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SECTION | - INTRODUCTION

.0.0000 INTRODUCTION

1.1.0000 INSTITUTIONAL GOVERNANCE

1.0010 BOARD OF TRUSTEES

This is a ten-member board appointed by the Tribal Council consisting of two representatives from
each of the following: the Tribal Council, Tribal Programs, Business and Industry, Students and the
Local Service Agencies. The purpose of the Turtle Mountain Community College Board of Trustees
shall be to advance and promote educational, economic and other opportunities on the Turtle
Mountain Indian Reservation by seeking out and appointing competent Tribal members to serve as
Directors of the College and thereafter to serve as a resource for advice to the aforementioned Board.

1.0020 BOARD OF DIRECTORS

This is a five member elected board which is the policy making body of the Turtle Mountain
Community College. It is charged with the oversight and control of the college and shall have the
legislative responsibility of formulating public policy for community college education in the service
area.

1.2.0000 HISTORY AND ACCREDITATION

2.0010 HISTORY

A growing awareness that more college-educated tribal people were needed to provide necessary
and effective services on the Turtle Mountain Chippewa Reservation led to efforts in the 1960's to
bring college courses to the reservation. Efforts by local Indian citizens for comprehensive, quality,
higher education service, culminated in the application for, and approval of, a charter from the Tribe to
establish the Turtle Mountain Community College in 1972. Funding was sought and gained in terms
of a Higher Education Act- Title Ill, Developing Institutions grant through North Dakota State
University-Bottineau Branch to administer an accredited college program on the Turtle Mountain
Reservation.

The College maintained affiliate relationships with North Dakota State University- Bottineau Branch
from 1973-1979, and with Mayville State College for mutual institutional assistance, to strengthen the
quality and broaden the range of curricular services offered.

As presently organized, course offerings encompass a basic two-year college program of studies
acceptable for transfer, employment oriented one and two-year programs, and vocational offerings in
designated fields.

Turtle Mountain Community College is a member of the American Indian Higher Education

Consortium (AIHEC), which consists of Indian controlled colleges banded together to support mutual
development activities. The college is eligible for services in Resource Development, Curriculum

Development, Research and Data Assistance, Cooperative Education programming and Human

Resource Developme nt , t hrough Al HEC6s devel opment office.
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2.0020 ACCREDITATION

Turtle Mountain Community College is accredited by the Higher Learning Commission of the North
Central Association of Colleges and Schools. The College received initial candidacy for accreditation
in 1978.

In April of 1980, the College received its first biennial visit to review progress and development. As a
result of this visit, Turtle Mountain Community College was granted continued Candidate Status for an
additional two years.

The college received a team of Higher Learning Commission of North Central Association evaluators
for a second biennial visit in April of 1982. Th
continued in Candidate for Accreditation Status at the Associate Degree granting level.

In April of 1984, a team of evaluators visited Turtle Mountain Community College and recommended
Accreditation Status to Turtle Mountain Community College for five years. In August of 1984, the

College was granted full Accreditation status by the Higher Learning Commission of North Central

Association of Colleges and Schools Executive Board. In April of 1989, the college was again visited

by a team of evaluators to determine if continued accreditation should be granted. Members of the

Team concluded that the college met continued accreditation criteria and made this recommendation

to the full Higher Learning Commission. On August 25, 1989, the commission voted to continue

accreditation of Turtle Mountain Community College. In October 1993, Higher Learning Commission

of North Central Association of Colleges and Schools sent a team of evaluators to review our request

for continued accreditation. As a result, the College was granted ten years of accreditation with a

focus visit to occur in the spring of 1996. The focus visit resulted in the College receiving full
accreditation. As a result of t he-28F2000,inVleyd Revi ew
2001, the collegebds El ementary Educatvel.oTheng&tr ogr am
comprehensive visit will occur in the year 2004.

1.3.0000 PHILOSOPHY

3.0010 PHILOSOPHY

Turtle Mountain Community College is a tribal community college with obligations of direct community
service to the Turtle Mountain Chippewa Tribe. Under this unifying principle the college seeks to
maintain, seek out and provide comprehensive higher education services in fields needed for true
Indian self-determination.

THE SEVEN TEACHINGS OF THE ANISHINABE PEOPLE
The philosophical foundation of the college is embedded in the system of values that stem from the
heritage and culture of the Anishinabe people and expressed in the Seven Teachings of the Tribe.

1. To cherish knowledge is to know WISDOM.

2. To know love is to know PEACE.

3. To honor Creation is to have RESPECT.

4. BRAVERY is to face the foe with integrity.

5. HONESTY in facing a situation is to be honorable.

6. HUMILITY is to know yourself as a sacred part of the Creation.
7. TRUTH is to know all of these things.
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1.4.0000 MISSION OBJECTIVES

4.0010 INSTITUTIONAL MISSION STATEMENT

Turtle Mountain Community College is committed to functioning as an autonomous Indian
controlled college on the Turtle Mountain Chippewa Reservation focusing on general studies,
undergraduate education, vocational education, direct scholarly research, and continuous
improvement of student learning. By creating an academic environment in which the cultural and
social heritage of the Turtle Mountain Band of Chippewa is brought to bear throughout the
curriculum, the college establishes an administration, faculty, and student body exerting
leadership within the community and providing service to it.

1.5.0000 INSTITUTIONAL GOALS

5.0010 INSTITUTIONAL GOALS

Tu

01

02.

03.

04.

05.

06.

07.

08.

09

rtle Mountain Community College hereby establishes the following goals:

. A learning environment stressing the application of academic concepts to concrete
problems;

Academic preparation for learning as a life-long process of discovery of knowledge
embedded in the intellectual disciplines and the traditions of the Tribe;

In and out of class opportunities to discover the nature of Indian society, its history, variation,
current and future patterns, needs, and to serve as a contributing member toward its
maintenance and betterment;

A curriculum wherein Indian tribal studies are an integral part of all courses offered as well
as history, values, methods, and culture of the Western society;

Continuous assessment of institutional programs and student academic achievement for the
purpose of continuous improvement of student learning;

Baccalaureate, Associate of Arts, Associate of Science, Associate of Applied Science
degrees and certificate programs of study;

Cooperation with locally Indian-owned businesses and stimulation of economic development
for the service area;

Continued independent accreditation; and

. Community service and leadership.

1.6.0000 GOVERNMENT AND ORGANIZATIONAL STRUCTURE

6.0010 MODEL OF EXTERNAL AND INTERNAL ADMINISTRATION

6.0020 DESCRIPTION OF CHART ITEMS
.01 BOARD OF TRUSTEES - This is a ten member board appointed by the Tribal Council

consisting of two representatives from each of the following groups: Tribal Council, Tribal
Programs, Business and Industry, Students and Local Service Agencies. Its purpose is to
advance and promote educational opportunities on the Turtle Mountain Indian Reservation
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by seeking out and appointing competent tribal members to serve as resources to the
board.

.02 BOARD OF DIRECTORS - This is a five member elected board. The members form the
policy making body of the Turtle Mountain Community College. It is charged with the
oversight and control of the college and shall have the legislative responsibility of
formulating public policy for community college education in the service area.

.03 PRESIDENT - The President implements policies decided on by the Board; is responsible
for coordinating practices consonant with Board policy decision; and is the representative of
the staff, students, and other administrative officers.

.04 VICE-PRESIDENT - This position is under the direct supervision of the President. The Vice-
President assists the President in carrying out the institutions policies; and is responsible for
supervising and coordinating special projects and initiatives for the college.

.05 COMPTROLLER - The Comptroller is the chief financial officer of the institution with
responsibility for all fiscal policies as well as supervisory responsibility for business office
staff. The Comptroller is under the direct supervision of the President.

1.7.0000 COMMITTEES

7.0010 LONG RANGE PLANNING AND SELF-STUDY COMMITTEES

.01 MISSION AND GOALS COMMITTEE i The institution has clear and publicly stated
purposes consistent with its mission and appropriate to an institution of higher education.

.02 INSTITUTIONAL EFFECTIVENESS COMMITTEE T The institution has effectively organized
the human, financial, and physical resources necessary to accomplish its purposes.

.03 EDUCATIONAL PURPOSES COMMITTEE i The institution is accomplishing its educational
and other purposes.

.04 FINANCIAL RESOURCES COMMITTEE 1 The institution can continue to accomplish its
purposes and strengthen its educational effectiveness.

.05 INSTITUTIONAL RELATIONSHIPS COMMITTEE i The institution demonstrates integrity in
its practices and relationships.

.06 ASSESSMENT SUPPORT STRUCTURES COMMITTEE i The institution demonstrates
collective/shared values in the assessment of student academic achievement.

7.0020 INSTITUTIONAL COMMITTEES

Turtle Mountain Community College has developed a committee approach to addressing areas of

concern, developing needed policies and acting as a review board for various areas of the College.

Committee membership has also proven to be beneficial to the staff. In many cases, this process has

provided the setting for the staff to learn about different areas and facets of the college. In addition,

this process provides the opportunity for the staff to have input into the total operation of the college.

The committees that are currently functioning are the following:Pr e si dent 6s Admi ni str a
Recruitment Committee, Academic Affairs Committece
Development, Admissions and Financial Aid Committee, Faculty Committee, Special Review

Committee, and Peer Review Committee.

.O1LPRESI DENT®6S ADMI NI STRAT I ™&ch&de bfithis Tommiiee is to assist
the president in the budgetary and decision-making processes encompassing the entire
college. The committee will review funding and program proposals before they are

1-4
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submitted to the appropriate agencies. Personnel matters will also be a consideration for
the committee.

.02 RECRUITMENT COMMITTEE - This committee has a responsibility to develop and monitor
all recruitment activities which include the following: (1) develop a recruitment plan, (2)
review all recruitment publications, (3) develop a visitation calendar, (4) plan on-campus
recruiting visitations, (5) prepare and present recruitment budget.

.03 ACADEMIC STANDARDS COMMITTEE - This committee will have responsibility for the
following areas: (1) academic programs, (2) curriculum development, (3) new courses and
course changes, (4) academic standards, (5) probation and suspension, (6) academic
bankruptcy, (7) guidance for Dean of Academic Programs when requested.

.04 SUPERVI SORG6 S C O MMisTommikee is to provide the setting for members to
share ideas and seek guidance in problem solving in their areas of supervision. This
commi ttee will make program and personnel reco
Administrative Committee.

.05 EVALUATION DEVELOPMENT COMMITTEE - The charge of this committee is to develop
and recommend to the Presidentds Administratiyv
procedures. This will result in a formal evaluation program for all the employees of Turtle
Mountain Community College.

.06 ADMISSIONS AND FINANCIAL AID COMMITTEE - This committee will be responsible for
the following areas: (1) Admissions Appeal Panel, (2) Financial Aid Appeal Panel. The
committee members will approve admission policies and financial aid policies and
procedures.

.07 FACULTY COMMITTEE - This committee is made up of all full-time college faculty. Its
purpose will be to discuss matters that deal strictly with instruction. The committee
meetings will strengthen camaraderie among faculty and will be a time to share new ideas
and methods. During the first month of the academic year, a coordinator for the Faculty
Committee will be selected by the faculty.

.08 SPECIAL REVIEW COMMITTEE-The Pr esi dent 6Gomwitemwilhsergetasaat i v e
Special Review Committee. The function of this committee will be to accept information
from the Academic Standards Committee, evaluate the information and make
recommendations regarding action toward members of the student body to the President of
the College. The President will then make recommendations to the Board.

.09 SCHOLARSHIP COMMITTEE T The scholarship committee will review scholarship
applications, for other than Title IV PELL and College Work Study, and determine who will
receive those scholarships that do not have someone named as the recipient by the
benefactor /grantor. If an individual is named and is not enrolled, they will select a new
awardee, where allowed and appropriate.

.10 ASSESSMENT COMMITTEE: - This committee directs and organizes assessment of
student learning, reviews and evaluates all assessment instruments and results, ensures
that the results of assessment are used to improve student learning and continually
improves and updates the assessment process.
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I\V0.0000 FISCAL MANAGEMENT

[V.1.0000 INTRODUCTION

This manual contains the fiscal policies of the Turtle Mountain Community College Board of Directors,
hereafter referred to as the Board. Policy development is a continuous process and, therefore, is never
complete. New situations and issues give rise to the continuing need to develop new policies or revise
existing ones. This is why the Board employs the loose leaf format for this manual.

