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POLICY MANUAL
FINANCE AND COLLEGE OPERATIONS
07.00.00



07.01.00	FINANCE

		07.01.01	Financial Plan of Operation

The Board of Trustees shall exercise its statutory authority to provide for the revenue necessary to maintain the College, consistent with Section 3-23 of the Illinois Public Community College Act, 110 ILCS 805/3-23. The Board of Trustees may make a determination within the operating budget for the distribution of State apportionment and certain other revenues among the operating funds.

For the purpose of carrying out the entire educational program of this district, the Board in accordance with Administrative Rules of the Illinois Community College Board, as detailed in the ICCB Fiscal Management Manual, has established the following funds for operation:

A. Education Fund

The Education Fund is used to account for the revenues and expenditures of the academic and service programs of the College. It includes the cost of instructional, administrative and professional salaries; supplies and moveable equipment; library books and materials; maintenance of instructional and administrative equipment; intercollegiate athletics; and other costs pertaining to the educational program of the College.

B. Operations and Maintenance Fund

The Operations and Maintenance Fund is used to account for expenditures for the improvement, maintenance, repair, or benefit of buildings and property, including the cost of interior decorating and the installation, improvement, repair, replacement, and maintenance of building fixtures; rental of buildings and property for community college purposes; payment of all premiums for insurance upon buildings and building fixtures. If approved by resolution of the Board, the payment of salaries of grounds employees, engineers, or other custodial employees; College police and security personnel; all costs of fuel, lights, gas, water, telephone service, and custodial supplies and equipment; and the cost of professional surveys of the condition of College buildings are allowed.


C. Auxiliary Enterprises Fund

The Auxiliary Enterprises Fund is used to account for College services where a fee is charged and the activity is intended to be self-supporting. Accounts of this nature include the food service operation and the bookstore. College services which are accounted for in the Auxiliary Enterprises Fund shall be operated so as to generate income in excess of expenditures, insofar as possible.

Only monies over which the institution has complete control should be included in this fund. Subsidies for auxiliary services by the Education Fund should be shown as transfers to the appropriate account.

D. Restricted Purposes Fund

The Restricted Purposes Fund is used for the purpose of accounting for monies that have restrictions regarding their use. Each specific project should be accounted for separately using a complete group of self-balancing accounts within the Restricted Purposes Fund. Care should be taken in establishing each group of self-balancing accounts so that the accounting and reporting requirements of the grantor are met. If the grantor provides an accounting manual, it should be followed for the group of self-balancing accounts. ICCB grants which should be accounted for in this fund include those found in the ICCB Fiscal Management Manual’s State Grant Financial Compliance Section III A 12. Additionally, this fund should be used to account for other state, federal, or other funds which are restricted for a specific purpose.

E. Working Cash Fund

This fund is used to account for the proceeds of working cash bonds.

F. General Fixed Assets Account Group

This group of accounts is to be used to record the value of plant assets (comprised of physical property owned by the College other than land, buildings, and equipment constituting fixtures), and is normally supported by detailed inventory records.


G. Investment in Plant Fund

Plant is defined as the physical property owned by the College. This fund is established for the purpose of accounting for land, buildings, and fixtures.

I. Audit Fund

The Audit Fund is used to record the audit tax levy. Monies in this fund are used only for the payment of auditing expenses.

J. Liability, Protection and Settlement Fund

The tort liability and Medicare insurance/FICA tax levies should be recorded in this fund. The monies in this fund, including interest earned on the assets of this fund, should be used only for the purposes authorized by Section 9-107 of the Local Governmental and Governmental Employees Tort Immunity Act (745 ILCS 10/9-107), such as payment of tort liability, unemployment, or worker’s compensation insurance claims, or by 40 ILCS 5/21-110.1 to pay the cost of participation in the Federal Medicare/Social Security programs.

K. Trust and Agency Fund

The Trust and Agency Fund is used to receive and hold funds when the College serves as a custodian or fiscal agent for another body. The College has an agency rather than a beneficial interest in these monies. For example, College club monies would be accounted for in this fund.

L. Operations and Maintenance (Restricted) Fund (Site and Construction Fund)

This fund is used to account for monies restricted for building purposes and site acquisition. Proceeds from building bonds are recorded in this fund.

M. General Long-Term Debt Account Group

This is the fund that records liabilities that exist beyond the current year’s operation.


N. Bond and Interest Fund

This fund is used to record proceeds of tax levies for bond and interest (debt service) purposes and to account for payment of principal, interest, and related charges on outstanding bonds.

O. Building Bond Proceeds Fund

Proceeds from construction bonds may be recorded in this fund. Expenditures from this fund are governed by the district’s building bond indenture(s). Proceeds from construction bonds may be recorded in the Operations and Maintenance (Restricted) Fund.

07.01.03 Fiscal Year

The fiscal year for Harper College shall begin on the first day of July of each year and end on June 30 of the following year.

07.01.04 Financial Policies

The financial policies set forth below reinforce the financial integrity of Harper College while providing accessible educational opportuni- ties for students. These policies will be reviewed every five years to assess their applicability and effectiveness.

· Limit annual tuition and per credit hour fee increases to 5% of total tuition and fees or the Illinois statute limitation using the Higher Education Cost Adjustment (HECA) rate change as a guideline, as appropriate, to promote a balanced budget for Harper College and financial consistency for Harper students.

