional Researahust ensure that all original research records and materials
relevant to the allegation are immediately secured.Oitector, Institutional Researchay consult with ORI
for advice and assistance in this regard.

Appointment of the Inquiry Committee

TheDirector, Institutional Researcn consultation witfCollegeOfficers as appropriate, will appoint an

inquiry committee and committee chair within 15 working daysefinitiation of the inquiry. The inquiry
committee should consist of individuals who do not have real or apparent conflicts of interest in the case, are
unbiased, and have the necessary expertise to evaluate the evidence and issues related todthe allegati
interview the principals and key witnesses, and conduct the inquiry. These individuals may be scientists,
subject matter experts, administrators, lawyers, or other qualified persons, and they may be from inside or
outside the institution.

TheDirecta, Institutional Researchill notify the respondent of the proposed committee membership within
15 working days. If the respondent submits a written objection to any appointed member of the inquiry
committee or expert based on bias or conflict of inteséstin 5 working days, th®irector, Institutional
Researchwill determine whether to replace the challenged member or expert with a qualified substitute.

Charge to the Committee and the First Meeting

TheDirector, Institutional Researahill preparea charge for the inquiry committee that describes the

allegations and any related issues identified during the allegation assessment and states that the purpose of the
inquiry is to make a preliminary evaluation of the evidence and testimony of the respomklistleblower,

and key witnesses to determine whether there is sufficient evidence of possible scientific misconduct to

warrant an investigation as required by the PHS regulation. The purpose is not to determine whether scientific
misconduct definitgl occurred or who was responsible.

At the committee's first meeting, tR8rector, Institutional Researdahill review the charge with the

committee, discuss the allegations, any related issues, and the appropriate procedures for conducting the
inquiry, assist the committee with organizing plans for the inquiry, and answer any questions raised by the
committee. Thdirector, Institutional Resear@ndCollegecounsel will be present or available throughout
the inquiry to advise the committee as needed.

Inquiry Process

The inquiry committee will normally interview the whistleblower, the respondent and key witnesses as well as
examining relevant research records and materials. Then the inquiry committee will evaluate the evidence and
testimony obtained ding the inquiry. After consultation with tHgirector, Institutional Resear@ndCollege

counsel, the committee members will decide whether there is sufficient evidence of possible scientific
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misconduct to recommend further investigation. The scopesahtiuiry does not include deciding whether
misconduct occurred or conducting exhaustive interviews and analyses.

8.6. THE INQUIRY REPORT

8.7.

A)

B)

C)

D)

E)

F)

G)

Elements of the Inquiry Report

A written inquiry report must be prepared that states the name and title ofhth@ttee members and

experts, if any; the allegations; the PHS support; a summary of the inquiry process used; a list of the research
records reviewed; summaries of any interviews; a description of the evidence in sufficient detail to
demonstrate whether diinvestigation is warranted or not; atide committee's determination as to whether

an investigation is recommended and whether any other actions should be taken if an investigation is not
recommendedCollegecounsel will review the report for legal $iafency.

Comments on the Draft Report by the Respondent and the Whistleblower

The Director, Institutional Researahill provide the respondent with a summary of the inquiry findings for
review, comment, and rebuttal. TBéector, Institutional Researahill provide the whistleblower; if he or
she is identifiable, with the summary of the draft inquiry report that address the whistleblower's role and
opinions in the investigation for review and comment.

Confidentiality

TheDirector, Institutional Research may establish reasonable conditions for review to protect the
confidentiality of the draft report.

Receipt of Comments

Within 14 calendar days of their receipt of the draft report, the whistleblower and respondent will provide
their comments, if anytp the inquiry committee. Any comments that the whistleblower or respondent submits
on the draft report will become part of the final inquiry report and record. Based on the comments, the inquiry
committee may revise the report as appropriate.

Inquiry Decision and Notification

Decision by Deciding Official: Th®irector, Institutional Researahill transmit the final report and any
comments to the Deciding Official, who will make the determination of whether findings from the inquiry
provide sufficient elence of possible scientific misconduct to justify conducting an investigation. The

inquiry is completed when the Deciding Official makes this determination, which will be made within 60 days
of the first meeting of the inquiry committee. Any extensiothaf period will be based on good cause and
recorded in the inquiry file.