The Turtle Mountain Community College, hereafter referred to as the College operates according to
policies established by the Board of Directors. The Board, which represents the best interest of the
community, develops policies in accordance with federal regulations and the college administration
implements them through specific regulations and procedures. The Board periodically appraises the
effects of its policies and makes revisions as necessatry.

In the interest of harmony, efficiency, uniformity of interpretation, coordination of effect, and in fairness
to all concerned, the Board makes this manual available to all who are affected by its policies. One
copy shall remain on file in the administrative offices at all times.

Copies of this manual will be made available to the Board of Trustees and the Board of Directors. The
manual can be viewed on-line at www.tm.edu. Each employee or department is responsible for
downloading the most up-to-date version of the policy manual.

IV.2.0000 FISCAL MANAGEMENT

2.0010 GOALS

As trustee of Institutional, Tribal, State, and Federal funds designated as educational support,
the fiscal office has the responsibility to protect all funds and to use them prudently. The fiscal
office also recognizes that the quality and quantity of learning programs are related to both the
amount of funding provided and the effective and efficient management of those funds.
Therefore, the fiscal office seeks to achieve the following fiscal management goals:

.01 To provide a level of funding which supports quality education for the students.
.02 To use the best available techniques for budget development and management.

.03 To provide timely and appropriate information to all staff members who have fiscal
management responsibilities.

.04 To establish efficient procedures for accounting purchasing, paying vendors and personnel,
and all other areas of fiscal management.

.05 To assure that funds are expended for the purpose for which they were budgeted.

.06 To provide a complete and accurate accounting to all funding agencies as to the expenditure
of awarded funds.
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IV.3.0000 BUDGET ADMINISTRATION

3.0005 BUDGET COMMITTEE

The Budget Committee shall be comprised of the President, the Comptroller and others appointed by
the President. The committee is responsible for timely preparation of all Program Budgets including
indirect cost funding for presentation to the Board. Upon approval by the Board, the Committee is
responsible for proper submission and negotiation of the program budgets with the designated funding
agencies.

3.0010 BUDGET CHANGES AND AUTHORIZATIONS

Budget changes will be held to a minimum during the fiscal year to assure effective control over the
expenses of the College. The College President is authorized to sign budget and budget change
documents.

3.0020 FUNDING SOURCES

Budgets will be prepared upon the availability of funds from, but not limited to, the following sources:

Bureau of Indian Affairs

Department of Education

Department of Health and Human Services
National Science Foundation

Turtle Mountain Band of Chippewa Indians
Tuition Fees

Other

3.0030 BUDGET REPORTS

Operating statements showing comparisons of budget with actual expenditures shall be prepared by
the Comptroller each month and submitted to the President and the Sponsored Programs Officer for
review within the first ten days of the subsequent month. The Comptroller shall submit quarterly
reports to the Board at the quarterly all day meetings.

IV.4.0000 PROGRAM PERFORMANCE

The Sponsored Programs Officer shall monitor the performance of all programs administered by the
College in conjunction with the project director and the fiscal office. Periodic reviews of each program
will be performed to assure that time schedules are being met and performance goals are being
achieved.

The President shall be responsible for the publication of an annual report reflecting the performance of
all College activities taken as a whole.

IV.5.0000 ACCOUNTING REQUIREMENTS

5.0010 FISCAL YEAR

The Coll egebds fiscal year shall be July 1 to June
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5.0020 DOCUMENTATION

Adequate documentation in accordance with the Code of Federal Regulations is to be maintained to
support all financial transactions recorded in the accounting records. Expenses disallowed under
federal contracts are to be identified and paid from non-federal funds. Supporting documents shall be
retained in an orderly fashion. Journals, ledgers, subsidiary records, and un--issued checks are to be
properly safeguarded by the accounting office and locked up after business hours.

5.0021 MATCHING FUNDS

When funds are needed for matching requirements, the source of these funds shall be identified in
order to leave an audit trail prior to the submission of the grant application. This identification shall
include:
1.) The pertinent portion of regulations that allow the funds to be used for such purposes.
2.) A clear explanation of the transaction shall be given; for instance, if the matching funds
have not arrived on a timely basis, this shall be recorded.
3.) All matching funds must be in place prior to starting the project. Some grantors require
that the granteebés funds be used first.

A project code shall be assigned for all matching funds used for a specific project.
5.0030 ACCOUNTING RECORDS

Accounting records for grant awards shall be maintained based on the beginning and ending dates of
the award. All accounting records are to be maintained in accordance with generally accepted
accounting principles and in compliance with federal agencies. The budget and accounting systems
are compatible and should be maintained accordingly. A double entry bookkeeping system is to be
used. The books are to be kept current and shall provide for the consistent identification of all costs. A
chart of accounts providing identification of all budget line items shall be established.

5.0035 JOURNAL ENTRIES

The college shall maintain an accurate system for making journal entries. The system shall have the
following features:

.01 A distinct number shall be generated for each journal entry

.02 The journal entry shall be made on the prescribed form and shall be approved and posted

by the Accounting Supervisor. Entries made by the Accounting Supervisor shall be
approved by the Comptroller.

.03 Documentation supporting journal entries shall be attached to the journal entry form.

5.0040 ANNUAL AUDIT

An annual audit will be performed by a certified public accountant. The audit report shall serve as a
final report to the funding agencies and as a management tool for the Board and its committees.

5.0045 UNRECOVERABLE TUITION / FEES AND BAD DEBTS

The comptroller shall submit a list of potential un-collectable tuition/fees and/or bad debt write-offs to
the Board for approval before the un-collectable tuition/fees and/or bad debt write off transaction is
actually made. This system shall provide a consistent identification of accounts receivable.

.01 Guidelines for identifying potential uncollectible tuition and fees write offs will be based on the
financial assistance received by the student.

V-3
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.02 Write offs of bad debts due to unpaid tuition and fees will be as follows:

a. Indian students enrolled in federally recognized tribes that are unable to obtain financial
funding.

b. Non Indian students to include descendents who are unable to obtain financial funding.
See V.19.0010.02 Institutional Tuition Waiver of Personnel Policy Manual

.03 Guidelines for identifying potential bad debt write offs will be based on board action. See Appendix
IV-1.

.04 Write off of other bad debts will be by Board action

5.0046 DEPRECIATION OF EQUIPMENT

.01 Property and equipment is purchased or constructed is stated at cost. Donated property and
equipment is stated at fair market value at the date of donation.

.02 Additions, capital improvements and betterments are capitalized, whereas expenditures for
maintenance and repairs are charged to an expense.

.03 Only capitalized assets are depreciated as defined in the Property Management Section of this
manual.

.04 Depreciation of property is computed on the straight-line method over the following estimated

useful lives:
Building and land improvements 20 Years
Machinery and equipment 5-20 years
Vehicles 8-20 Years

5.0047 LOST OR STOLEN EQUIPMENT

Lost or stolen capitalized equipment shall be entered as a write off in the plant fund.

5.0050 RECORD RETENTION

Financial records, supporting documents, and all other records pertinent to federal awards shall be
retained for a period of three years after the award end, with the following qualifications.

.01 If any litigation, claim, or federal audit is started before the expiration of the 3-year period, the

records shall be retained until all litigations, claims, or audit findings involving the records have
been resolved.

.02 Records for nonexpendable property acquired with Federal funds shall be retained for three years
after its final disposition.

.03 Current accounting records are to be maintained in the business and fiscal offices. Records

acquired in the prior two years to the current period are to be retained in the college vault or other
authorized storage area.
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5.0060 CASH DEPOSITORIES

In accordance with the Office of Management and Budget requirements all monies advanced to the
College which is subject to the control or regulation of federal agencies must be deposited in a bank
with Federal Deposit Insurance Corporation (FDIC) coverage and the balance exceeding the FDIC
coverage must be collaterally secured. Separate bank accounts will be maintained when required by
the granting agencies.

The College will select a commercial bank to receive direct deposit/wire transfers drawn from grantors.

5.0070 LETTERS-OF-CREDIT
.01 When a letter-of-credit is received it is notification that funds are available to be drawn.

.02 The College will submit properly completed payment vouchers to the appropriate Federal
agencies.

5.0075 DIRECT DEPOSITS

.01 Payroll i direct deposits to employees checking or savings accounts will be made only after the
employee submits the completed direct deposit form along with a voided check and will remain in
effect until the employee submits a request in writing to have it stopped.

.02 Draw Downs i The business office will complete and submit the appropriate direct deposit form
received from the grantor to the appropriate address indicated on the form.

5.0080 SAFEGUARDING OF FUNDS

Safeguarding funds is the responsibility of the Comptroller or designated Fiscal Office Personnel. All
funds received by the College shall be properly recorded and deposited in the appropriate bank
account at least semi-weekly or when deemed appropriate. Checks and cash which remain un-
deposited should be properly safeguarded and locked in the vault after business hours.

5.0090 BANK ACCOUNTS

Proper segregation of duties shall be maintained. The bank reconciliation shall be assigned to an
Accountant who is not involved in the daily transactions.

.01 The transfer of funds, except for the general fund, between federal programs is specifically
prohibited. Sums appropriated for the various line items per federal grants and contracts shall be
applied solely to the objects for which they are specifically made.

.02 All cash receipts (cash, checks, money orders, etc.) will be receipted by a computerized accounting
software program that generates a numbered receipt except cash received through direct deposit.
When cash deposits are made the deposit total will equal the total receipts generated by the
accounting software program for the period covered by the deposit.

.03 Direct deposits are recorded by using a general journal entry supported by the drawdown request
or supporting documents and the bank statement

.04 All expenditures will be supported by a Purchase Requisition and the appropriate supporting
documentation.
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.05 All income including investment and interest income shall be reported to the board quarterly or
upon request of the Board.

5.0100 CHECKS AND CHECK SIGNERS
All disbursements shall be made by pre-numbered checks.
.01 All checks shall require two signatures. Authorized check signers include the Chairperson of the
Board of Trustees, the Chairperson and one other member of the Board of Directors, the

President and three other administrators appointed by the Board of Directors. Signing checks in
advance of approval and the practice of drawing checks to cash are prohibited.

.02 Check signers and business office personnel shall be bonded for at least $25,000.

.03 A list of checks outstanding ninety days or longer shall be prepared monthly by the Accountant.
The list shall be reviewed by the Comptroller for determination of actions to be taken.

. 04 nfvtoerd 20 dayso shall be printed on the check

5.0110 CHECK VOIDING

When checks are voided before being distributed,
placed on the front of the check. The voided check shall then be placed on file in a voided check file.

5.0120 PETTY CASH

The cash on hand plus the petty cash expense receipts shall always equal $150.00 for South campus
and $400.00 for North Campus. Petty cash shall be utilized primarily for maintenance and custodial
purposes. At the end of the current month, a petty cash expenditure report shall be prepared and the
petty cash account shall be replenished based on actual receipts. The library will maintain $20.00 petty
cash fund in order to provide change to students who need to use the copy machine located in the
library. The Comptroller or his designee is responsible for oversight of petty cash accounts.

5.0130 BANK RECONCILATION

Bank statements shall be reconciled against the general ledger cash monthly

5.0140 FINANCIAL AID DISBURSEMENTS

.01 Once Financial Aid office transfers awards to the business office module, the Accountant post
awards to the Student Accounts Receivable, a check is written for the balance after tuition and
fees are withheld for payment.

.02 When the checks are written the Director of Financial Aid or Financial Aid Officer will verify the
amounts and initial each check.

5.0150 SPONSORSHIPS

Turtle Mountain Community College does not give donations to individuals. However sponsorships to
organizations may be considered by the Board.

IV -6
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IV.6.0000 METHODS OF PROCURRMENT

6.0010 SMALL PURCHASE METHOD
.01 These are purchases of services, supplies, or other proper that do not exceed the cost of the
simplified acquisition threshold.

.02 The requestor should acquire a price or rate quote from an adequate humber of sources

6.0020 SEALED BID
All contracts shall require a minimum of three bids when ever possible. Selection will be made taking
into consideration the quality of materials or services desired and their contribution to program goals
and shall conform to Tribal Ordinances. However, the Board shall reserve the right to reject any and or
all bids and to accept that bid which appears to be in the best interest of the College.
01 Sealed bid method is considered feasible for construction if all of the following are met
a. A complete and realistic job description can be produced
b. Two or more responsible bidders are available and will to provide a bid
c. The procurement lends itself to a fixed price contract
.02 When bid procedures are used for construction, advertisements will be made according to grant
requirements and specifications and bid forms will be mailed to the approved bidders.
.03 Bid other than construction

In addition, suppliers and contractors shall be invited to have their name placed on mailing lists to
receive invitations to bid. When specifications are prepared, they shall be mailed to all suppliers
and contractors who have indicated an interest to bid.