· Maintain a fund balance in the Tax Capped Funds between 40% and 60% of the budgeted annual expenditures.
· Support quality teaching and learning through sound financial practices consistent with maintaining a Aaa bond rating.
07.01.05 Financial Reports

It is the function of the office of the Executive Vice President of Finance and Administrative Services to issue appropriate monthly and annual financial reports. The monthly financial reports shall be provided seven calendar days in advance of the Board’s regular monthly meetings, whenever possible.


07.01.07	Annual Budget

An annual budget shall be developed in compliance with all applicable laws. The Board has designated the President and the Executive Vice President of Finance and Administrative Services to prepare the annual tentative budget. The budget shall contain appropriate financial guidelines which are to be reviewed annually by the Board, in conjunction with adoption of the budget. No change to the financial guidelines can be made without Board approval. The budget shall be considered as an estimate of revenue to be received as well as a controlled spending plan for the ensuing year.

The tentative budget shall be filed with the Secretary of this Board, and notice that the tentative budget is available for public inspection shall be published and a public hearing on the tentative budget shall be conducted on a timely basis in accordance with the law.

07.01.09	Basis of Accounting

The accounting procedures and financial records of the College will be established and maintained in accordance with Generally Accepted Accounting Principles (GAAP), and with the ICCB Fiscal Management Manual insofar as consistent with GAAP. As do most governmental entities, the College uses the Modified Accrual Method of Accounting, in which revenues are recognized in the period they become available and measurable, and expenditures are recognized in the period the associated liability is incurred. For example, real estate taxes which are uncollected but determinable as of June 30 may be accrued as revenue to the extent collections are received within 60 days after the close of the fiscal year.

07.01.11	Intra-fund Budget Transfers

Transfers may be approved from time to time between the various budget items in a fund, not to exceed in the aggregate ten percent of the total of such fund as set forth in the budget, in accordance with Section 3-20.1 of the Public Community College Act, 110 ILCS 805/3-20.1.

Such intra-fund budget transfers will be presented to the Board of Trustees for approval prior to close of the fiscal year.


07.01.13	Inter-fund Transfers

Transfers between various funds may be appropriate from time to time to the extent allowed by law. Such transfers will be presented to the Board of Trustees for approval prior to completion of the annual financial audit.

07.01.015 Vendor Payment

The Treasurer of the College is authorized to make payments to vendors prior to approval by the Board of Trustees subject to the following conditions and limitations:

A. At the Board of Trustees next meeting following such payment, a report of payments shall be presented for ratification by the Board of Trustees.

B. Payments may be made only for items delineated in a category of the budget of the College or otherwise approved by the Board.

C. No payment shall be made under the terms of this Policy unless there is documentation that the services and goods have been received and that the invoice is consistent with terms of the transaction.

D. No payment shall be made under the terms of this Policy unless properly authorized by the appropriate administrator.

E. No payment shall be made under the terms of this Policy unless in compliance with all other College policies, including but not limited to the College’s Purchasing Policy (Section 7.3.0).

07.01.017 Investment of College Funds

This policy provides for direction to the College Treasurer on investment of College funds. All investments shall be made in accordance with the Illinois Public Funds Investment Act (30 ILCS 235/1 et seq.), as may be amended from time to time (hereinafter referred to as the “Act”). All transactions involving College funds and related activity of any funds shall be administered in accordance with the provisions of this policy and the canons of the “prudent person” standard.

Objectives

· Safety of Principal - Investments shall be undertaken in a manner that seeks to ensure the preservation of principal in the overall portfolio. To attain this objective only appropriate
07.01.017.1 

investment instruments will be purchased and insurance or collateral may be required to ensure the return of principal.

· Liquidity - The College’s investment portfolio shall be structured in such manner as to provide sufficient liquidity to pay obligations as they come due.

· Return on Investments - The investment portfolio shall be designed to attain a market-average rate of return throughout budgetary and economic cycles, taking into account the risk constraints, the cash flow characteristics of the portfolio and legal restrictions for return on investments.

· Maintaining the Public’s Trust - The investment officers shall seek to act responsibly as custodians of the public trust and shall avoid any transaction that might impair public confidence in the College, the Board of Trustees or the College Treasurer.


Investment Instruments

The College may invest in any type of security allowed by the Act, but the College Treasurer shall not invest in derivatives of authorized investments.


Diversification

The College shall diversify its investment portfolio to eliminate the risk of loss resulting in over concentration in a specific maturity, issuer, or class of securities. The College Treasurer shall periodically determine, revise and report to the Board on diversification strategies.


Collateralization

It is the policy of the College to require that time deposits in excess of FDIC insurable limits at a single financial institution be secured by collateral or private insurance to protect public deposits should any such institution default.

Eligible collateral instruments are any investment instruments which a public community college is permitted to acquire under and in accordance with 110 ILCS 805/3-47 and 30 ILCS 235/6(d). The collateral must be placed in safekeeping at or before the time the College acquires the investments so that it is evident that the purchase of the investment is predicated on the securing of collateral.


Safekeeping of Collateral

Third party safekeeping is required for all collateral. To accomplish this, the securities may be held at the following locations:

A. A Federal Reserve Bank or its branch office

B. At another custodial facility in a trust or safekeeping department through book-entry at the Federal Reserve

C. By an escrow agent of the pledging institution

D. By the trust department of the issuing bank

Substitution or exchange of securities held in safekeeping for the College may be approved only by the College Treasurer, and only on condition that the market value of the replacement securities is equal to or greater than the market value of the securities for which they are being substituted.