Notification

TheDirector, Institutional Researahill notify both the respondent and the whistleblower in writing of the
Deciding Official's decision of whether to proceed torarestigation and will remind them of their obligation
to cooperate in the event an investigation is openedDireetor, Institutional Researahill also notify all
appropriateCollegeofficials of the Deciding Official's decision.

Time Limit for Complet ing the Inquiry Report

The inquiry committee will normally complete the inquiry and submit its report in writing tDitlkeetor,
Institutional Researcho more than 60 calendar days following its first meeting, unled3itbetor,

Institutional Researchpproves an extension for good cause. IfDrector, Institutional Researapproves

an extension, the reason for the extension will be entered into the records of the case and the report. The
respondent also will be notified of the extension.

CONDUCTING THE INVESTIGATION

A)

Purpose of the Investigation

The purpose of the investigation is to explore in detail the allegations, to examine the evidence in depth, and
to determine specifically whether misconduct has been committed, by whom, and &xtghatThe

investigation will also determine whether there are additional instances of possible misconduct that would
justify broadening the scope beyond the initial allegations. This is particularly important where the alleged
misconduct involves clinal trials or potential harm to human subjects or the general public or if it affects
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B)

C)

D)

E)

research that forms the basis for public policy, clinical practice, or public health practice. The findings of the
investigation will be set forth in an investigation repo

Sequestration of the Research Records

TheDirector, Institutional Research will immediately sequester any additional pertinent research records
that were not previously sequestered during the inquiry. This sequestration should occur beforetiareat the
the respondent is notified that an investigation has begun. The need for additional sequestration of records
may occur for any number of reasons, including the institution's decision to investigate additional allegations
not considered during the iniy stage or the identification of records during the inquiry process that had not
been previously secured. The procedures to be followed for sequestration during the investigation are the
same procedures that apply during the inquiry.

Appointment of the Investigation Committee

TheDirector, Institutional Research, in consultation with otheCollegeofficials as appropriate, will appoint

an investigation committee and the committee chair within ten working days of the notification to the
respondent thatn investigation is planned or as soon thereafter as practicable. The investigation committee
should consist of at least three individuals who do not have real or apparent conflicts of interest in the case,
are unbiased, and have the necessary expartsetuate the evidence and issues related to the allegations,
interview the principals and key witnesses, and conduct the investigation. These individuals may be scientists,
administrators, subject matter experts, lawyers, or other qualified persortsegmday be from inside or

outside the institution. Individuals appointed to the investigation committee may also have served on the
inquiry committee.

The Director, Institutional Research will notify the respondent of the proposed committee membership
within five working days. If the respondent submits a written objection to any appointed member of the
investigation committee or expert, tBérector, Institutional Research will determine whether to replace the
challenged member or expert with a qualifedbstitute.

CHARGE TO THE COMMITTEE AND THE FIRST MEETING

1. Charge to the Committee
TheDirector, Institutional Research will define the subject matter of the investigation in a written
charge to the committee that describes the allegationsetatdd issues identified during the inquiry,
define scientific misconduct, and identifye name of the respondent. The charge will state that the
committee is to evaluate the evidence and testimony of the respondent, whistleblower, and key
witnesses to detmine whether, based on a preponderance of the evidence, scientific misconduct
occurred and, if so, to what extent, who was responsible, and its seriousness. During the investigation, if
additional information becomes available that substantially chahgesibject matter of the
investigation or would suggest additional respondents, the committee will notyjréwtor,
Institutional Researctwho will determine whether it is necessary to notify the respondent of the new
subject matter or to provide no¢i to additional respondents.

2. The First Meeting
TheDirector, Institutional Research, with the assistance @ollegecounsel, will convene the first
meeting of the investigation committee to review the charge, the inquiry report, and the prescribed
procedures and standards for the conduct of the investigation, including the necessity for confidentiality
and for developing a specific investigation plan. The investigation committee will be provided with a
copy of these instructions and, where PHS fugdsninvolved, the PHS regulation.