.04 The bidder to whom an award is made may be required to enter into a written contract with the
College.

6.0030 COMPETITIVE PROPOSALS

This method will be used when sealed bid method is not feasible. The requestor obtains prices from
more than one provider.

.01 If this method is used then the following applies

a. Reqguest for proposal must be publicized, identify all factors requested, and be provided to
an adequate number of vendors

b. The award will be given to the proposal that is the most advantageous to the program,
with the price and other factors considered.

6.0040 NONCOMPETITIVE PROPOSALS
Solicitation for proposals is from only one source or competition is considers inadequate

.01 This method is only allowed if the other three methods are infeasible and one of the following apply

a. Itemis available from only one source or

b. Item is public emergency and time does not allow for solicitation process or
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c. The Board of Directors authorized noncompetitive proposals or

d. After solicitation, competition is determined inadequate

6.0050 TEN PERCENT WITHHOLDING

The final ten percent of payments on construction agreements or contracts shall be held until the entire
transaction is complete and satisfactory.

6.0060 CONSULTANT SERVICES

The president/project directors/department heads may contract for consultant services as long as such
services do not exceed federal guidelines.

6.0070 SUSPENSION AND DEPARMENT

The following web site shall be check for suspended or debarred companies www.arnet.gov/epls. The
page shall be printed to be used as documentation that the company awarded the contract, bid, or
proposal is not suspended or debarred.

IV.7.0000 PURCHASING / PURCHASING AUTHORITY

7.0010 CONTROL OF OBLIGATIONS

The President, assisted by the Comptroller and Program Directors/ Coordinators, is responsible to the
Board for the acquisition of goods and services for College programs, in accordance with approved
budgets.

.01 All purchases made by the College are to be made through the use of purchase requisitions and
purchase orders with the exception of small miscellaneous expenses (petty cash purchases), and
payroll disbursements. Replenish of petty cash requires a purchase requisition and receipts.
Requisitions are to include a complete description of goods or services to be obtained and the
name and address of vendor to be solicited. The requisitions are to be signed according to TMCC
purchase request procedure and by the President. Approved purchase requisitions initiate the
preparation of purchase orders by the Accountant.

A project code will be assigned to all capital projects and capital equipment

.02 Purchase Orders i Purchase orders shall be issued in compliance with the program budgets
(contracts). If a proposed purchase is not authorized in the budget, it must be justified by a memo
attached to the purchase order.

.03 Credit Cards -- Purchases made from vendors who do not accept purchase orders may be made
using the collegebs credit card with prior appr

7.0020 ACQUISITION GUIDELINES

Purchases will be handled as follows except in cases of emergency when delay would cause
irreparable damage or harm to employees, students, visitors, or assets.

COST PER PROCEDURE
VENDOR
$0 -%$19,999.99 Routine disbursement
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$ 20,000 & over The Procurement Section of this policy manual will
be followed for these purchases. When written bids
required from two or more firms they are to be
opened publicly at the time indicated by bid request.
Tabulations, evaluations, and order placements will
be made under the supervision of the Board. Under
special circumstances bids may not be requested
and bargaining or negotiating over the terms or
prices of a purchase may be implemented when
necessary for the best interest of the College under
the direction of the Board.

Textbook Ordering Textbooks should be ordered through the Central
Supply Office/Bookstore using approved forms at
least six weeks prior to the beginning of the next
semester. Any direct orders for texts that bypass
the Central Supply Office/Bookstore should have
prior administrative approval. Textbooks will be
ordered, whenever feasible, directly from publishers
in accordance with the approved curriculum
textbook.

Construction All construction/renovation will be approved by the
Board.

7.0030 APPROVAL LIMITATIONS
.01 The President shall have the authority to approve purchase requisitions of $19,999.99 or less.
.02 All purchase requisitions exceeding $19,999.99 from a single vendor must have Board approval.
Except for the following:
a. All payroll transfers
b. Monthly utilities
c. Payments to subcontractors, other than construction, as budgeted in the grants

.03 The board shall approve the entire project or cost prior to payment. When a project or a payment
schedule is approved by the board subsequent payments do not need to be approved by the board
unless it is a renewal or a change order.

.04 In the event that a purchase requisition was approved for less than $20,000 but is invoiced for
more than $20,000, the purchase requisition and invoice shall be brought to the board for
additional approval prior to payment when the purchase fits under the guidelines for board
approval.

.05 When a requisition is approved with a payment schedule, each payment does not have to be
approved by the board.

7.0035 PURCHASE/PAYMENT REQUISITIONS

.01 Purchase/payment Requisition forms shall be obtained from the Fiscal Office. The completed
purchase/payment requisition form is submitted to the department supervisor for approval who in
turn will submit the purchase requisition to the fiscal office for final approval two weeks prior to the
date the item is desired. (See Appendix A-1V.2)

.02 The Accountant reviews purchase requisitions for completeness and then stamps the date and
time of receipt.

V-9
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.03 Approvals by the department supervisor and president shall be obtained before further disposition
of Purchase Requisition forms.

.04 The comptroller shall review the purchase requisition, and forward them to the accountant for
processing.

.05 The accountant shall then determine if the item should be a purchase order or an immediate
check. All purchase requisitions/purchase order should be attached to the check when the
transaction is complete

.06 The purchase requisitions for classroom textbooks shall be signed by the Bookstore Manager, the
Academic Dean, and the Comptroller. The signature of the President shall not be required.

7.0040 PURCHASE ORDER FORMS

.01 The purchase orders should be printed in two (2) copies. The original shall be mailed or faxed to
the vendor and one copy shall be retained in an alphabetical file to reconcile with the goods
received.

.02 Voided purchase orders shall be properly defaced and retained to aid in accounting for all purchase
orders

7.0050 UNAUTHORIZED ORDERS

Any purchase made without proper approval will subject the purchaser to an obligation to reimburse
the College or pay for the purchase.

7.0060 PURCHASE ORDER SIGNER

The purchase order must be signed by the Accountant.

7.0070 VOCATIONAL REHABILITATION REQUISTIONS

Purchase/Payment requisitions for the Vocational Rehabilitation Project need only be signed by the
Vocational Rehabilitation Project Director and the Comptroller.

.01 Check disbursements for the Vocational Rehabilitation Project:
(1) Fiscal office personnel places in envelope,
(2) Checks will be distributed by the Vocational Rehabilitation Project Director/Staff,

(3) Each evening all undelivered checks are to be locked in the vault.

7.0080 PACKING SLIPS

When goods arrive the Inventory Officer is responsible for reviewing each order and for notifying the
order department for pick-up. The packing slip is then traced to the original purchase order to
ascertain the receipt of goods. Al'l purchase
designate the receipt of goods.

IV-10
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7.0090 ACCOUNTS PAYABLE SYSTEM
An adequate accounts payable system shall be used. Invoices are to be compared with purchase

orders, computations verified, partial payments

originally charged program.

.01 When an invoice is submitted for more than $100.00 of the approved purchase with the exception

of shipping and handling charges then the accountant shall present the purchase requisition
along with invoice to the comptroller to bring to the president for additional approval.

.02 In the event that a purchase requisition was approved for less than $20,000 but is invoiced for
more than $20,000, the purchase requisition and invoice shall be brought to the board for
additional approval prior to payment when the purchase fits under the guidelines for board
approval.

7.0091 PAYMENT OF ACCOUNT PAYABLES

Invoices are to be compared with purchase orders, computations verified, partial payments noted, and

n

accounts credited with credit memods to originall

7.0100 GENERAL POLICIES

Employees and Board members shall acquire goods and services by following the purchase
procedures set forth in Section 7. Employees and Board members are prohibited from obtaining
goods and services on behalf of the College without prior approval.

At no time shall a student incur expenses on behalf of the College.

See Board of Directors Policy Manual for the conflict of interest policy

IV.8.0000 TRAVEL
This policy pertains to all employees, Board members, and students or anyone traveling at the
coll egeds expense.

8.0005 TRAVEL ADVANCE LOANS
Travel advance loans shall be set up as accounts receivable rather than an expense account when

paid. After the individual files a travel-expense statement, the travel advance loan shall be expensed

along with any additional payments due the individual.

8.0010 TRAVEL APPROVAL
Each travel authorization must be approved for each employee, student, or anyone traveling at the

collegedbs expense by the Travel committee and
travel is authorized there must be available funds in the budget. The travel committee will consist of

five members appointed by the Chairman of the Board of Directors. Travel committees will be re-
appointed annually. All travel for Board members must be approved by their respective board and
signed by the Board Chairman.

8.0020 TRAVEL EXPENDITURES
.01 Mileage payments requested and properly authorized on the proper form, will be made to

empl oyees, students, Board members and ae@igone
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at the rate specified in the Federal Register whenever a personal auto is used to conduct college
business. New rate will be effective the first day of the month following the receipt of the Federal
Register in the Business Office. Mileage will be based upon an approved mileage chart or an
odometer reading from home or the College, whichever is appropriate.

.02 When more than one person is traveling on behalf of the college in the same personal automobile,
mileage will be allowed only for the owner of the vehicle.

.03 When on college business, per diem may be claimed for meals by a staff member, board member
or anyone else traveling at the expense of the college. Rates will be according to the Federal
Register. New rate will be effective the day following the date of notification of the change of
Federal Register.

.04 The authorized meal rate in the Federal Register will be allowed. Receipts are not required, but the
traveler must disclose the date and time of departure and return.

Breakdown
Breakfast 20% of rate
Lunch 32% of rate
Dinner 48% of rate

See 8.0080 for meals allowed based on time of departure and time of arrival.

.05 When a meal is provided at extra cost (over and above the registration cost) meal allowance will
not be allowed for that meal.

8.0030 LODGING

Actual expenditures will be paid for overnight lodging. Practicality of the expense shall always be taken
into consideration. Lodging receipts must be submitted with travel expense statement for
reimbursement. The college is only responsible for room and taxes.

8.0040 OTHER COSTS

Registration costs and memberships will be allowed if approved in advance by the President and
immediate supervisor

8.0050 RESERVATIONS

Whenever possible, lodging reservations should be made in advance and approved by the fiscal office.
Airline reservations can be made by the employee or fiscal office upon request after obtaining the
signed purchase order. The employee will be reimbursed at actual cost for plane fare if paid on their
own with prior approval. If the traveler chooses to drive instead of flying, mileage allowed will be based
on the lesser of the two.

8.0060 TRAVEL IN HIGH-COST AREAS

When traveling to high-cost cities expense allowance may be increased to compensate for the higher
travel costs. The increase shall not exceed the Federal guidelines for travel allowances made for each
high-cost city. An allowance for ground transportation shall be made, not to exceed $25.00 per day in
Washington, DC and New York City areas and $10.00 per day in all other areas. Receipts for anything

over that amount shall be required for reimbursement. Reimbursement will be based on either the daily
rate or receipts.
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8.0070 TRAVEL OF 24 HOURS OR LESS
Per Diem shall not be allowed for travel commencing and terminating on the same calendar day.

8.0080 TRAVEL OF 24 HOURS OR MORE

In computing the per diem for continuous travel of more than 24 hours, the calendar day shall be the
unit. For travel beginning before 8:00 a.m. a breakfast allowance may be claimed. For travel
commencing before 10:00 a.m. or ending after 2:00 p.m. a lunch allowance may be made. For travel
terminating after 6:00 p.m. a dinner allowance may be made.

8.0090 LOCAL TRAVEL

Employee should use the college vehicle when traveling locally for the performance of their official
duties. If an employee chooses not to use the college vehicle, mileage reimbursement will not be
allowed. Employees may be authorized to claim local travel prior to the trip by the President. When
the employee receives authorization, he/she must complete the local mileage expense statement and
submit it along with a purchase requisition form.

8.0100 METHODS OF TRAVEL

An employee, student, Board member or anyone else traveling on behalf of the college may travel by
airplane, bus, or automobile. The President shall determine the mode of travel based on the time
element and destination.

.01 Airplane, the purchase of first class tickets is prohibited, air coach will be utilized.
.02 Bus, will be utilized when economical.

.03 Automobile, when automobile is used, reimbursement will be limited to the lower cost of either 14
day advance coach fare or mileage. See 8.0020.01 for rates paid.

.04 Train, will be utilized when economical.

8.0110 TRAVEL LOANS

Employees authorized to travel at institutional expense may request a travel loan. When a deposit is
required for reservations, the amount of that deposit may be paid by the college in advance.