Safekeeping of Securities

Third party safekeeping is required for all securities and commercial paper. To accomplish this, the securities can be held at the following locations:

A. A Federal Reserve Bank or its branch office

B. At another custodial facility - generally in a trust or safekeeping department through book-entry at the Federal Reserve unless physical securities are involved.

C. In an insured account at a primary reporting dealer


Original certificates of deposits will be held by the originating bank. 

Qualified Financial Institutions and Intermediaries

1. Depositories - Demand Deposits

Any financial institution selected by the College shall provide normal banking services, including, but not limited to: checking accounts, wire transfers and safekeeping services.

The College will not maintain funds in any financial institution that is not a member of the FDIC system.  In addition, the


College will not maintain funds in any institution not willing or able to post required collateral for funds or to purchase private insurance to protect College funds on deposit in excess of FDIC insurable limits.

2. Banks and Savings and Loans - Certificates of Deposit

Any financial institution selected to be eligible for the College’s competitive certificate of deposit purchase program must meet the following requirements:

a. Shall provide wire transfer and certificate of deposit safekeeping services.

b. Shall be a member of FDIC system and shall be willing and able to post required collateral or private insurance for funds in excess of FDIC insurable limits.

c. Shall have met the financial criteria as established in the investment procedures of the College.

3. Intermediaries

Any financial intermediary selected to be eligible for the College’s competitive investment program must meet the following requirements:

a. Shall provide wire transfer and deposit safekeeping services.

b. Shall be a member of a recognized U.S. Securities and Exchange Commission Self-Regulatory Organization such as the New York Stock Exchange, National Association of Securities Dealers, Municipal Securities Rule Making Board, etc.

c. Shall provide an annual audit upon request.

d. Shall have an office of Supervisory Jurisdiction within the State of Illinois and be licensed to conduct business in this State.

e. Shall be familiar with the College’s investment policy and accept financial responsibility for any inappropriate investment.
f. 

Management of Program

The College Treasurer is authorized to purchase and sell investments, authorize wire transfers, authorize the release of pledged collateral, and to execute any documents required under this policy. These documents include, but are not limited to, wire transfer agreements, depository agreements, safekeeping agreements and custody agreements.

The Treasurer is responsible for management of the College’s investment program, and shall establish a system of internal controls and written operational procedures designed to prevent losses of funds that might arise from fraud, employee error, misrepresentation by third parties, or imprudent actions by employees of the entity. Such procedures shall include explicit delegation of authority to persons responsible for investment transactions: check signing, check reconciliation, deposits, bond payments, report preparation and wire transfers. No person may engage in any investment transaction except as provided for under the terms of this policy and the corresponding procedures.

The Treasurer may use financial intermediaries, brokers, and/or financial institutions to solicit bids for securities and certificates of deposit. These intermediaries shall be approved in advance by the Board of Trustees.


Performance

The Treasurer will seek to earn a rate of return appropriate for the type of investments being managed in accordance with the objectives established in this document. In addition to the types of investments allowed by policy (credit risk), consideration will be given to other inherent risks such as concentration by issuer (concentration of credit risk) and timing of maturities (interest rate risk). In general, the Treasurer will strive to earn an average rate of return equal to or greater than the Illinois Funds rate.


Ethics and Conflicts of Interest

Officers and employees of the College involved in the investment process shall refrain from personal business activity that could conflict with the proper execution of the investment program, or which could impair their ability to make impartial investment decisions.


Indemnification

Investment officers and employees of the College acting in accordance with this investment policy and written operational procedures as have been or may be established, and exercising due diligence, shall be relieved of personal liability for an individual security’s credit risk or market changes.


Reporting

The Treasurer shall submit to the College’s Board of Trustees and the President, a monthly investment report which shall include information regarding securities in the portfolio by class or type, book value, income earned, and market values as of the report date. Generally accepted accounting principles shall be used for valuation purposes. The report shall indicate any areas of policy concern and planned revision of investment strategies, including its effectiveness, meeting the College’s need for safety, liquidity, return on investment, diversity and general performance.


Sustainable Investing

Material, relevant, and decision-useful sustainability factors have been or are regularly considered by the College, within the bounds of financial and fiduciary prudence, in evaluating investment decisions. Such factors include but are not limited to: (i) corporate governance and leadership factors; (ii) environmental factors; (iii) social capital factors; (iv) human capital factors; and (v) business model and innovation factors, as provided under the Illinois Sustainable Investing Act.


07.01.19	Insurance

The Board of Trustees shall provide for a program of risk management for the College consistent with all of the legal requirements pertaining thereto and consistent with the financial ability of the district. The Board shall purchase with College funds the type and amount of insurance necessary or shall set aside adequate reserves to self-insure in order to protect itself as a corporate body, its individual members, its appointed officers, and its employees from financial loss arising out of any claim, demand, suit or judgment by reason of alleged negligence or other act resulting in accidental injury to any person or in property damage within or without the College buildings while the above named insured are acting in the discharge of their duties within the scope of their employment and/or under the direction of the Board.



Furthermore, within its program of risk management, the Board of Trustees will provide from College funds the type and amount of insurance coverage to insure and/or self-insure all real and personal property of the College, to insure and/or self-insure the College from losses due to employee dishonesty, injury or death, and to provide a program of health and welfare benefits for employees to the limits established from time to time by the Board.

Further, within its program of risk management the Board of Trustees shall purchase from College funds the type and amount of insurance coverage to insure Board members and College employees against financial loss, including attorney's fees and court costs, arising out of any demand, claim, suit or judgment by reason of an alleged wrongful act of the Board member or College employee, provided that the Board member or College employee, at the time of the alleged act or omission causing the damages, was acting in the discharge of their duties and within the scope of employment.