Investigation Process

The investigation committee will be appointed and the process initiated within 30 days of the completion of
the inquiry, if findings from that inquiry provide a sufficient basis for conductingregstigation. The

investigation will normally involve examination of all documentation including, but not necessarily limited to,
relevant research records, computer files, proposals, manuscripts, publications, correspondence, memoranda,
and note®f telephonecalls. Whenever possible, the committee should interview the whistleblower(s), the
respondents(s), and other individuals who might have information regarding aspects of the allegations.
Interviews of the respondent should be tape recorded or tifaedcAll other interviews should be
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transcribed, tape recorded, or summarized. Summaries or transcripts of the interviews should be prepared,
provided to the interviewed party for comment or revision, and included as part of the investigatory file.

8.8 THE INVESTIGATION REPORT

A)

B)

C)

Elements of the Investigation Report

The final report submitted tihe Office of Researchntegrity (ORI) at the U.S. Department of Health and

Human Services <http://ori.dhhs.govhrust desdbe the policies and procedunassder which the

investigation was conducted, describe how and from whom information relevant to the investigation was
obtained, state the findings, and explain the basis for the findings. The report will include the actual text or an
accurate summary of théews of any individual(s) found to have engaged in misconduct as well as a
description of any sanctions imposed andhainistrative actions taken by the institution.

Comments on the Draft Report

1. Respondent
The Director, Institutional Researahill provide the respondent with a copy of the draft investigation
report for comment and rebuttal. The respondent will be allowed five working days to review and
comment on the draft report. The respondent's comments will be attached to the final report. g findi
of the final report should take into account the respondent's comments in addition to all the other
evidence.

2. Whistleblower
The Research Integrity Officer will provide the whistleblower; if he or she is identifiable, with those
portions of the drafinvestigation report that address the whistleblower's role and opinions in the
investigation. The report should be modified, as appropriate, based on the whistleblower's comments.

3. CollegeCounsel
The draft investigation report will be transmitted te @ollegecounsel for a review of its legal
sufficiency. Comments should be incorporated into the report as appropriate.

4. Confidentiality
In distributing the draft report, or portions thereof, to the respondent and whistlebloweiretter,
Institutional Researcill inform the recipient of the confidentiality under which the draft report is made
available and may establish reasonable conditions to ensure such confidentiality. For example, the
Director, Institutional Researahay request the recipiettt sigh a confidentiality statement or to come to
his or her office to review the report.

CollegeReview and Decision

Based on a preponderance of the evidence, the Deciding Official will make the final determination whether to
accept the investigatioeport, its findings, and the recommendeaallegeactions. If this determination varies

from that of the investigation committee, the Deciding Official will explain in detail the basis for rendering a
decision different from that of the investigation comagtin the institution's letter transmitting the report to

ORI. The Deciding Official's explanation should be consistent with the PHS definition of scientific
misconduct, the institution's policies and procedures, and the evidence reviewed and andghged by
investigation committee. The Deciding Official may also return the report to the investigation committee with
a request for further fadinding or analysis. The Deciding Official's determination, together with the
investigation committee's report, atitutes the final investigation report for purposes of ORI review.

When a final decision on the case has been reachedirdetor, Institutional Researahill notify both the
respondent and the whistleblower in writing. In addition, the Deciding @fffill determine whether law
enforcement agencies, professional societies, professional lic&slieges, editors of journals in which

falsified reports may have been published, and collaborators of the respondent in the work, or other relevant
partiesshould be notified of the outcome of the case. Dimector, Institutional Researdh responsible for
ensuring compliance with all notification requirements of funding or sponsoring agencies.
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D) Transmittal of the Final Investigation Report to ORI

After comments have been received and the necessary changes have been made to the draft report, the
investigation committee should transmit the final report with attachments, including the respondent's and
whistleblower's comments, to the Deciding Official, tngh theDirector, Institutional Research

E) Time Limit for Completing the Investigation Report

An investigation should ordinarily be completed within 120 days of its initiation, with the initiation being
defined as the first meeting of the investigatiomaattee. This includes conducting the investigation,
preparing the report of findings, making the draft report available to the subject of the investigation for
comment, submitting the report to the Deciding Official for approval, and submitting the teegoatORI.