.01 Travelers may receive an advance payment not to exceed 80% of estimated travel expense for
travel of three days or less. If travel is for more than four (4) days, they may receive 90% of
estimated travel expenses. Direct fixed expenses such as mileage, airline tickets, registrations,
memberships, and materials needed for meetings may be excluded when calculating a travel
advance. This advance shall be considered a loan from the College to the individual.

.02 All requests for travel loans must have prior approval of the President or Board Chairman. Before
travel arrangements and approvals have been made, the individual must complete a
Purchase/Travel Requisition form and present it to the fiscal office five working days before the
check is required, except in cases of emergency.

IV-13



SECTION IV 8 FISCAL MANAGEMENT

8.0120 FILING OF CLAIM

.01 Upon return from authorized travel, the traveler shall submit a Travel Expense Statement with the
fiscal office within five business days. This report, itemizing actual and necessary expense must
be typewritten or in ink.

.02 Receipts for lodging and transportation must be attached to the expense report.
.03 Failure to attach receipts will prohibit the traveler from collecting reimbursement.

.04 Any unused portion of an advanced allowance shall be remitted to the fiscal office within one week
of return. If the employee fails to submit payment within one week, payment will be deducted from
their next payroll check.

.05 Failures to complete travel expense statements within two weeks could prevent a traveler from
receiving future travel loans and will cause the entire amount of the loan to be deducted from their
next payroll check.

IV.9.0000 PROPERTY MANAGEMENT

9.0010 NON-EXPENDABLE PERSONAL PROPERTY

All non-expendable personal property having a useful life of more than one year and an acquisition

cost of $5,000 or more shallberefer r ed t o as ACAPI TALI ZED EQUI PMENT «
Al'l other equipment s€LAPI THhel ZEDe EQ&Ud PMENTS® ANON S
capitalized. Both categories of equipment will be recorded in the property and supply records

(capitalized equipment will be tagged with bar coded tags and non-capitalized equipment will be tagged

with numbered tags, (non-bar coded) in addition to the accounting records.

.01 The Inventory Officer shall tag all equipment with a tag showing the identification number assigned
to each property item.

.02 Property records shall be maintained accurately and shall include:
(1) A description of the property

(2) Manufacturerods seri al number, model number
number.

(3) Source of the property including grant or other agreement number.
(4) Whether title vests in the College or the Federal Government
(5) Acquisition date.

(6) Percentage (at the end of the budget year) of Federal participation in the cost of the project or
program for which the property was acquired.

(7) Location, use, and condition of the property and the date the information was reported.
(8) Unit acquisition cost.

(9) Date of disposal and sales price or the method used to determine current fair market value
where the College compensates the Federal agency for its share.

.03 A physical inventory of all capitalized equipment shall be performed at least once every two years,
preferably at the end of the spring semester. The results shall be reconciled with the accounting
and property and supply records. Any differences between quantities determined by the physical
inspection and those shown in the accounting records shall be investigated to determine the cause
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of the difference. The College shall verify the existence, current utilization, and continued need for
the property.

This policy is in compliance with EDGAR, 34 CFR parts 74.34 and 80.32.

.04 Under no circumstances can the college owned vehicles or equipment be used for personal
purposes.

9.0020 LAND, BUILDINGS, BUILDING IMPROVEMENTS

All real property, including land, land improvements, structures and appurtenances thereto, excluding
moveable machinery and equipment, shall be capitalized. Such expenditures shall be recorded in the
accounting records. Subsidiary records shall be maintained to show the detailed accumulation of real
property acquisitions.

9.0030 SUPPLIES AND MATERIALS

All items not considered equipment shall be classified as supplies or materials. Supplies, materials,
etc. may be purchased according to program contracts and budgets, or as considered necessary for
the operation and administration of the College programs. The purchase requisition process must be
followed.

9.0040 TELEPHONE USAGE

Before long distance calls can be made, permission must be granted by the President or Comptroller.
All long distance calls must be for college business. Periodically, the calls made will be reviewed. The
switchboard operator shall log the date, phone number, recipient, the purpose of the call and hame of
the staff member placing the call. If staff abuse the long distance calls, they will be required to
reimburse the college for all costs incurred.

9.0050 OFFICES AND KEYS

Keys are made available for Staff who needs them. Use of College Offices for private business
activities should be strictly limited. Faculty members are obliged to lock and secure their own office
belongings. The College is not responsible for personal items that are missing or stolen.

9.0060 SALE OF PROPERTY AND EQUIPMENT

For property and equipment with a fair market value of less than $1,000 advertisements for bids shall
include TMCC website, KEYA Exchange, Email to all users and word of mouth.

For property and equipment with a fair market value of more than $1,000 advertisements for bids shall
include the local papers, TMCC website, KEYA Exchange, Email to all users and word of mouth.

IV.10.000 PERSONNEL POLICIES

For detail on the HOLIDAYS AND PAYROLL SCHEDULE and other personnel policies, see the
Personnel Policy Manual.
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IV.11.0000 BOARD/COMMITTEE MEETING

11.0010 MEETING EXPENSE

Members of the Board of Trustees and Board of Directors will be allowed a meeting expense of
$50.00 per meeting when attending a regular or special board meeting and $100 per meeting when
attending an all day quarterly or special all day meetings. There must be a quorum in order for a
payment to be made. The Secretary of the Board shall be paid a meeting expense payment of
$100.00 per month and $50.00 per special meeting unless other payment arrangements are pre-
approved. Regular Board meeting that last longer than 3 hours will be considered an all day
meeting.

.01 Members who enter a meeting that is already in session will be paid as follows:

1 | Meeting less than ¥2 completed Full pay

2 | Meeting is more than ¥2 completed, 4 the authorized
but less than % completed amount

lw

Meeting more than % completed Y4 pay

.02 Members who leave a meeting before the meeting is adjourned will be paid as follows:

1 | Meeting less than ¥2 completed Y pay

2 | Meeting is more than ¥2 completed, 4 the authorized
but less than % completed amount

3 | Meeting more than % completed Full pay

Time is based on when the meeting is called to order and when the meeting is adjourned. The
Board Secretary will enter the time the meeting was called to order, when it was adjourned, and
when any Board member enters or leaves the meeting into the minutes.

.03 The above allowances will be paid when Board Secretary submits the purchase requisitions.

.04 Any deviation from this policy will be board action at the next regular meeting.

11.0020 OTHER BOARD EXPENSES

Any expenditure in excess of $200.00 expended on behalf of the Board as a donation must be
approved by a majority affirmative vote of the Board.

IV.12.0000 FINANCIAL REPORTS AND STATEMENTS

12.0010 BOARD OF DIRECTORS

The Board shall receive financial statements showing the financial position of each quarter as of the
last day of the preceding period. Such statements will reflect budgeted, actual, and variance
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amounts. Operating statements shall disclose expenditures for the current quarter as well as
accumulative expenditures to end of the current quarter.

The financial statements shall be prepared by the Comptroller each quarter and submitted to the
President for review within the first ten days of the subsequent period. The Comptroller shall then
submit the reports to the Board at the quarterly meeting.

12.0020 FEDERAL AGENCY

Monthly, quarterly, and year-end reports will be completed by the business office personnel, signed by
the Comptroller and be promptly submitted to the federal funding agencies as required by the contract
or agreement.

.01 Time and Effort Reporting

Ti me and effort reporting is required under the
A-87. Accordingly all Turtle Mountain Community College employees are required to submit Time

and Effort reports through their supervisor to the Sponsored Programs Office where a file will be

maintained. There reports will be submitted in accordance with Turtle Mountain Commu ni ty Col | e
procedures, see Appendix A-IV.3

Failure to submit Time and Effort Reports may result in disciplinary action.

12.0030 ATTACHMENTS

Appendix A shall include a copy of all current internal forms. For example: purchase requisition, travel
expense statement, etc.

IV.13.0000 POLICY FOR VEHICLE USE
The following procedures have been developed to insure efficient use and assignment of College
vehicles. However, all vehicle users should realize that occasional problems may occur and they
should be flexible in attempting to work through such problems.
Cost to programs for use of vehicle will be the actual cost of gasoline plus a rate set by the comptroller.
.01 GENERAL CONSIDERATIONS

(1) Under no circumstance can the college owned vehicles or equipment can be used for personal
purposes.

(2) Turtle Mountain Community College employees
permitted to operate a college-owned vehicle.

(3) No vehicle shall be operated for any reason other than official College business.

(4) 1t will be the responsibility of the operator to ascertain that all equipment is working properly
within reason before using the vehicle.

(5) No vehicle will be operated by any driver w
Policy.

(6) All State and Federal highway rules and regulations including speed limits must be obeyed.
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(7) No alcoholic beverages or any other illegal drug use will be allowed at any time.

(8) Absolutely no smoking the vehicles at any time.

(9) All trips other than local must be approved by the College President or appointed designee.

(10) Normally, the distance to be traveled shall be limited to a 500 mile radius from the college. If,
however, a trip longer than 500 miles is necessary and will save the college money over other

means of transportation, may be allowed.

(11) Normally use of the college vehicle will normally be limited to five (5) days in duration unless
training is longer in duration, including the day of departure and day of return.

(12) Vehicles will be returned to the college immediately upon completion of the trip.

(13) Venhicles will be assigned on a first come basis. Otherwise, assignment will be based on the
following factors:

a. Number of people (more people, higher priority).
b. Distance (more miles, higher priority).
c. Number of days (fewer days, higher priority).
(14) No mileage will be paid to the individual when college vehicles are used.

.02 Facility personnel have priority over facilities vehicles at all times.

.03Insome cases,alongertr i p (scheduled | ater) may fibumpo a s
as the person taking the shorter trip is given at least a 24-hour notice of the change.

(1) Primary consideration will be given to requests for long-distance trips (those outside the local
forty-five-mile radius).

(2) Instructional field trips in the local area will be treated as long distance trips.
(3) College-owned vehicles must be used for approved long distance travel. If a vehicle is
available and you use your own car, mileage reimbursement by the college will be denied. Off

campus teaching assignments are exempted from this provision.

(4) Credit cards are available for long trips but are to be used to put gasoline/oil in college-owned
vehicles only.

(5) If no vehicle is available for local trips, personal mileage can be requested if the round trip
exceeds forty-five miles.

(6) Non-college personnel may ride in College vehicles if expressly permitted by the driver.

(7) College vehicles will not be furnished with maps, operating manual, or tools, other than wheel
jack and lug wrench. Vehicle registration, insurance card, and insurance company reporting
guide (in case of accident) are located in the glove compartment.

.04 HOW TO REQUEST

(1) Venhicles can be reserved between 8:00 a.m. and 4:30 p.m. through the business office
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(2) After the reservation is made, a Purchase Requisition Form for travel must be submitted to the
Business Office no later than 48 hours before departure time, except for emergency
arrangements. Failure to comply can result in cancellation of the vehicle reservation.

(3) Upon approval, fAAuthorization to Use Colleg
requestords mail box unless he or she wishes t
their copy and turn it in with the keys upon completing the trip.

(4) Specific vehicle will be assigned by the Business Office and staff members are expected to
use the vehicle assigned. Any request for a change in vehicle assignment and the reason(s)
should be made to the Inventory Officer.

(5) When a college vehicle is unavailable a request for mileage reimbursement will be considered
for a 45 miles radius or more.

(6) Keys may be picked up at the Business Office from 8:00 a.m. to 4:30 p.m. Monday through
Friday. For departure prior to 8:00 a.m., they may be picked up the previous afternoon.

(7) Vehicles not picked up within one hour after the stated departure time will be assumed to be
unneeded and may be re-assigned.

(8) The sign-out sheet located in the vehicle should be completed before departure.

(9) Local travel requests will be accepted only on the day of travel, except in cases of early
departure. Pick up Local Trip Cards in the Business Office.

(10) Al facilities vehicles should be check out through the Facilities Manager with at least one days
notice.

.04 ON TRIP

Any repairs, gas, tolls, parking and similar expenses must be shown on a receipt from the vendor.

(1) In case of breakdown, contact local service station or garage. If in doubt as to procedure, call
the Business Office Comptroller at 701-477-7862 Ext. 2205. At night or on weekends, call your
supervisor.

(2) Roll up windows and lock vehicles when unoccupied.

(3) Fines for moving and parking violations must be paid by the driver.

.05 ON RETURN

(1) Before vehicle is returned it must be filled with gas/diesel.