Within the scope of this policy, the President is directed to develop and maintain rules and regulations necessary for carrying out all aspects of this policy including the designation of the College employee responsible for administration and supervision of the risk management program, with the approval of the Board of Trustees.

07.01.21	Travel and Meeting Expense Reimbursement

The College will reimburse Board members, College employees, and other individuals for authorized travel and meeting expenses incurred specifically for College-related business pursuant to the Local Government Travel Expense Control Act, 50 ILCS 150, et seq. This includes expenditures directly incident to official College business travel involving reimbursement to travelers or direct payment to private agencies providing transportation or related services. Reimbursement requests for travel should be submitted monthly.

The Board will consider and act upon reimbursement requests for other members of the Board by a roll call vote at an open meeting of the Board. The Board Chair will consider and act upon reimbursement requests for the College President. The College President will consider and act upon reimbursement for administrators reporting directly to him/her. Reimbursement requests for travel and meeting expenses of other College employees will be approved by the appropriate supervisor.

The College shall reimburse permitted travel expenses as set forth on Exhibit A to this policy. Any employee that exceeds the maximum allowed under the adopted regulations, or other reimbursable expenses because of emergency or other extraordinary circumstances may only be approved by a roll call 

vote of the Board at an open meeting.

The College shall only approve reimbursement of expenses if the Board member or employee follows proper procedures when submitting said expenses. 

All documents submitted to the College for reimbursement are public records subject to disclosure under the Freedom of Information Act, unless otherwise protected under that Act.

The College shall not reimburse any Board member, employee, or other individual for any entertainment expense including, but is not limited to, shows, amusements, theaters, circuses, sporting events, or any other place of public or private entertainment or amusement, unless such expense is ancillary to the purpose of the program or event.

The College shall comply with all other requirements of the Local Government Travel Expense Act and any College policy, procedure or resolution that conflicts with the provisions of the Local Government Travel Expense Act is hereby repealed to the extent of such conflict.

EXHIBIT A – HARPER COLLEGE PERMISSIBLE TRAVEL EXPENSES

Types of Official Business Applicable to this Policy. The College shall only reimburse travel expenses, including transportation, meals and lodging that are ancillary or otherwise necessary for official College business. Types of official College business for which travel expenses may be reimbursed include conferences, meetings, athletic or other student events, board, administrator, or faculty events, lobbying or other government relations activities, or any other event or program that is attended to further the College’s mission.

The maximum reimbursable rates for travel are set forth as follows:

	Maximum Reimbursable Rates for Transportation

	Air Travel
	Lowest reasonable rate (coach)

	Auto
	IRS standard mileage rate at time of reimbursement

	Rental Car
	Lowest reasonable rate
(midsize or smaller)

	Rail or Bus
	Lowest reasonable rate and cost shall not exceed airfare

	Taxi, Shuttle, Rideshare, or Public Transportation
	
Actual reasonable rate





	Maximum Reimbursable Rates for Meals

	Breakfast
	General Services Administration (GSA) city per diem daily rate.

	Lunch
	

	Dinner
	



	Maximum Reimbursable Rates for Lodging

	In the Country
	General Services Administration (GSA) city per diem rate. For conferences, the conference rate will be reimbursed.

	Outside of the Country
	As approved by the Board



The following expenses shall not be reimbursable:
Alcoholic beverages, personal items, travel insurance, extra bag- gage charges, laundry, and supplemental rental car charges.

			Off-campus Meeting Expenses 

Reimbursement for off-campus meeting expenses is allowable under special circumstances such as those related to hosting guests, donors, or potential donors. Attendees must be listed on the reimbursement form, along with the purpose of the meeting. 

Reimbursement for alcohol as a business expense is subject to approval by the President or designee. In addition, all state and federal laws must be followed. 

	



07.01.023 Audit

The Board shall annually engage the services of a public accounting firm to conduct the annual independent external audit of College financial activities and to prepare the audit report required by state law to be submitted to the Board and to be filed with the ICCB by December 31 following the end of the College’s fiscal year.

The audit shall conform to the requirements of the ICCB Fiscal Management Manual and the following practices:

Section 201* - The President may not contract with the College’s audit firm for non-audit services without the prior approval of the Board.

Section 203* - The College should rotate the lead/coordinating and reviewing audit firm partners no less frequently than every seven years.

Section 204* - The management letter, if any, will be submitted to the administration for review and response. The audit firm will then incorporate the administration’s responses into the management letter. The President and Executive Vice President of Finance and Administrative Services shall provide the management letter, with auditor’s findings and administrative responses, to the Board of Trustees.

The Audit Committee or other appropriate Finance Committee of the Board of Trustees should meet annually with the audit firm outside the presence of management.

Section 206* - An individual employed by an external auditing firm who has worked on the College’s audit may not be hired for the position of President, Executive Vice President of Finance and Administrative Services or Controller for a minimum period of one year from the date of completion of such audit, absent exigent circumstances.

Section 301* - The Audit Committee shall be composed of members of the Board, appointed by the Board Chair, and shall meet at least semi-annually to recommend audit policies and procedures to the Board for its review and consideration including the following:

1. The appointment, compensation and oversight of the work of any registered public accounting firm employed by the College. The Audit Committee should meet annually with the College’s
2. 

audit firm to review and discuss the financial reports and related audit activities.