8.9 REQUIREMENTS FOR REPORTING TO ORI

A) Reporting
KIRKWOOD COMMUNITY COLLEGES decision to initiate an investigation must be reported in writing to
the Director, ORI, on or before the date the investigation begins. At a minimum, the rotifgtaduld
include the name of the person(s) against whom the allegations have been made, the general nature of the
allegation as it relates to the PHS definition of scientific misconduct, and the PHS applications or grant
number(s) involved. ORI must alée notified of the final outcome of the investigation and must be provided
with a copy of the investigation report. Any significant variations from the provisions Gfidlegepolicies
and procedures should be explained in any reports submitted to ORI.

If an institution plans to terminate an inquiry or investigation for any reason without completing all relevant
requirements of the PHS regulation, ieector, Institutional Researahill submit a report of the planned
termination to ORI, including aedcription of the reasons for the proposed termination.

If the institution determines that it will not be able to complete the investigation in 120 dasettter,

Institutional ResearcWill submit to ORI a written request for an extension thatarp the delay, reports on

the progress to date, estimates the date of completion of the report, and describes other necessary steps to be
taken. If the request is granted, Dieector, Institutional Researahill file periodic progress reports as

requesed by the ORI.

When PHS funding or applications for funding are involved and an admission of scientific misconduct is
made, théirector, Institutional Researahill contact ORI for consultation and advice. Normally, the
individual making the admissianill be asked to sign a statement attesting to the occurrence and extent of
misconduct. When the case involves PHS funds, the institution cannot accept an admission of scientific
misconduct as a basis for closing a case or not undertaking an investigitiimut prior approval from ORI.

TheDirector, Institutional Researdahill notify ORI at any stage of the inquiry or investigation if:

1. there is an immedie health hazard involved;

2. there is an immediate need to protéeteral funds or equipment;

3. thereis an immediate need to protect the interests of the person(s) making the allegations or of the
individual(s) who is the subject of the allegations as well as his/hiewestigatos and associates, if any;

4. itis probable that the alleged incident isrgpto be reported publicly;

5. the allegation involves a public health sensitive issue, e.g., a clinical trial; or

6. there is a reasonable indication of possible criminal violation (in this instance, the institution must inform
ORI within 24 hours of diaining that information).

B) CollegeAdministrative Actions
Kirkwood Community Collegevill take appropriate administrative actions against individuals when an
allegation of miscondat has been substantiatéicthe Deciding Official determines that the akeh
misconduct is substantiated by the findings, he or she will decide on the appropriate actions to be taken, after
consultation with th®irector, Institutional Researcfihe actions may include:

1. withdrawal or correction of all pending or published edxss and papers emanating from the research
where scientific misconduct was found;
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8.10

8.11

2. removal of the responsible person from the particular project, letter of reprimand, special monitoring of
future work, probation, suspension, salary reduction, or irdtiadf steps leading to possible rank
reduction or termination of employment;

3. restitution of funds as appropriate.

OTHER CONSIDERATIONS

A) Termination of CollegeEmployment or Resignation Prior to Completing Inquiry or Investigation

The termination ofhe respondent8ollegeemployment, by resignation or otherwise, before or after an
allegation of possible scientific misconduct has been reported, will not preclude or terminate the misconduct
procedures.

If the respondent, without admitting to theseonduct, elects to resign his or her position prior to the
initiation of an inquiry, but after an allegation has been reported, or during an inquiry or investigation, the
inquiry or investigation will proceed. If the respondent refuses to participdie process after resignation,
the committee will use its best efforts to reach a conclusion concerning the allegations, noting in its report the
respondent's failure to cooperate andedféect on the committee's review of all the evidence.