(2) Remove all your luggage, equipment, and debris from the vehicle. It is imperative that you
leave the vehicle as clean as you received it. Failure to comply with this policy could result in
the individual being banned from future vehicle use without mileage reimbursement.

(3) Roll up windows and lock all doors.

(4) Completethesign-out sheet in the vehicle and turn in
authorization sheet properly filled out to the Business Office. Beginning and ending odometer

readings must be shown. If the Business Office is closed, return the keys at 8:00 a.m. the next
workday.
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IV.14.0000 PHYSICAL PLANT

The Turtle Mountain Community College physical plant continues to experience steady growth.

The old physical plant is a conglomerate of buildings located in center of Belcourt when combined
comprises some 66,000 square feet, and will be continued to be used for college purposes. These
facilities will house all college functions with the exception of some off-campus community responsive
classes.

The new campus has a 145,000 square foot building located on approximately a 123 acre site. The
new facility includes state of the art technology, a fiscal area, general classrooms, science,
mathematics and engineering classrooms and labs, library and archives, learning resource centers,
faculty area, student services area, gymnasium, auditorium, recording studio, music rooms, art
classrooms, dressing rooms, computer labs, terrace area, server room, basement storage and
mechanical systems.

The Anishinabe Wellness Center is set on 102 wooded acres. The complex includes a cemetery,
riding arena, beach front, playground area, natural trails, fithess course, medicine wheel, and a total
of15 buildings: five cabins, a wellness center, roundhouse, church, straw bale, tack shop and
maintenance garage, boat house, Equine science building, A frame building the trading post, and a
small barn. Turtle Mountain Community College is a commuter campus therefore contains no
residence halls.

.01 College facilities are available for educational purposes by the public under specific conditions.
Extra-curricular scheduling at the new campus must be cleared by the Academic Dean or the
Facilities Manager. The Comptroller will clear use of the Belcourt campus.

.02 Faculty members are agents of the College and should exercise responsibility in their extra-
curricular use of the facilities. Persons using facilities for non-college functions assume their own
liability. Organizations and groups, which use facilities, should be briefed on their responsibilities.
Doors should be locked, lights shut off and windows closed and locked.

.03 Students or other groups must not be admitted to locked buildings or rooms unless under

supervision of the faculty member concerned or by his/her written authorization.

14.0010 HANDICAPPED PARKING
Turtle Mountain Community College has designated
who display the required permit . Any I ndividual who parks in desi
and does not display a handicapped permit will:
.01 Be towed away at the owners expense; and

.02 Be ticketed/fined at a rate consistent with tribal law.

14.0020 PARKING IN FIRE ZONES

Parking in fire zones is strictly prohibited. Any individual who parks in designated fire zones will:
.01 Be towed away at the owners expense; and

.02 Be ticketed/fined at a rate consistent with tribal law.
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V1.0.0000 FACULTY

VI1.1.0000 PURPOSE AND RESPONSIBILITIES OF FACULTY

1.0010 FUNCTIONS OF FACULTY

The functions of a full-time faculty member are divided into the four categories: teaching, advising,
scholarship and service to the college and the community.

1.0020 TEACHING

.01 Classroom instruction, preparation and supervision of students.

.02 Community instruction such as preparation and presentation of college course work off-campus,
workshop, seminars, and in service for professionals and others.

.03 Laboratory design, preparation, instruction, supervision, and other associated responsibilities.

.04 Measurement of student performance including the preparation, administration, grading and
evaluation of tests, papers, and examinations and the reporting of grades.

.05 Conferences with academic advisement of students outside of their registration needs.
.06 Coordination, supervision and evaluation of student research.
.07 Coordination and supervision of academic programs.

.08 Coordination and supervision of student activities directly related to the academic program such
as supervision of a journalism club, debate team or intramural athletic team.

.09 Experimentation in developing more effective teaching methods and teaching-orientated
research.

.10 Writing letters of recommendation for students.
.11 Selection and procurement of books, films, and other materials for classroom or laboratory use.

.12 Periodic evaluation of library holdings and recommendations of books to be ordered by the
library.

.13 Development of new courses and programs of study.
.14 Assignments with feedback must be returned to students in a timely manner.

.15 Student records must be maintained for one year.

1.0030 ADVISING

.01 Next to instruction, advising students is the most important faculty role. Beyond the basic
procedures of posting schedules and maintaining office hours, faculty are obliged to provide
timely, accurate and sensitive advice to students. While academic faculty do not function formally
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as counselors, they bear a responsibility to listen attentively, to advise carefully and to refer
students for professional counseling and services.

.02 Confidentiality - Faculty bear a responsibility for confidentiality in their dealings with students.
Privileged information should be respective as such. Privileged information should be shared with

ot her professionals only with the studentoés con
College guidelines for directory and other information.

1.0040 SCHOLARSHIP

.01 Ongoing research which leads to the discovery of new knowledge or new applications of existing
knowledge.

.02 Ongoing research intended to lead to publications in scholarly journals or books.

.030ngoingreadingandr esearch to maintain proficiency and g
specialization.

.04 In the case of Fine or Performing Arts, regular practice and performance to maintain and develop
professional skills.

.05 Research intended to lead to the preparation and presentation of a scholarly paper to a
professional society or a paper in onebts field

.06 Editing professional journals and serving as a reference of manuscripts that have been submitted
to a journal.

.07 Reviewingt ext s in oneds field of specialization for
.08 Holding office or membership in professional organizations.
.09 Attending and participating in meetings, conferences and conventions of professional associations.

.10 Writing proposals for financial support of research or other projects including academic institutes or
workshops.

.11 Consulting with the faculty on research proposals or projects.

.12 College connected consultation or professional community service.

1.0050 SERVICE

.01 Service on departmental, self-study or institutional committees.

.02 Participation in College sponsored activities such as recruiting students, graduation activities and
other planned student activities.

.03 Interviewing and screening candidates for faculty and staff positions.

.04 Coordination, advisement and supervision of student organizations or student activities not directly
related but supplemental to academic programs.

.05 Advisement and counseling of students during registration periods.
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.06 Patrticipation in College sponsored tribal community service or community projects.

(1) Normal workday community service should be limited to 4 hours per week and non-
compensated.

(2) No restrictions outside normal workday
.07 Taking inventory of equipment and suppliesinfacul t y member 6s ar ea.
.08 Services as a designated representative of the College.

.09 Patrticipation in community sponsored activities held.

V1.2.0000 FACULTY RESPONSIBILITIES AND ACTIVITIES

2.0010 BASIC PHILOSOPHY

Regular faculty appointments carry the responsibilities and privileges traditionally identified with
academic positions. In addition, College faculty are obligated to enrich their understanding of the
unique mission of this tribally chartered institution. While a minimum of special restrictions is imposed
on the activities of a faculty member, he/she is under obligation to render to the College the most
effective service of which he/she is capable. Moreover, he/she is expected to increase his/her depth
and range of competency with increased length of service. All members of the faculty have a
continuous, all-year responsibility to develop their professional proficiency and to represent the College
in community service.

2.0020 PROFESSIONAL SCHEDULES

Faculty members are considered professional personnel responsible for accomplishing the tasks for
which they are employed. Faculty members are responsible for making time available for student
conferences and are expected to post office hours. An instructor who must attend to school business
or personal affairs that conflict with his/her posted schedule should leave word with or sign out with the
Dean of Institution concerning the time of return and where he/she can be reached. During class
vacations and other extended periods, all faculty members must notify the administration concerning
their destinations and how they may be reached.

2.0030 INSTRUCTION

The key purpose of the College and therefore of faculty, is instruction. Enabling students to fulfill their
total personal, intellectual and vocational objectives constitute the heart of faculty responsibility.
Consulting, community service and research of necessity are secondary to instruction, preparation and
advising of students. Without quality execution of this basic mission, other activities become
insignificant. Carrying out this critical task entails the following activities of faculty: continuous
professional enrichment through advanced course work, familiarity with professional literature,
attendance at professional conferences, and regular research; active integration of Indian traditions,
practices, and perspectives into course materials and procedures; consistent and updated preparation;
creation of a classroom environment conductive to college-level learning; administration of
examinations and prompt submission of quarterly grades; and maintenance of appropriate records.

2.0040 FACULTY TEACHING LOAD

The college policy that rightly insists upon the primacy of superior instruction dictates certain
conditions. Among these are the following expectations:
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.01That an instructor will teach courses he/she has been trained to teach;
.02 That he/she will be responsible for a reasonable number of preparations;
.03 That he/she will be burdened with a reasonable number of contact hours;

.04 That excessive enroliment will be given due attention in calculating his/her contribution to the
College;

.05 That developing and presenting a new course will be recognized as a greater burden than
presenting a familiar one;

.06 And that cognizance will be taken of the burden upon him/her of committee work, advising,
community service, and research. In pursuit of this desirable state of affairs the following
limitations shall prevail:

(1) Non-Teaching Faculty
Full-time faculty teaching less than 12 credit hours and who are asked by administration to
assume assignments or programs will retain full-time teaching status.

(2) Full-time Teaching Credit Load
Minimum credit hours 12 -maximum credit load 15/16. Faculty teaching a minimum load may
be subject to additional assignments.

(3) For the purposes of Title IV, HEA, those courses, as defined in the Federal Register, where the
clock hour formula applies will be calculated as follows: 1 semester hour is equivalent to 2
instructional hours. (Federal Register - 34CFR Part 668.8(a)(2)(iii), (iv), and (v).

(4) Project Directors who are faculty members will be given consideration for their administrative
duties. Time for such duties will be assessed in their teaching load.

2.0050 RESEARCH

Professional research in respective academic areas is both necessary and desirable. Faculty are
encouraged to undertake worthy projects which do not detract from their other tasks of student service
time, and community service.

2.0060 CONSULTING ACTIVITIES

The duty and primary professional responsibility of all full-time faculty is to the college, faculty must not
engage in any other enterprises on a regular basis when such practices are in direct conflict with their
services to the college.

.01 Approval - The practice of professional consulting of a non-routine nature is recognized as a
desirable activity; however, each faculty member engaged in paid consulting service must obtain
approval from the proper administrative officer. Likewise, community service should be
undertaken enthusiastically but without disrupting basic duties.

.02 For purposes of this section the normal workweek is Monday-Friday 8:00 a.m. to 4:30 p.m. Any
consulting during normal work week unless approved by the board shall not be compensated,
however, with approval of the board the instructor may consult no more than one day per week. At
no time, unless otherwise approved by the board, shall a faculty member be compensated with
institutional funds during the normal workweek within federal and state law.
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.03 Time - The time used for consulting must not interfere with the regular duties of the individual and
should in no case require more than the equivalent of one day per week. The use of any college
facilities or equipment for consulting work is prohibited unless such activity is undertaken
specifically for the collegebs benefit and with

2.0070 ACADEMIC FREEDOM

The primary responsibilities of this academic community are to provide for the enrichment of
intellectual experience, to promote life-long learning, to serve the tribal community, and to integrate
Indian culture into the learning environment. Essential to the realization of these ideals is a free and
open academic community, which takes no ideological, or policy position. Conflict of ideas cannot
occur unless there is opportunity for a variety of viewpoints to be expressed. Toleration of what may
be error is an inescapable condition of the meaningful pursuit of truth. The academic community must
be hospitable even to closed minds and it must welcome the conflict of ideas likely to ensue.
Academic responsibility to provide opportunity for expression of diverse points of view generates
academic freedom.

.01 The instructor is entitled to full freedom in lecturing or conducting demonstrations in his/her subject
or field of competence. He/she is entitled like any other member of the community in which
he/she lives to establish membership in voluntary groups, to seek or hold public office, to express
his/her opinions as an individual on public questions and to take action in accordance with his/her
views. Cognizant of his/her responsibilities to his/her profession and to his/her institution, the
instructor accepts certain obligations: his/her institution, the instructor accepts certain obligations:
he/she respects the rights of others to express opinions, and to insure that his/her personal views
do not interfere with the unfettered search for truth by students and colleagues.

.02 He/she must make clear, however, that his/her actions, statements, and memberships do not
necessarily represent the views of the academic community. If there are controls to be exercised
over the instructor, they are the controls of personal integrity and the judgment of his/her
colleagues. Violations of academic integrity warrant collegial censure.

2.0100 EVALUATING FACULTY

The philosophy of evaluating faculty performance is in keeping with the objectives of the Turtle
Mountain Community College. Evaluations can determine faculty strengths and weaknesses.
Methods of evaluation to be employed shall be the following: student evaluation forms, self-evaluation
methods, peer evaluation, faculty contributions shall be given priority in the planning and
implementation. Dean will periodically perform class observations without prior notice.