3. Establishment of procedures for:

a. The receipt, retention and processing of complaints received by the College regarding accounting, internal controls and auditing matters.

b. The confidential, anonymous submission by employees regarding financial improprieties. All provisions of the Confidential Reporting policy found in 02.07.00 apply to this section.

Section 302* – Certification – The President and Executive Vice President of Finance and Administrative Services shall provide written representations to the auditor that:

1. They have reviewed the report;

2. Based on their knowledge, the report does not contain any untrue statement of a material fact or omission of a material fact that makes the statements misleading; and,

3. Based on their knowledge, the financial statements present in all material respects the financial condition and results of operations.

Section 402* - The Board may not allow for the creation or appearance of conflicts of interest by providing loans to senior management.

Section 404* - The President and Executive Vice President of Finance and Administrative Services shall establish and maintain an adequate internal control structure and procedures for financial reporting. Each shall disclose to the auditors and the Board any known significant deficiencies in the design and operations of internal controls or procedures for financial reporting.

* Section numbers refer to, and provisions following them are patterned on, sections of the federal Sarbanes-Oxley Law, legislation which, although not directly applicable to non-profit entities and units of local government, has informed their consideration of “best practices” in this area.


07.03.00 PURCHASING

07.03.01 Purchasing Policy

All contracts will be let in accordance with Illinois law and regulations, and with administrative procedures promulgated pursuant to this policy.

Subject to Board of Trustees approval when required under this policy, the College President is authorized to sign all contracts on behalf of the Board.

A. Contracts over $25,000 for which bidding is not required

Items exempted by state statute from competitive sealed bidding may be procured by competitive sealed proposals in accordance with administrative procedures.

The Board delegates to the President, or President’s designee, authorization to purchase from the state/governmental contracts or cooperatives/consortia that meet the requirements of Illinois state law. The President shall inform the Board of purchases made through the state/governmental contracts or cooperatives/consortia through monthly reporting.

B. Competitive bidding of contracts for expenditures exceeding $25,000

Contracts for the purchase of supplies, materials or work involving an expenditure of more than $25,000 shall be awarded to the lowest responsive and responsible bidder after public advertisement, in accordance with procedures specified in, and except as otherwise provided by, Section 3-27.1 of the Public Community College Act, 110 ILCS 805/3-27.1. Whenever possible, award of competitively bid contracts involving expenditures exceeding $25,000 shall be made only after receipt and evaluation of a minimum of three bids.

C. President’s authority to approve change orders

The scope of the President’s authority to approve construction contract change orders shall be as set out in Policy 07.05.09, Facility Planning.

D. Administrative authority to enter into contracts under $25,000

The Board of Trustees delegates to the President or designee authority to enter into contracts involving expenditures under $25,000, in accordance with 



administrative procedures. When deemed appropriate by the President or designee, such contracts shall be based on submittal of written or verbal quotations by at least three prospective contractors. The President shall inform the Board of such contracts quarterly.

The Board of Trustees will be notified in advance of any substantial changes to the administrative procedures implementing this policy.

E. Centralized purchasing function

Harper College will maintain a centralized purchasing function. Purchase orders must be authorized by the President or designee.

Contractor eligibility, prevailing wage, and equal opportunity compliance

Bid documents and solicitations of quotes from prospective contractors shall contain statements requiring them to certify their eligibility to enter into public contracts, compliance with the Prevailing Wage Act as may be applicable, and compliance with applicable laws regarding equal employment opportunity.

07.03.03	Cooperating College Contracts

The Board recognizes that at times College accounts will be used as short-term depositories for various consortium-like activities (Activities), such as conference sponsorship, which are ultimately funded by third parties. The Board authorizes the College President or designee to sign contracts related to these Activities provided that such contracts expressly provide that the College shall not be liable under these contracts and that performance and payment obligations under such contracts are the responsibility of the third parties providing the funds and services involved.

07.03.05 Disadvantaged Business Enterprises

The College recognizes the importance of increasing the participation of businesses owned by minorities, females and persons with disabilities1 in public contracts in an effort to overcome the discrimination and victimization such firms have historically


[bookmark: bookmark0]1 As defined in 30 ILCS 575/2.


encountered.2 It is the College’s policy to promote the economic development of businesses owned by minorities, females and persons with disabilities by setting aspirational goals to award contracts to businesses owned by minorities, females, and persons with disabilities for certain services as provided by the Business Enterprise for Minorities, Females and Persons with Disabilities Act, 30 ILCS 575/0.01 et seq. (the “Act”) and the Business Enterprise Council for Minorities, Females, and Persons with Disabilities (the “Council”).3

In support of this policy, the College will encourage the participation of qualified minority, female and persons with disability owned businesses by advertising, whenever practicable with appropriate media and other organizations focused on the needs of businesses owned by minorities, females, and persons with disabilities to alert potential contractors and suppliers of opportunities. The College will support key administrative and staff members to attend and participate in training sessions, workshops, conferences and seminars dealing with procurement through qualified minority, female and persons with disability-owned businesses in compliance with the Act.

In furtherance of the above:
1. The College President4 shall appoint a liaison to the Council;
2. The College Liaison shall file an annual compliance plan with the Council, which shall include a copy of this Policy, signed by the College President, which shall outline and summarize the College’s goals for contracting with businesses owned by minorities, females and persons with disabilities for the current fiscal year, the manner in which the College intends to reach these goals, a timetable to reach these goals, and procedures to support this Policy as specified by the Act5;
3. The College Liaison shall file an annual report with the Council6;




[bookmark: bookmark1]2 See 30 ILCS 575/1.
[bookmark: bookmark2]3 This Council was created to implement, monitor, and enforce the goals of the Act. See 30 ILCS 575/5.
[bookmark: bookmark3]4 Id.
[bookmark: bookmark4]5 30 ILCS 575/6(a).
[bookmark: bookmark5]630 ILCS 575/6(c).