B) Restoration of the Respondent's Reputation
If Kirkwood Community Collegéinds no misconduct and ORI concurs, after consulting with the respondent,
theDirector, Institutional Researchill undertake reasonable efforts to restore the respondent's reputation.
Dependng on the particular circumstances, Bieector, Institutional Researdhould consider notifying
those individuals aware of or involved in the investigation of the final outcome, publicizing the final outcome
in forums in which the allegation of sciemtiinisconduct was previously publicized, or expunging all
reference to the scientific misconduct allegation from the respondent's personnel fil@olfsgeactions to
restore the respondent's reputation must first be approved by the Deciding Official.

C) Protection ofthe Whistleblower and Others
Regardless of wheth&irkwood Community Colleger ORI determines that scientific misconduct occurred,
theDirector, Institutional Researahill undertake reasonable efforts to protect whistleblowers that made
allegations of scientific misconduct in good faith and others who cooperate in good faith with inquiries and
investigations of such allegations. Upon completion of an investigation, the Deciding Official will determine,
after consulting with the whistlebler, what steps, if any, are needed to restore the position or reputation of
the whistleblower. Th®irector, Institutional Researds responsible for implementing any steps the
Deciding Official approves. ThBirector, Institutional Researachill also te&ke appropriate steps during the
inquiry and investigation to prevent any retaliation against the whistleblower.

D) Allegations Not Made in Good Faith
If relevant, the Deciding Official will determine whether the whistleblower's allegations of scientific
misconduct were made in good faith. If an allegation was not made in good faith, the Deciding Official will
determine whether any administrative action should be taken against the whistleblower.

E) Interim Administrative Actions
Collegeofficials will takeinterim administrative actions, as appropriate, to protect Federal funds and ensure
that the purposes of the Federal financeslistance are carried out.

RECORD RETENTION

After completion of a case and all ensuing related actiongitketor, Institutional Researchill prepare a
complete file, including the records of any inquiry or investigation and copies of all documents and other materials
furnished to thd®irector, Institutional Researar committees. ThBirector, Institutional Researakill keep the

file for three years after completion of the case to permit later assessment of the case. ORI or other authorized

DHHS personel will be given access the records upon request.

[Finalized November 1, 2005]
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9.0 RECORD RETENTION
9.1 Retention of Records

Federal regulations require that records of all financial disclosures and all actions taken by the college with

respect to each conflict of interest be retained for at least three years from the date of submission of
the final grabhexpenditures report. These records will be kept in the Grants Department and unless
otherwise required by law or legal directives will be kept confidential

10.0 TRAVEL GUIDELINES

10.1 Travel Guidelines

In general, your travel accommodations andlmehould be on a modest scale. Each traveler is
expected to exercise good judgment in the choice of modes of travel and types of accommodations
appropriate to the reasons for the travel. Selection of the mode of transportation should be based on
cost, tine involved, flexibility desired, and the purpose of the frigreign travel shall require the
pre-approval of the Project Director and Project Administrator

Travel expense forms and further Kirkwood Community College travel policies can be found on the
Kirkwood Business Services webpage latpy://www.kirkwood.edu/site/index.php?p=7950
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11.0 INSTITUTIONAL REVIEW BOARD (IRB)

Kirkwood Community College
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Institutional Review Board

All research requests meeting the following conditions must be reviewed by the Institutional
Review Board (IRB) or its designee, and, in some cases, the appropriate vice president or the
president. This procedure is intended to ensure that college staff and students who may be
affected by the research can be certain that the research is sound and does not violate board
policy, college operating procedures, or federal regulations concerning protection of human
participants.

The Institutional Review Board is composed of the Director of Institutional Research, one
administrator, two faculty members, and one person from outside of Kirkwood. Additional faculty or
staff members may serve in an advisory capacity where appropriate.

Approval Procedure

The researcher must file a Research Proposal Form with the Office of Institutional Research. After
receiving the completed request from the researcher, the Institutional Review Board will verify the
following items:

1. The Research Proposal Form has been completed.

2. The appropriate signatures have been obtained by the researcher.

3. The proposed research is compatible with Kirkwood Community College's mission and purpose
and is education-related. The research should deal with the teaching/learning environment or with
the college's policies, procedures, or operations.