2.0110 DEPARTMENT CHAIRS

When approved and installed will develop a strategic plan for their department, assist faculty
member s with eval-poafolioandwitb meetindsiatedIBOP olgectives. Because of
the time commitment, department chairs may be limited to serving on a maximum of two institutional
committees

Continuing Education Approved Credit Conversion (CEU)- Recommendation for conversion, for
every 15 hours of approved CEU credit whichequals 1.5CEU6s, f aculty are recomn
conversion to 1 academic credit hour for bonus incentive.

V1.3.0000 ADDITIONAL PART TIME ACTIVITIES AND RESPONSIBILITIES

Part-time faculty members are hired to teach one or more courses. They are required only to meet their
classes during prearranged times and attend meeting with Dean or Academic Programs as scheduled. The
activities of part time faculty are coordinated and evaluated by the Dean of Academic Programs. Part time
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faculty are coordinated and evaluated by the Dean of Academic Programs. Part time faculty members are
on contract in accordance with number of credits taught. Contracts are renewed each term.

V1.4.0000 COLLEGE MEETING ASSIGNMENTS

4.0010 COMMITTEE WORK

Participation on college committees is an expected facet of faculty activity. Effective committee work is
integral to college growth and performance.

4.0020 MEETINGS

The full time faculty members are responsible to hold monthly meetings. At the beginning of the
academic year, the faculty will elect one or two members to act as faculty representatives, chair the
faulty meetings, and report all pertinent information to the Dean of Academic Programs.

V1.5.0000 INSTRUCTIONAL POLICIES AND PROCEDURES

5.0020 INTRODUCE NEW COURSES OR COURSE CHANGES

.01 The course designer submits a draft for the new course or course change to Dean of Academic
Programs for the division.

.02 The Dean of Academic Programs or person responsible for the area will either approve or
disapprove the draft.

.03 If approval is granted the draft will be returned to the designer for completion.

.04 The completed course design is submitted to the Dean of Academic Programs or person
responsible for the division for editing and review.

.05 After the course design has been reviewed; it will be submitted to the Dean of Academic Programs.

.06 The Dean of Academic Programs will review the course design and either approve or disapprove
the course.

.07 If the course design is disapproved by the Dean of Academic Programs, the department
chairperson or person responsible for the division may request a hearing with the Academic
Committee to review the Dean of Academic Progra
the reasons for not approving the course.

.08 If the course design is approved by the Dean of Academic Programs, the Dean will submit copies
of the course design to the Academic Committee. The course design must be submitted to the
Academic Committee members in a timely manner before a meeting will be scheduled to take
action on the course.

.09 The committee will consider the following criteria in evaluation of a course or course change:
objectives, procedures, and evaluations.

(1) Objectives - a) the course is compatible with the philosophy of the college, b) there is a
demonstrated need or interest for the course, c) the expected results of the course, and
how these projections were developed must be stated, and d) there is a qualified
instructor available.
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(2) Procedures - a) the course outline and a description of how the course will be presented.

.10 When the Academic Standards Committee approves the course or course change, the committee
chairperson will submit a written report of approval to the Dean of Academic Programs and
President for review and implementation.

.11 When a course design or change is disapproved, the committee chairperson will state the reasons
in writing for disapproval and submit them to the Dean of Academic Programs.

.12 The Dean of Academic Programs will inform the department chairperson or person responsible for
the action taken.

5.0020 SCHEDULED HOLIDAYS

(See Personnel Policy Manual)

5.0030 OBTAINING LEAVE OF ABSENCE

.01 A faculty member may secure a one-time per semester leave of absence for one week or less
without loss of pay by securing permission from the Dean of Academic Programs and by making
satisfactory written arrangements for handling classes missed. College business, professional
obligations or appearances, and emergencies are the usual reasons for a short leave.

.02 A leave of absence from one to two semesters may be granted by the Board. The faculty member
receives no salary unless a stipend for a developmental leave has been approved by the Board. A
substitute is hired by the College to take the
return to his/her post at the end of the leave without jeopardizing his/her employment status. Refer
to Personnel Policy 18.0000 for procedure.

.03 Funeral leave - (See Personnel Policy Manual)

5.0040 ACADEMIC HONESTY

When instances of suspected plagiarism, cheating, and/or collusion occur on tests, examinations,

projects or term papers, a report should be made to the office of the Academic Dean and to the

Academic Standards Committee. A faculty member is under an obligation to report to the Academic
Standards Committee a clear case of dishonest wuse
connection with a program of study as well as any case of cheating or collusion.

5.0050 FIELD TRIPS

Instructors planning field trips must make complete arrangements with appropriate administrators.

The Student Services Office and the Business Office should receive written notification of any
proposed trip out of town and a list of names of faculty and students who are going. Emergency phone
numbers and itinerary should be provided to both offices. All persons riding in a college-owned vehicle
on a college sponsored trip must sign release of liability forms.




SECTION VI 8 FACULTY

V1.6.0000 AMENDMENTS TO FACULTY POLICY

6.0010 AMENDING POLICY

In as much as it is not possible to foresee every circumstance the faculty policy was designed to
anticipate allowance should be made for amending the handbook as experience suggests.

.01 Faculty members or the members of the administration may submit a recommendation for
amendment of the handbook to the governance/Administrative Committee.

.02 Should the President approve of the recommendation it will be submitted to the Board of Directors.

.03 Amendments and suggestions for improvement of the handbook may be presented to the Board of
Directors annually at the spring quarterly meeting.

VI1.7.0000 COURSE SYLLABUS GUIDELINES

7.0010 TITLE PAGE

The title page should include the following information:
.01 Instructor6s Name

.02 name of the Community College

.03 Catalog Number and Title of Course

.04 Credit Hours (Hours of lecture- recitation, hours of lab)
.05 Prerequisites/Co-requisites

.06 Office Room Number/ Office Phone Number

.07 Office Hours

.08 Date the Syllabus was prepared

.09 Course Meeting Time

.10 Brief citation of text; approximate reading level (Fry Readability)

7.0020 CATALOG DESCRIPTION

Copy the course description exactly as written in the current college catalog.

7.0030 RATIONALE

This section explains why the student should take the course and also for whom the course is
intended.
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SECTION VI 8 FACULTY

7.0040 COURSE GOALS

This section is designed to inform the student on broad general terms what the student and the
instruction is expected to accomplish. The course goals define the general outcome desired. The
goal statement should be broken into three areas: (1) Knowledge, (2) Skills (if appropriate), and (3)
Attitudes.

The knowledge section should include these concepts, definitions, facts, and information that the
students should recall or recognize. The skills sections include activities that a student should be able
to perform at the end of the course. The attitude section should list desired attitudes that the student
should acquire.

7.0050 MATERIALS OF INSTRUCTION

This section of the syllabus includes a list of required texts and manuals. The texts and manuals
should list the author, title, publisher, date, and where the student may obtain it. A bibliography of
library materials and a list of audio-visuals should also be included.

7.0060 REQUIREMENTS

This section indicates what the student must do in the course to receive a specific grade. Method of
evaluation is of great concern to most students. The instructor states exactly what the student is
expected to do to receive a specific grad. Whatever the method of evaluation, the instructor should
explain the method in detail so the student understands how the final grade will be determined.

7.0070 METHOD OF INSTRUCTION

This section indicates the type or types of instructional methods that will be available to the students to
assist him/her in meeting specific objectives of the course. The syllabus should state if the course is to
be self-paced, lecture, competency-based, or some other method. Will there be tutors, audio-visual,
study labs, field trips or some other assistance? These questions should be answered here.

7.0080 ATTENDANCE AND PARTICIPATION

In this section the instructor may wish to refer the student to the attendance policy of the college. If the
instructor has a different policy on attendance, it should be stated in this section.

7.0090 CLASS PROCEDURES

Many instructors desire students to follow specified procedures and policies regarding the style of
written assignments, retention of corrected papers, acceptance of late assignments, methods of
contacting the instructor out of the class and other procedures.

7.0100 COURSE UNITS

An outline of the content of the course is beneficial to all those who use the syllabus. The outline need
be no more than a series of descriptive phrases in chronological order. If the instructor wishes, a
tentative outline of the course may be included.
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SECTION VI 8 FACULTY

7.0110 STATEMENT ON CULTURAL CONTENT OR METHODS IN COURSE

7.0120 STATEMENT ON ACADEMIC HONESTY

Students are expected to maintain scholastic honesty. Scholastic dishonesty includes but is not limited

to cheating on a test, plagiarism, and collusion. When an infraction occurs, instructors have the

authority to act personally. Instructors will report action to the Dean of Academic Programs. A student

has the right to appeal the i ntedentappedipolicys © acti on i

7.0130 ASSESSMENT

If this is a capstone course included in the assessment plan, include the assessment of learning
objectives that students will be required to demonstrate.
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WRITE OFFS

As of June 30, those students who have not paid tuition and fees are identified with the amount they owe and
presented to the board to be written off.
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Turtle Mountain Community College

P.O Box 340

Belcourt, ND 58316

Turtle Mountain Band of Chippewa Indians

Charter Members

TELEPHONE: (701)477-7862 FAX: (701)477-7807

PURCHASE REQUISITION

American Indian Higher Education Consortium

SOURCE OF FUNDS

FILL IN THIS SECTION ONLY IF YOU ARE REQUESTING TRAVEL:

[] FEDERAL TRAVEL AUTHORIZATION
[]staTE DATE(S):
[JTmce PLACE:
[]PRIVATE METHOD OF TRANSPORTATION
COST: (Must be Itemized below):
PURPOSE OF MEETING OR TRIP:
PAYMENT TO: DATE ISSUED:
DATE WANTED:
REQUESTED BY:
IF PURCHASE IS FOR EQUIPMENT OR SUPPLIES IT WILL BE USED BY WHOM:
TELEPHONE # FAX #
UNIT TOTAL
QUANTITY DESCRIPTION PRICE PRICE
APPROVED BY APPROPRIATE INDIVIDUALS: -
SPONSORED PROGRAMS DATE TECHNOLOGY DATE
BUILDING & GROUNDS DATE PROGRAM DIRECTOR DATE
IMMEDIATE SUPERVISOR DATE DEAN OF INSTRUCTION DATE
PRESIDENT DATE
BUSINESS OFFICE USE ONLY ACCOUNT NUMBER
PURCHASE ORDER NUMBER *PROJECT CODE
TRAVEL LOAN
DATE ENTERED ACCOUNT NUMBER
COMPTROLLER DATE

**|f item is to be used for a specific project please specify (for example: Anishinabe; Wind Turbine Project; Reverends House;

Cabins; Wellness Complex)

TURTLE MOUNTAIN COMMUNITY COLLEGE IS AN EQUAL OPPORTUNITY EMPLOYER

Revised 3-3-08
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TURTLE MOUNTAIN COMMUNITY COLLEGE
SINGLE PROGRAM TIME AND EFFORT CERTIFICATION

NAME:
Reporting Period through
Month/Year Month/Year
TIME DISTRIBUTION
PROGRAM HOURS DESCRIBE ACTIVITIES COMPLETED
This is to certify that | have worked solely on the above | certify the above named employee has performed the duties as described.

named project & performed the above duties as described.

Employee Signature Date Supervisor Signature Date

SEE OUR WEB PAGE AT: http://www.tm.edu

Accredited by North Central Association of Colleges and Schools Commission on Institutions of Higher Education
30 North LaSale, Suite 2400, Chicago IL 60602

TURTLE MOUNTAIN COMMUNITY COLLEGE IS AN EQUAL OPPORTUNITY EMPLOYER
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TURTLE MOUNTAIN COMMUNITY COLLEGE
MULTIPLE PROGRAM TIME AND EFFORT CERTIFICATION

NAME:
Reporting Period through
Month/Year Month/Year
TIME DISTRIBUTION
PROGRAM HOURS DESCRIBE ACTIVITIES COMPLETED
| have performed the above duties as described. | certify the above named employee has performed the duties as described.
Employee Signature Date Supervisor Signature Date

SEE OUR WEB PAGE AT: http://www.tm.edu

Accredited by North Central Association of Colleges and Schools Commission on Institutions of Higher Education
30 North LaSale, Suite 2400, Chicago IL 60602

TURTLE MOUNTAIN COMMUNITY COLLEGE IS AN EQUAL OPPORTUNITY EMPLOYER
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TIME AND EFFORT REPORTING

PROCEDURE

As salaries constitute the largest gmment of the expenses charged to sponsored projects, it is
essential that Pls, Program Directors, Project Directors, as well as other individuals responsible for
grant administration understand the basic principles underlying the allocation of timéoatdued

the corresponding charging of salaries to those projects. Each faculty and professional staff member
will complete the appropriate time and effort form. This form reports the time and effort spent on each
function and project, and the percentagéme is allocated to various organizational (budget) lines.