4. The College Liaison shall provide notice to the Council of proposed contracts for professional and artistic services7;
5. The College shall use bid forms identifying the bid amounts and percentage of the contract awarded to disadvantaged businesses identified in the utilization plans8; and
6. The College shall comply with all other requirements of the Act.
07.05.00	PHYSICAL PLANT AND FACILITIES

07.05.01 Use of College Facilities

The primary purpose of the College facilities is to accommodate the educational program. Therefore, first priority for the use of all College facilities will be accorded to College classes and scheduled College activities. Use by College-recognized student and faculty organizations and other College-related activities shall also take precedence over use of College facilities by outside groups.

However, as a public community college, Harper College shall make its facilities available for use by outside groups whenever such use would not interfere with the College's educational services to students and the community, in accordance with administrative procedures promulgated to implement this policy.

07.05.03	Security and Maintenance

Buildings and equipment constitute one of the greatest investments of the College. The Board will seek to protect College facilities and equipment through adequate security provisions, including the appointment of security personnel in accordance with the requirements set forth in 110 ILCS 805/3-42.1.

In order to provide physical conditions most conducive to carrying out the educational program of the College, an adequate preventive maintenance program shall be carried out.









7 30 ILCS 575/6a.
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07.05.05	Inventories
The College shall maintain an appropriate inventory of moveable furniture and College equipment, including voice, video and data processing equipment comprising the technology system. Periodic audits shall be made of the inventory and a physical inventory shall be taken, at such intervals as are deemed necessary by the President or designee.

07.05.07	Disposition of Personal Property

Personal Property certified by the President or designee to be obsolete, worn out, or no longer needed for College purposes may be sold or otherwise disposed of upon approval of the Board of Trustees. The Administration will determine the method of disposal most beneficial to the College consistent with Illinois Law. The President or designee will report to the Board annually on the disposition of personal property of the College.

07.05.09 Facility Planning

The Administration shall on an ongoing basis evaluate the College’s facilities needs, and actions or projects which should be pursued to address those needs.

Action by the Board of Trustees shall be required to:

1. Authorize the President to proceed with the planning of and design for expansion of and/or capital improvements to the College’s physical plant. General ongoing repairs and maintenance shall not require such authorization.

2. Authorize selection of design professionals in accordance with the Illinois Professional Services Selection Act, 50 ILCS 510/01 et seq.

3. Approve the President’s proposed financial plan and recommended terms of the contract(s) for professional services in connection with each project.

4. Approve construction documents and bid specifications on recommendation of the President and authorize the President to proceed with bidding of the project.

5. Approve award of construction contracts on recommendation of the President.
6. 

President’s authority to approve change orders to construction contracts.

The President or designee is authorized to approve individual change orders to a contract up to a total $50,000 or 10% of the approved contract price, whichever is less.

In the case of a change order exceeding $10,000 or which would extend the contract completion time by more than 30 days, the President’s or designee’s approval shall be accompanied by a written determination that (1) the circumstances said to necessitate the change in performance were not reasonably foreseeable at the time the contract was signed, or (2) the change is germane to the original contract as signed, or (3) the change order is in the best interests of the College, in accordance with 720 ILCS 5/33E-9.

The President will update the Board quarterly on all change orders associated with a major renovation or a new construction project.

07.07.00	WASTE REDUCTION

The Board of Trustees recognizes the importance of conserving natural resources and that the proper disposal of waste in Illinois and across the country has become a serious problem due to diminishing landfill capacity. In compliance with Illinois Public Act 86-1363, the Board of Trustees hereby supports the development and implementation of a Waste Reduction Program for William Rainey Harper College, including source reduction, recycling, the purchasing of products with recycled content, and ongoing education of faculty, staff, students and the community with regard to waste reduction measures.

The Board authorizes the President or designee to oversee the continual refinement of a Waste Reduction Program, understanding that continuing resource commitment will be necessary. The President shall also be responsible for causing the development of related administrative rules and procedures.

07.09.00 	INFORMATION TECHNOLOGY 

07.09.01 	Purposes of and Access to Information Technology Resources 
Harper College provides for the use of technology and information equipment, software, networks and facilities to further the College’s mission of instruction, communication, research, and public service. 
Access to the College’s information technology resources is granted to its students, employees and other authorized users as a privilege and must be treated as such. The College reserves the right, at its discretion and at any time, to extend, limit, restrict or deny network and computing privileges and access to its information technology resources to any student, employee, department or division. 



07.09.03 	Acceptable Use for Harper College Information Technology  

I. Philosophy: 
Harper College provides technology resources, software, and facilities to further the College's mission. Access and use of facilities is a privilege and must be treated as such by all users. Acceptable use is based on common sense, common decency, and civility. Users are subject to guidelines set in this Acceptable Use Policy.  

II. Risk and Responsibility: E-Mail, Internet Resources, and Electronic Files 

A. Security 
Harper College utilizes best practices and industry standards to protect data and filter materials transmitted or received via the College. Harper College does not assume liability for offensive material that any user may encounter, such as material that is illegal, defamatory, obscene, inaccurate, or controversial.  