4. The proposal meets the requirements of Protection of Human Subjects (45 CFR 46).

5. The results will be disseminated in a fashion which would protect the identity of the participants
and, if appropriate, the college. It must be understood that names of individuals will not be used in
the study unless the individuals grant permission in writing. The name of Kirkwood Community
College will be used only if the Institutional Review Board grants permission.

Criteria for Approval

Individuals requesting authorization to conduct research must complete a Kirkwood Research
Proposal form (see attachment). Each IRB member will review the proposal independently.
Approval of the proposal will be based on the following criteria:

1. Compatibility with the college's mission and purpose.

2. Soundness of rationale for conducting the research project.
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3. Soundness of rationale and appropriateness of the sampling, methodology, instrumentation, and
treatment of data.

4. Acceptability of the potential effects the collection of data and the dissemination and use of
results may have on Kirkwood students, personnel, operations, and the community.

5. Evidence of support of other involved individuals or groups internal or external to Kirkwood.

If the IRB has questions regarding the completeness, relevance, or other aspects of the proposed
project, an IRB member will contact the requestor to arrange a meeting.

Under certain circumstances, the Institutional Review Board will submit the request to the
appropriate vice president or the president for approval. This submission will occur if the project:

U has political or broad community implications for the college,

U involves board policy,

U involves all or a significant portion of the staff,

U involves all or a significant portion of the students, or

U involves established operating procedures and/or board policies.
Timeline and Notification of Approval or Disapproval
Research considered to be fiexemptaeadwilbednmediately esear ch
evaluated by an IRB designee. Other research will be reviewed by the full Institutional Review
Board (IRB) for their approval.
Ordinarily the requestor will be contacted concerning the status of the request within ten working
days of receipt of the proposal. If possible, approval or denial of the request will be made at that

time. If a delay is necessary, an appropriate timeline will be negotiated with the requestor.

If a research request is denied, the notification will include the reason(s) for the denial. A revised
proposal, or sections thereof, may be submitted for reconsideration.

Research Misconduct
The Federal Policy on Research Misconduct is as follows:

Research misconduct is defined as fabrication, falsification, or plagiarism in proposing, performing,
or reviewing research, or in reporting research results.

o Fabrication is making up data or results and recording or reporting them.

o Falsification is manipulating research materials, equipment, or processes, or changing or
omitting data or results such that the research is not accurately represented in the research
record.

o Plagiarism is the appropriation of another person's ideas, processes, results, or words
without giving appropriate credit.

¢ Research misconduct does not include honest error or differences in opinion.
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Findings of Research Misconduct
A finding of research misconduct requires that all of the following be met:

o there must be a significant departure from accepted practices of the relevant research
community,

e the misconduct must be committed intentionally, or knowingly, or recklessly, and

e the allegation must be proven by a preponderance of evidence.

Evidence of Research Misconduct
Allegations of research misconduct will be responded to in compliance with Public Health Service
regulation (42 CFR Part 93).

¢ An institutional finding of research misconduct must be proven by a preponderance of
evidence.

e The institution has the burden of proof for making a finding of research misconduct.

e The respondent has the burden of proving any and all affirmative defenses raised.

¢ The respondent has the burden of proving any mitigating factors that are relevant to the
decision to impose administrative actions following a research misconduct proceeding.
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Institutional Review Board (IRB)
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Research Project Guidelines

Institutional Review Board Criteria for Ethical Research

The following requirements for the approval of research is based upon the Code of Federal
Regulations, Title 45, Public Welfare, Part 46, Protection of Human Subjects, (revised June
23,2005). The scope and interpretation of this checklist are determined by reference to that original
document.