This From is what allows salary and wages to be distributed in the payroll system to various budget
lines. For any federal grant, the form must be forwarded to the Sponsored Programs fe@ffiteyaes

been signed by the employee and her/his supervisor. Sponsored Programs will forward the form to the
Payroll department. Other employees may send this form directly to the Payroll department it is signed
by the employee and their supervisor. &iand effort will BE verified against payroll records. The
essential operations are therefore: reporting of time and effort and account allocation either monthly or
guarterly, and certification of time and effort spent quarterly.

DEFINITION

Effort reportng is a process mandated by the federal government to verify that direct labor (i.e. time)
charges to federally sponsored agreements are reasonable and reflect actual work performed. Effort is
reported either monthly or quarterly as appropriate and v@éafiainst payroll records at least

quarterly. Effort reporting is also required to ensure that indirect charges to federal awards are
reasonable. OMB Circular-21 includes regulatory requirements for the reporting and certification of
faculty and other sff's effort associated with Federal organized research projects and other activities.
Effort directly related to organized research and all other activities must be identified in the college's
time and effort reporting process.

REGULATORY REQUIREMENTS FO R EFFORT REPORTING

According to A21, Section J.10.b(2), the payroll distribution system will (i) be incorporated into the
official records of the institution, (ii) reasonably reflect the activity for which the employee is
compensated by the institutiomda(iil) encompass both sponsored and other activities on an integrated
basis. The method for allocating payroll costs must recognize the principle ehaftact

confirmation or determination so that costs distributed represent actual costs.

Further:

o] Direct labor charges are allowable to the extent that the total compensation to individual employees conforms to
the established policies of the institution, as consistently applied, and provided that the charges for work
performed directly on sponsored agments and for other work allocable as F&A costs are determined and
supported as provided below.

0 Charges to sponsored agreements may include reasonable amounts for activities contributing and intimately
related to the work under the agreement, such rsutting with colleagues and participating in appropriate
conferences and seminars

o] The appointment of employees' salaries and wages which are chargeable to more than one sponsored agreemel
or other cost objective will be accomplished by methods whidrpvaduce an equitable distribution of charges
for employees' activities, and distinguish the employee's direct activities from their indirect activities
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0 The payroll distribution system may reflect categories of activities expressed as a percenthggatistfitotal
activities

0 Allocation may be confirmed by responsible persons with suitable means of verification that the work was
performed

o Effort reporting documents must be reviewed and certified periodically.

According to Cost Accounting Standardl15 the methodology used for estimating costs in a proposal
should be consistent with the methodology used for accumulating and reporting the actual costs.
(Please also refer to Section K. 38, Proposal Costs).

100% OF EFFORT
According to OMB A21, 100% othe effort expended in fulfilling the obligations reimbursed through
the employee's base salary must be accounted for. The normal workload for:
I Faculty is 15 to 16 credits per semester [90%)] and other sponsored activities, other institutional activities,
or departmental research as designated by the Dean/Department Head [10%] per semester. This workloac

is equivalent to a 3&our work week. Faculty may be released from teaching to work on a sponsored
research project(s).

I A Semimonthly employee is 35 houper week.

I A Hourly/weekly employee is 35 hours per week.

Although an employee may work more than the typical workload listed above his/her effort may never
be more than 100% per the National Science Foundation Guidelines as well as other Fedeml grantin
agencies guidelines. This is the case whether or not the grant includes salary support for the effort. Co
sharing time, whether it is mandatory or voluntary (i.e. not included in the budget), needs to be
included in the calculation to arrive at the ¥06éffort.

Example
A faculty member who averages 60 hours per week throughout the entire semester will report 100% effort as follows:

Hours Effort
Instruction 30 50%
Other Sponsored Activities, Other Institutional or Departmental Research 15 25%
Sponered Project A [charged to the grant] 10 17%
Sponsored Project B [voluntary cost sharing] 5 8%
TOTAL 60 100%

A technician, classified as a weekly employee, who works 40 hours per week will report 40 hours of
his/her time, representing 100% effort asdais:

Hours Effort
Sponsored Project A 20 50%
Sponsored Project B 20 50%
TOTAL 40 100%

Turtle Mountain Community Cadgirhepaydoeadl smployeesr ent p
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TREATMENT OF COST SHARED EFFORT

It may be appropriate to contributeculty, student or staff effort to the performance of a sponsored
agreement. The commitment to provide such support binds the College to contribute the effort and
record the associated expenditures including fringe benefits and facilities and adnoinistrsts in
separate accounts.

Cost sharing effort is included in the calculation of total committed effort. Although proposals could be
in circulation at any given time that exceed 100% of a faculty, student, or staff's effort, care must be
taken at theime of each award to ensure that effort is not committed more than the appointment allows
for concurrent periods of time.

An employee may not work as a consultant in his/her own or in another college department. Please se
the Policies and Proceduresmmal for further information.

EFFORT REPORTING CATEGORIES
There are four categories to which employee effort may be assigned: 1) Research; 2) Instruction: 3)
Other Institutional Activities; 4) Administration/Service.

1. RESEARCH:
Research activities ararided by federal, state, private and college, and are projects which aim
to generate new knowledge or to extend the old, or to apply a theoretical insight to practice or
technology. Examples of research funding might include:

e Awards to Turtle Mountain Comunity College for any research activities.
e "Career Awards" to support the research efforts of the faculty.

e Cost sharing expenditures which are committed to be borne by Turtle Mountain Community College.

2. INSTRUCTION:
Instruction is defined, by &1, asteaching & training activities and curriculum development at
Turtle Mountain Community College. Examples are:

e Instruction and training to students and staff.
e  Curriculum development which include evaluation and teaching methods.

e Bringing local high schdsstudents on campus for classes.

3. OTHER INSTITUTIONAL ACTIVITIES:
Other institutional activities include work other than instruction or research, such as:

e Turtle Mountan Community College's public events (eFine Arts Sponsored Activities")

e Suppot of stucent activities; enhancement of institutional resources such as the Library collection, Data
Center, Computer Center etc, advisement to school newspaper, and the like

4. ADMINISTRATION/SERVICE:
Administration/Service includes the administration adrsgpred projects and other
departmental work, such as:

e Preparation and submission of proposed budgets.

e Management of projected expenditures.
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e Preparation of technical reports.
e Assistance to department chair, scheduling etc.

Turtle Mountain Community dlege has chosen the Aftdre-fact Confirmation method for all
employees. This method is an acceptable method for distribution of payroll to federal awards per OMB
Circular A-21:

o After-thefact Activity Records: salaries and wages are distributed taitéedibased on an afténe-fact report of
activity. The reports are signed by a responsible person who can verify that the work was performed.

The procedure for each is described below. Each employee is responsible for completing either a
monthly or a garterly time and effort report as indicated below:

0 A single cost objective requires quarterly time and effort certification.
0 Multiple cost objectives require monthly time and effort certification.

The following signatures are required for the time andrefeport:
e Faculty member or staff member.

e Department head that has fiteind knowledge of each employee's time and effort is required to confirm that the
cost allocations are reasonable representations of the work performed.

e Sponsored programs offiéll review the sponsored project(s) to ensure that there is enough funding for that
particular sponsored project(s).

Note that this process will be used for setting up the mechanism for charging faculty salaries on a
preliminary basis during the semesded with the Personnel contract are the decisive labor cost budget
allocation devices for the Payroll Department.

In addition a Personnel contract is required for the professional staff. The HR must complete the Hire
memo and the following individualsust sign the Hire Memo (in this order) before Payroll can
process it:

o Department head, who should verify the distribution of salary to budget lines in particular (charging of salary to
organizations and accounts).

e Sponsored Programs Officer, who will rew the sponsored project(s) to ensure that there is enough funding for
that particular sponsored project(s).

¢ Human Resources (for entry to the Jenzabar HR Data base)
e The President must concur.
e Comptroller signs hire memos.

Once the Hire Memo is completand returned to HR, the HR Director prepares the appropriate
Contract and the following individuals review and sign the Contract (in this order) before Payroll can
process it:

e Employee

¢ Human Resources
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e Comptroller.

VERIFICATION OF EFFORT AT END OF TERM
Each quarter, payroll must verify that the time charged to a specific grant equals the amount of time

reported on the Time and Effort Report.

DOCUMENTATION
The Human Resources and Payroll Departments will maintain all documentation listed above. Each

Depatment will also ensure that effort is never greater than 100%.

ACCOUNTING
The PI/Program Director is responsible for reviewing all salaries charged to his/her grants on a monthl

basis. Any requests for retroactive corrections must be made in writing Accounting Supervisor.

The Sponsored Programs Office will review the proposals and awards' salaries budget and notify any
change to the PI. Cost share efforts of salaries will be tracked manually and the PI must charge the co.
share salaries to the@ppriate cost share unit.
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P.O Box 340

North De¥°

Name

Address

City

State / Zip Code

Turtle Mountain Community College

Belcourt, ND 58316 Telephone: (701)477-7862 Fax: (701)477-7807

TRAVEL REPORT SUMMARY

Travel Justification

Location

Period of

To

Summarize topics covered, major points of speaker(s) presentation for each session atended in the space provided below:

Date

A.M. Session

P.M. Session

Day of Week

Date

Day of Week

Date

Day of Week

Date

Day of Week

Additional Comments:

Employee's Signature

Supervisor's Signature
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Supplemental Travel Report

1. Were there students on the trip? [ Ives [INo
2. Are you aware of any incidents that occurred involving a student? [ ]ves [ INo

If yes, name the student(s) involved and explain what occurred?
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TURTLE MOUNTAIN COMMUNITY COLLEGE
HIRING PROCEDURES
October 12, 2007

SECTION I: GENERAL PROVISIONS

1.

6.

Scope: These procedures apply to the recruitment, hiring and prormpaiaess for all
TMCC employees, with the exception of summer youth programs antrpart

employees. The President, \iPeesident(s), Comptroller and Human Resource Director
are also exempt and will be hired by the Board of Directors. The Board of @swete
assist in the process.

Equal Opportunity and NeBiscrimination Policy: The Turtle Mountain Community
College is committed to policy that all persons shall have equal access to its programs,
facilities, and employment without regard to racegreh, color, sex, national origin,

age, or handicap. In adhering to this policy the college abides by the requirements with
Title IX.

Ethics Policy and Confidentiality and Conflict of Interest Statement: The Turtle
Mountain Community College Ethics Pogfiand Confidentiality and Conflict of Interest
Statement apply to this process.

Complianceé These procedures are intended to comply fully with all applicable tribal,
state, and federal laws, regulations and TMCC policies. These procedures are to be
interpreted so as to comply with an existing law or law subsequently passed.

Oversight: The President is responsible to ensure the integrity of the procedures
established by this Policy. To assure that the process is clear and understood, the
President wilbe responsible for training the key administrators of this policy. If the

process has been substantially violated or abused, the President may order that an error be
corrected, that a portion of the process be redone, that a member of the Committee be
excluded from further deliberations, that the process be terminated, or that some other
remedial action be taken to assure the integrity of the process. If the recommendation of
the committee is not agreeable to the President, the position wilduveetsed or

eliminated.

Amendment: This policy may be amended as necessary by the Board of Directors.

Section II: Recruitment

1.

Vacant/New Position: The supervisor or director shall submit a request to fill a new
and/or vacant position to the Presidenhe Bupervisor or director is responsible for
completing all necessary forms for obtaining required authorizations. After proper
authorization and final approval by the President, supervisor or director shall submit the
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necessary documentation to the HurRasource Director who will advertise the
position.

2. Position Classification: Positions are classified on the basis of duties and
responsibilities. Class specifications indicate the title, duties, scope of work, and
recommended qualifications.

3. Position AMnouncement Content: The Job Announcements shall contain as
applicable:

a) Position Title

b) Opening and Closing dates

c) Range of Salary

d) Qualifications

e) Duties and Responsibilities

f) Proficiency Requirements

g) References

1. Two professional
2. One character

h) Conditions of Emjmyment
Travel may be required
Valid State Drivers License
Physical Examination
Background security investigation
. Drug testing
i) Indian Preference
]) Veterans Preference
k) How to apply
[) Equal Opportunity Employer

N

4. Advertising: Job Announcements will be posted/dEB site, local and/or national
media, and with North Dakota Job Service. All high level or positions that are
difficult to fill shall be advertised at the national level.