Users are responsible for all activities originating from their account(s), including all information sent from, intentionally requested, solicited, or viewed from their account(s) and publicly accessible information placed on a computer using their account(s). In addition, users are responsible for logging off applications and computers to prevent unauthorized access.   

In addition, users are responsible for refraining from sharing Personally Identifiable Information (PII) or other sensitive data while using collaboration tool applications, including but not limited to chat, email, Artificial Intelligence (AI), and/or video conferencing applications.  

Sensitive data disclosed to the public could be considered a violation of Federal and State laws, including but not limited to Family Educational Rights and Privacy Act (FERPA), Children's Online Privacy Protection Act (COPPA), Health Insurance Portability and Accountability Act (HIPAA), Payment Card Industry (PCI), Gramm-Leach-Bliley Act (GLBA). 

B. Privacy 
Users are strictly prohibited from accessing files and information other than their own, those intended for the user, and those for which the user has permission from authorized College personnel to access. 
 
The College reserves the right to access its systems, including current and archival files of users' accounts; if that access would be imperative to conducting College business; if there is strong evidence of improper usage; or strong evidence of impropriety. Electronic files can be inspected under the Illinois Freedom of Information Act (IFOIA).  Any inspection of electronic files, and any action based upon such review, will be governed by all applicable federal and state laws and College policies. 

C. Education and Training 
All users are responsible for using the facilities and all forms of technology resources ethically and legally.  Users are expected to follow equipment and lab usage guidelines and, when necessary, receive training in using these resources and accept responsibility for their work. In addition, users are responsible for learning and adequately using the features of securing and/or sharing access to data. 

D. Personal Use 
As a result of agreements Harper College has with technology providers, users may be offered technology for personal use. If users take advantage of these offers, any agreement, conditions, or terms of use are between the user and the outside technology provider. Information resource providers outside the College may, in turn, impose additional conditions of appropriate use, which the user is responsible for observing when using those resources.  

III. Unacceptable Uses: 
It is the joint responsibility of all users to help avoid unacceptable uses such as but not limited to:  
· Using the resources for any purpose, which violates federal laws, state laws, or College policies.  
· Using the resources for commercial purposes.  
· Misrepresenting the user's identity or affiliation in the use of information technology resources.  
· Creating, sending, storing, or soliciting patently harassing, intimidating, abusive, or offensive material to or about others.  
· Intercepting, disrupting, or altering electronic communications.  
· Using another person's account, user ID, name, or password. 
· Sharing individual user accounts and resources with another person or another organization.  
· Attempting to exceed, evade, or change assigned specifications or limitations of an account without the approval of appropriate College personnel. Impeding the use of systems by others. 
· Attempting to corrupt the system. 
· Reproducing, copying, downloading, or distributing copyrighted materials without authorization
.  
IV. Consequences: 
Abuse of these guidelines will result in possible legal action and/or official campus disciplinary procedures.  Incidents involving unacceptable uses will be handled through existing processes.  

V. Generative AI Guidelines 
As part of Harper College's commitment to the ethical and responsible use of Artificial Intelligence (AI) technologies, this policy establishes the principles and guidelines governing their use. The goal is to ensure that generative AI tools are employed ethically, maintain data integrity, and are compliant with Harper College’s Information Security Policies along with all relevant laws and regulations. 

Generative AI refers to a category of artificial intelligence that creates new content, such as text, images, audio, or code, based on patterns learned from existing data. Violations of this policy may result in restricted access to the College's technical environment, data, or other appropriate disciplinary action. 

Objective 
The purpose of this policy is to ensure the proper use of generative AI tools by Harper users. This is to uphold the commitment to the professional integrity of Harper College. 

Scope 
All Harper users who use College-owned or personal-owned devices to access the College's technological environment and data must adhere to this policy. A 'Harper user' includes any individual authorized to access Harper College's technology environment and data, including faculty, staff, students, contractors, student workers, parents and other community members. The Policy covers all generative AI, which refers to systems trained on datasets to produce various types of content such as text, images, videos, sounds, or other work products in response to prompts. 

Policy 
All Harper user technology usages are subject to Harper’s Acceptable Use Policy. When utilizing a generative AI tool, Harper users are expected to uphold high standards of professionalism and discretion. These guidelines provide some examples of permitted or prohibited use of generative AI tools. Harper College reserves the right to access and monitor AI content shared, including but not limited to messages, prompts, and files. This Policy will continuously be reviewed and updated in accordance with ongoing changes in generative AI technology. 

Departmental purchases of generative AI tools must be approved using the Technology Purchase Request process. 
Harper User Responsibility 

I. AI-generated content may contain damaging information that is: 
	· Inaccurate 
	· Unethical 

	· Misleading 
	· Discriminatory 

	· Fabricated 
	· Copyrighted 

	· Malicious 
	 



Harper users are accountable for their actions, including protecting confidential data and creating content. Harper users are the authors of AI-generated content and are responsible for it. Before distributing the AI-generated content, Harper users must review the AI-generated content and rectify any biased, inaccurate, harmful, or inappropriate elements.  

II. Generative AI has enabled cybercriminals to produce highly developed phishing emails, malware attacks, and deep fakes - images or recordings convincingly manipulated to falsely portray someone saying or doing something without their consent. Harper users should report any suspicious messages or content to Harper Information Security. 

III. Harper users are responsible for the usage of data and how it is utilized by the generative AI tool. This includes all data entered and retrieved from AI tools. 

IV. Harper users are responsible for ensuring the appropriate use of generative AI tools within Harper College. They must report policy violations to Harper Information Security. 