Requirements of All Research:

U Risks to participants, where they exist, will be minimized and are reasonable in relation to
anticipated benefits. (46.111a 1-2)

U Participants will be equitably chosen, especially in the case of vulnerable populationsd
children, persons with disabilities, the homeless, etc. (46.111a 3)

Ui Documentation of informed consent  wi | | be obtained from each part
representative. (46.111a 4-5; see Required Elements for Informed Consent below)

i Measures will be taken to monitor data collected to insure the safety and privacy of the
participants. (46.111a 6-7)

U Inthe case of vulnerable populations, additional safeguards will be included to prevent
coercion or undue influence by the researcher. (46.111b)

Required Elements for Informed Consent:

Informed consent shall be documented by the use of a written consent form approved by the IRB

and signed by the subject or the subjectés | egally
to the person signing the form. (46.117a)

i The consent form provides a clear and non-technical explanation of the research projectd
sufficient to inform a participantés decision to p

U The consent form describes any foreseeable risks or discomforts, as well as possible benefits
to the participant. (46.116a 2-3)

U  The consent form informs the participant of the extent to which confidentiality will be
maintained. (46.116a 5)

i The consent form identifies a person to contact should questions regarding the research or the
participant's rights arise. (46.116a 7)

U The consent form provides a statement that participation is voluntary and that refusal to
participate or termination of participation will result in no harm to the participant. (46.116a 8)
When appropriate the following should also be included:

U If relevant, the consent form describes any alternative treatments being withheld by the
researcher that might be advantageous to the participant. (46.116a 4)

i The consent form explains any compensation to be provided should harm to the participant
occur. (46.116a 6)
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Research Proposal Form

Note: Please complete this form and attach brief responses to the issues raised, keeping in mind
that the primary concern is the potential riskd physical, emotional, or otherd to the participants, as
well as the protection of their rights. Provide copies of all questionnaires, consent forms, or other
documents to be used in the inquiry. The Institutional Review Board (IRB) must have enough
information about the transactions with the participants to evaluate the risks of participation.
Assurance from you, no matter how strong, will not substitute for a description of the transactions.

Submit the proposal and supporting documents to the Institutional Review Board, c/o Office of
Institutional Research, Room 123 Linn Hall.

Principal Researcher:

Title:

Institutional/Department Affiliation:
Address:

Phone: Fax: Email:

Other researchers in project (provide same information as for principal researcher)

Purpose of Project (check all that apply):
] To fulfill requirements related to course or degree program at a college/university.
Course project (Course name/Institution

)

] Thesis/Dissertation (Attach summary of proposal made to institution)

] Other (Please describe)

[] CASTLE Project

] As a part of an externally funded project (Funding agency )

] For my own scholarly interest

] Other (Please describe) proposed grant project.

Research Title:

Data Collection Start/End Dates (Grant Project POP): to
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Project Description:

Using these guidelines, address the following in a narrative.

¢ Briefly describe the purpose of your study and, in non-technical terms, what will the participants
be asked to do, what are the processes and procedures for data collection.
Append relevant instruments (protocols, questionnaires, surveys, etc.).

¢ Describe the value-added knowledge of your project 1 i.e., describe how your project contributes
to the teaching/learning environment at Kirkwood or to the college's policies, procedures, or
operations.

Which of the following activities describe your research (check any that apply):

] Research conducted in established or commonly accepted educational setting, involving
normal or special educational practices. (46.101b 1)

] Research involving educational tests, surveys, interviews, or observation of public behavior
and either confidentiality will be maintained and/or any disclosure of the responses would
not place the participants at risk. (46.101b 2)

] Research involving elected or appointed officials or candidates for office, even when
confidentiality cannot be maintained or disclosure places the participant(s) at risk. (46.101b
3)

] Research involving the study of existing data either publicly available or recorded by the
researcher(s) in a manner that maintains confidentiality. (46.101b 4)

] Institutional or organizational research designed to improve service or benefits when
approved by the departmentds head. (46. 101b 5)

] Research involving taste and food quality evaluation of either wholesome foods without
additives or food with ingredients at or below levels found to be safe by the Food and Drug
Administration. (46.101b 6)

| f at | east one box was checked above, your researtr
may sign this form and return to the Office of Institutional Research. If you did NOT check
any of the above boxes, please address the following in narrative:

¢ Describe any potential risks or benefits (emotional, physical, social, or political) to your
participants.

¢ Give the anticipated ages, sex, and number of participants, and explain how and where they will
be recruited.

¢ Describe the procedures for obtaining informed consent as provided for the Code of Federal
Regulations, section 46.116. Append any forms used.
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