5. Minimum Posting: All positions will be advertised for a minimum  of 1) \ork
days.

SECTION lll: APPLICANT PROCESS:

1. Application Packet/Submission: Applications must include a letter of application,
curriculum vitae, resume, work experience, college transcripts, three letters of
reference, and, if applicable, proof oflian blood and/or veteran preference. The
packet will be determined to be incomplete if any required documents are missing and
application will not be considered.
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2. Application Period: Applications may be submitted for a set period of time and to

includei o r unt i |l filled. o

. Search Extension: The recruitment period may be extended where the applicant pool

has only one qualified applicant.

. Search Reopened: The application process may be reopened should the Committee

decide not to recommend a candidatthoPresident. The President has the authority
to reopen a search with notification to The Board of Directors.

SECTION IV: RATING/INTERVIEW COMMITTEE

1.

The Head of the Department and Human Resource Director will oversee the hiring
process.

Membership The rating/interview committee shall consist of five (5) members to
include the Head of the Department. The rating/interview committee membsts
remain the same throughout the process.

Committee Selection: The Head of the Department shall beeaetaction
committee and shall also select two (2) members from that department and two (2) at
large.

Orientation: The Human Resource Director will conduct an orientation meeting to
explain roles, duties, expectations, timelines and the kaggytbved hing process to

the committee members. All members must sign a statement verifying that they will
adhere to the TMCC Code of Ethics Policy, Confidentially Statement, and Conflict of
Interest Statement.

SECTION V: APPLICANT SCREENING PROCESS

1. Minimum Qualifications: The Human Resource Director will present qualified

applicants and complete applications for the rating/interview process to the
rating/interview committee. (The Committee may ask for all the application packets for
further determination ofulifications.)

Timing: The rating/interview process will begin within ten working days after the closure
of a vacancy announcement.

Scoring: Rating/interview Committee members shall rate each applicant on the Applicant
Screening Process Hiring Matrix.

Recommendation: The Rating/interview Committee shall evaluate the applications and
submit scores and recommendations to the Human Resource Director. If
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recommendation is to interview, Human Resource Director and Department Head will set
up appropriatenterviews. If no interview is required the final recommendation will be
forwarded to the president for hire with board approval.

Time Frame: If applicable, candidates selected for interviews shall be given at least five
days notice.

SECTION VI: INTERVIEW PROCESS

1.

7.

Materials: Prior to the interview, the rating/interview committee will receive from the
Human Resource Director, the following materials on each candidate: Application
packet, schedule of interviews, interview questions and individuabrakieet.

Site: The Human Resource Director will make the arrangements for the interview
location.

Questions: The committee, with consultation from the Department Head and Human
Resource Director, will draft interview questions (a minimum of 5) pridinéanterview.

The committee will submit draft of interview questions to the Human Resource Director
for final approval.

Set Time: Each applicant shall be afforded the opportunity to have an interview of
approximately equal length and same questi@ecific questions pertaining to salary,
benefits, policy, etc., must be referred to the Business Office.

Score: At the conclusion of each interview, the committee shall score the candidate. The
committee may discuss as a group each candidate immgaitiezlthe interview. All
committee members will sign each Interview Rating Sheet and submit the form to the
Human Resource Director.

Ranked List: The Human Resource Director shall receive, from the Department Head,
the interview scores. The top inteaw score candidate and alternate candidate will be
forwarded for reference checks. The Human Resource Director will perform reference
checks. NOTE: thaterviewscore is the final score to be used for the final
recommendation for hire.

The Interview Riting sheet will be added as an addendum.

SECTION VII: REFERENCE CHECKS

1.

Timing: Reference and background checks will begin immediately by the Human
Resource Director prior to the submission of the recommendation of candidates to the
President.

SECTIONVIIl: CONFIRMATION PROCESS

A-V.5



1. Recommendati on: The Human Resource Di
recommendation and an alternate, if applicable, to the President.

2. Hiring: The President will approve or deny the recommendation. If President concurs,
hiring memo will be presented to the Board of Directors for final approval.

3. Requirements for Employment: Selected candidates as required by policy must
submit to a drug test and physical exam. Any required physical exams will be paid
for by the college. If a finalist fails to satisfy the position requirements, the President
may revoke the offer of employment.

SECTION X: EMERGENCY APPOINTMENT

1. Vacancy: Any vacancy, which arises due to retirement, resignation, death, injury,
illness, reassignment orhmrreasonmay be filled by the President as a temporary
appointment not to exceed 120 days. Emergency hires must be with the concurrence
of the Board of Directors.
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CONFIDENTIALITY, ETHICS, AND CONFLICTS OF INTEREST IN HIRING FORM:
(signed by commitee members)

ANTI-NEPOTISM RULES

By law (section 458 of Title 28 of the United States Code) no head of any executive or
administrative department, either elective or appointive, of this reservation shall appoint his wife
or husband, as case may be, staughter, brother, or sister to any position under the control or
direction of said head of such department. TMCC policy supplements this as follows:

Relationship by marriage or immediate family shall not prevent appointment of any individual by

any ofthe department chairpersons under the Board of Directors, except that no individual shall

be assigned work under the supervision of a relative who might have responsibility for the
individual 6s performance, pr omoitegtoosn and/ or sa

ETHICS

Board of Directors and employees of the Turtle Mountain Community College may not have a
direct or indirect interest, financial or otherwise, of any nature that is in conflict with the proper
di scharge of t he e Dipettosyardemmoyegsushail tenely furidsbh suchd o f
written disclosures as required by state and

CONFIDENTIALITY

Confidenti al hiring information includes al/|l
andfiml i st sd6 names and rankings, information an:¢
the deliberations of the Committee.

Committee members may only disclose confidential hiring information to another member of the
Committee, to a employee authorizgdthe College to possess such information, or to an
individual acting as an agent of the College, or when required to do so by court order.

CONFLICTS OF INTEREST

It is the personal obligation of each evaluator in the employment process to judge eatdtean
fully, impartially, and only in terms of the qualifications established for the position. No person
may participate in a specific selection process when such participation would involve him or her
in decisions or actions that affect their own iaggs or the interests of a related party or parties.

No person may serve as an evaluator for a position if he or she has an association with any
candidate for that position, when that association is based on past or present financial or real
property inteests, family relationships, or similar close personal connections that would
compromise the impartiality of the evaluator.
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Each person must disclose past or present financial or real property interests, family
relationships, or similar close person cortiens that would compromise the impartiality of the
evaluator. Irrespective of the existence or nonexistence of any such interest or relationship, a
member of a hiring committee must disclose to the Human Resource Officer any interest of the
relationship or issue which limits or may reasonably create the appearance of limiting the ability
of the member to act in a strictly impartial manner toward any candidate.

COMPLIANCE

All rating/interview committee members are required to comply strictly withPbigy.
Employees who violate this policy may be subject to appropriate discipline according to policy.

No person may serve on a rating/interview committee who has not first signed the following
statement:

| have received and read a copy of the Confidéty and Conflicts of Interest in Hiring
Policy. | agree to maintain confidentiality as described above, and | affirm that, to the
best of my knowledge, | am free of any conflicts of interest with respect to applicants for
the position to be filled, ahthat | am capable of rendering an impartial judgment with
regard to each candidate.

I will be asked to be excused from the committee should this condition change during the
course of the hiring process.

Committee Member Signature Date
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RATING/INTERVIEW MATRIX

There will be a rating/interview matrix set up to be used for all applicants included in this
document. Matrix may change from time to time but the Standard portion oaithg mill
remain the same for all scorings. Example is attached but is not a permanent part of this
policy.
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Applicant Screening Process
Rating/Interview Matrix
The following matrix is the paper screening process used by the rating/interview committee
(This is just a sample!)

1. Standard

Indian Preference (CIB) Preference =5

Vet erands Preference ([ Preference =

Other: Example
a. License

b. Lift 50 pounds Preference -

Preference =

Total Points —

II. Qualifications

1. Rating Score (check one)

Does not meet =
Minimally met =1
Satisfactory =
More than satisfactory =
Excellent =
QOutstanding =

2. Rating Score (check one)

Does not meet =
Minimally met =1
Satisfactory =
More than satisfactory =
Excellent =
Outstanding =

3. Rating Score (check one)

Does not meet =
Minimally met =1
Satisfactory =
More than satisfactory =
Excellent =
Outstanding =

4, Rating Score (check one)

Does not meet =
Minimally met =1
Satisfactory =
More than satisfactory =
Excellent =
Outstanding =

5. Rating Score (check one)

Does not meet =
Minimally met =1
Satisfactory =
More than satisfactory =
Excellent =
Outstanding =
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Total Points

[ll. Duties and Responsibilities

Rating Score (check one)
Does not meet

Minimally met
Satisfactory

More than satisfactory
Excellent

Outstanding

Rating Score (check one)
Does not meet

Minimally met
Satisfactory

More than satisfactory
Excellent

Outstanding

Rating Score (check one)
Does not meet

Minimally met
Satisfactory

More than satisfactory
Excellent

Outstanding

Rating Score (check one)
Does not meet

Minimally met
Satisfactory

More than satisfactory
Excellent

Outstanding

Rating Score (check one)
Does not meet

Minimally met
Satisfactory

More than satisfactory
Excellent

Outstanding

Rating Score (check one)
Does not meet

Minimally met
Satisfactory

More than satisfactory
Excellent

Outstanding

Total Points

IV. INTERVIEW

1.

Rating Score (check one)
Does not meet

Minimally met
Satisfactory

More than satisfactory
Excellent

Outstanding

Rating Score (check one)
Does not meet

Minimally met
Satisfactory
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More than satisfactory
Excellent
Outstanding

Rating Score (check one)
Does not meet

Minimally met
Satisfactory

More than satisfactory
Excellent

Outstanding

Rating Score (check one)
Does not meet

Minimally met
Satisfactory

More than satisfactory
Excellent

QOutstanding

Rating Score (check one)
Does not meet

Minimally met
Satisfactory

More than satisfactory
Excellent

Outstanding

V.

REFERENCE

Rating Score (check one)
Does not meet

Minimally met
Satisfactory

More than satisfactory
Excellent

Outstanding

Rating Score (check one)
Does not meet

Minimally met
Satisfactory

More than satisfactory
Excellent

Outstanding

Rating Score (check one)
Does not meet

Minimally met
Satisfactory

More than satisfactory
Excellent

Outstanding

Rating Score (check one)
Does not meet

Minimally met
Satisfactory

More than satisfactory
Excellent

Outstanding

Rating Score (check one)
Does not meet
Minimally met
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Satisfactory

More than satisfactory
Excellent

Outstanding
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Turtle Mountain Community College e

of
Chippew alndians

P.O. Box 340 Charta':\/[ember
Belcourt, North Dakota 58316 e e
Telephone: (701)477-7862 Consartium
Fax: (701)477-7807
HIRING MEMORANDUM
To:
From:
Date:
Please be advised that has been hired.
Regular Contract Short Term Contract
Full Time Regular ( ) Full Time Temporary { )

Part Time { )

As with
(Position) (Program)
effective to at the rate of
(Date) (Date) (Wage)
At on the salary scale.
Salary payable from account.
(Program)

SSN
Marital Status* *(For tax purposes)
Mailing Address

APPROVED:
Presidents Concurrence Department Administrator Date

Human Resource Director Date

Comptroller Date

SEE OUR WEB PAGE AT: http:/www.tm.edu

Accredited by North Central Association of Colleges and Schools Commission on Institutions of Higher Education
30 North LaSale, Suite 2400, Chicago IL. 60602

TURTLE MOUNTAIN COMMUNITY COLLEGE IS AN EQUAL OPPORTUNITY EMPLOYER
Revised 4/4/06
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FORM Statement of Exemption from North Dakota Income Tax Withholding
F-309

NAME STREET

am a resident of the

CITY STATE ZIP CODE RESERVATION

and | certify that | am a person wiex@nized as an

American Indian by an Indian Tribe and | earn income on the

Reservation. This income earned on the Reservation is not subject to North

Dakota state income tax and is exempt from withholdig for state income tax purposes. White
Eagle v Dorgan 209 NW621 (ND 1973).

THIS CERTIFICATE IS TO BE
FILED WITH YOUR EMPLOYER

Month Day Year

Signature of Employee
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