Appropriate Use 
Appropriate generative AI tool usage, examples of which are described below. This list is not intended to be exhaustive but rather to provide illustrative examples to guide your use of generative AI tools.  
· Use should be limited to college related functions. 
· Obtain explicit consent from all parties before utilizing AI tools to create content, where applicable or legally required. 
· If applicable, Harper users must utilize multi-factor authentication (MFA) protocol. 
· Harper users may use public information as defined in the Harper Data Classification Policy & Procedure and the Illinois Freedom of Information Act (FOIA). 

Inappropriate Use 
Harper users should not distribute material that is inaccurate, misleading, fabricated, malicious, unethical, discriminatory, or copyrighted. Users of Harper systems shall not disclose information about students or employees in violation of Harper College policies or laws that protect the confidentiality of such information.   
Inappropriate generative AI tool usage is prohibited, examples of which are described below. This list is not intended to be exhaustive but rather to provide some illustrative examples to guide use of generative AI tools.   
· Input any Confidential or Restricted Information as defined in the Harper Data Classification Policy & Procedure. 
· Usage that violates Harper Information Security Policies. 
· Any use that violates compliance requirements such as HIPAA, SOPPA, ISSRA, FERPA, and PCI. 
· Using generative AI tools for personal monetary gain on Harper devices.  
· Passing off AI-generated content as original work violates professional integrity.  
· Using system access credentials, keys, or tokens (for Harper’s systems or those of any third party) as prompts into generative AI tools. 

Administrative rules and procedures governing acceptable use of information technology shall be published in such areas as the William Rainey Harper portal and website and in the College Catalog/Student Handbook. The Board reserves the right to define acceptable use of information technology by students, employees and other authorized users. 

07.09.05 	Enforcement of Acceptable Use Rules 
Failure to adhere to acceptable use of information technology rules and procedures may result in sanctions including but not limited to loss of privileges, equipment and services, legal action and suspension or termination of enrollment or employment. 

07.11.00	PLANNING POLICY

Within the scope of the College’s Philosophy and Mission Statements, the Board of Trustees requires the administration to prepare, for Board approval, a Strategic Long-Range Plan (SLRP) spanning four years.

07.13.00	FREEDOM OF INFORMATION

The Board of Trustees recognizes the right of members of the public to have access to public records in accordance with the provisions of the Illinois Freedom of Information Act (“FOIA” or the “Act”), and affirms that it is the policy of the College to comply with the Act.

The College President shall designate one or more officials or employees to serve as its Freedom of Information Officer(s), and to develop and implement administrative procedures to effect compliance with the Act.

07.15.00	NEWS MEDIA ACCESS
The College will provide appropriate access to news media representatives to cover public meetings and cultural, instructional, athletic, and student activities. The administration will maintain procedures governing such access, including any requirements for coordination, approval, or restrictions necessary to ensure a safe and orderly campus environment.

07.17.00	FREE SPEECH AND EXPRESSIVE ACTIVITIES

Harper College (the “College”) is committed to maintaining an educational environment that promotes free and open inquiry in all matters.  In accordance with the First Amendment, it is the policy of Harper College to protect the free speech rights of students, employees and members of the public, while maintaining the order necessary for the College to accomplish its educational purpose.  The College reserves the right to regulate the time, place and manner of expressive activities in order to promote a safe and inclusive campus environment.





07.19.00	DISTRIBUTION OF GRANT INDIRECT COST RATE

Harper College has a Negotiated Indirect Cost Rate Agreement approved by its cognizant agency, the U.S. Department of Health and Human Services, for use on grants, contracts, and other agreements with the federal government and other funders. Indirect costs (IDC) are defined as funds received through external financial awards, such as grants, that cover costs that are incurred within the general operation of the College and not otherwise identified within the budgeted project or grant-funded activity.

IDC shall be applied to all eligible grants, contracts, and other agreements with the federal government and other funders. Funds received as IDC shall be shared between the department or division initiating and implementing the grant (ranging from 30-60% depending on the grant) and the general education fund (70-40% depending on the grant). To account for the varied complexity of grants, the exact distribution percentage shall be determined during the proposal development process. As a self-sustaining division, Community Education will receive 100% of IDC recovered on its grants. Exceptions to these distributions must be approved by the Executive Vice President of Finance and Administrative Services.

07.21.00	USE OF HARPER COLLEGE’S NAME, LOGOS, TRADEMARKS

The College expressly reserves the right to limit third-party use of its name, logos, and trademarks. Any commercial or political use of the College’s name, logos, and trademarks in any format or medium whatsoever is prohibited unless approved in writing by the College’s Marketing Department.

07.23.00	SOCIAL MEDIA

The College recognizes the value of social media as a communication and educational platform. The College is committed to maintaining an educational environment that promotes free and open inquiry in all matters and protecting the free speech rights of students, employees and members of the public, while maintaining the order necessary for the College to accomplish its educational mission.

For the purpose of this Policy, social media is defined as any form of online 
publication that allows interactive communication, including but not limited to, social networking sites, blogs and websites. The College has fundamental interests in and expectations for social media use and communications by employees and students that relate to or impact the College, particularly when they are acting in a capacity where they represent Harper College. Pursuant to this Policy, the Board directs the College to establish definitions, rules, guidelines, and procedures for appropriate social media use and communications, considering input from affected College student and/or employee groups. College employees or students who do not comply with this Policy or any such rules, guidelines, or procedures may be subject to disciplinary or corrective action in accordance with applicable contracts, collective bargaining agreements, policy manuals, or handbooks.
