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It is the policy of the District Board of Trustees that the President of Florida Gateway College is the executive officer of the College.  The President is charged in the State Board of Education Rules and in the policies of the Florida Gateway College District Board of Trustees with carrying out the policies of the Board and with administering the College in the most efficient and effective manner possible.  The President is responsible for the establishment of an administrative organization appropriate to the size, complexity, and objectives of the College.

The Board delegates to the President the function of taking required actions and designing the detailed internal procedures under which the College will be operated to implement Board policies and other legal requirements.


History: Adopted: 7/14/87; Effective: 7/14/87; Revised: 1/12/93, 8/8/17
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of the President


AUTHORITY: District Board of Trustees
 

DATE: See History Below

RESPONSIBILITY:  President


NUMBER OF RELATED BOARD POLICY: 6Hx12:2‑03


The President shall:

 
1.
Exercise general oversight of the College to determine needs and recommend improvements.

 
2.
Advise and counsel the Board of Trustees and recommend Board action.

 
3.
Recommend and enforce rules of the Board of Trustees.

 
4.
Recommend and enforce minimum standards for the operation of College programs and for student completion of instructional programs.

 
5.
Perform duties and exercise responsibilities assigned by law, by rules of the State Board of Education, and by the District Board of Trustees. 

 
6.
Delegate authority necessary to insure that laws and rules are executed efficiently.

 
7.
Advise and counsel the Board of Trustees and seek the advice and counsel of the Board.  Recommendations, nominations, proposals, and reports to the Board from the President shall be recorded in the minutes or shall be made in writing, noted in the minutes, and filed in the public records of the Board. In the absence of such record, the recommendations, nominations, proposals, and reports shall be presumed consistent with action taken by the Board. 

 
8.
Attend, but not vote at, all meetings of the Board of Trustees except when on authorized leave or when excused for official travel. 
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9.
Keep minutes of all official actions and proceedings of the Board of Trustees and keep such other records, including records of property held or disposed of by the Board, as may be necessary to provide complete information regarding the College.


10.
Act for the Board of Trustees as custodian of all College property.

Recommend plans for contracting, receiving, purchasing, acquiring through condemnation, leasing, selling, holding, transmitting and conveying title to real and personal property.

Recommend plans for holding in trust and administering real and personal property, money, and other things of value, granted, conveyed, devised, or bequeathed for the benefit of the College.


11.
Recommend to the Board of Trustees a long-term program concerned with the location and development of College buildings, transportation, personnel, instruction, student development services, and other educational features involving the interest and welfare of the students and citizens of the district over a period of years.  Recommend to the Board an annual program concerned with the budget, sites to be purchased, buildings to be constructed, personnel, instruction, student development services, and all other phases of the College program developed in harmony and conformity with the long-term program.


12.
Recommend to the Board of Trustees the establishment, organization, and operation of programs, classes, and services.


13.
Be responsible for College personnel and;

     

a.  
Recommend to the Board of Trustees positions to be filled, minimum qualifications required for each position, and persons to fill the positions.

     

b.  
Recommend to the Board a salary schedule or schedules for paying employees.

c. Recommend to the Board terms of employees contracts and prepare such contracts as are approved.
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d. Recommend to the Board the transfer of employees.  During emergencies, transfer employees as necessary and report the transfers to the Board at its next regular meetings. 



e.
Recommend to the Board the suspension of employees. During emergencies, suspend employees until the next meeting of the Board.  Notify the Board immediately of such suspension and notify suspended employees of the charges and the date of hearing.



f.
Direct the work of and provide leadership for the improvement of employees.



g.
Designate an administrator to act for the President during the temporary absence or incapacity of the President and during emergencies.


14.
Recommend to the Board of Trustees rules to account for students, including admission, classification, attendance, control, discipline, academic progress, suspension, expulsion, and graduation. 


15.
Provide for the development and improvement of the instructional programs.


16.
Be responsible for the College plant:



a.
Recommend to the Board of Trustees a physical facilities acquisition and utilization program.



b.
Recommend to the Board physical facilities alterations, repairs, plans, specifications, furnishings, and equipment.



c. 
Provide for the maintenance of the plant and grounds, assuring safety and sanitation.



d.
Recommend to the Board adequate insurance coverage of College property.



e.
Recommend to the Board the condemnation and removal of buildings when appropriate.


17.
Be responsible for administration of financial matters and:



a.
Determine the funds necessary to operate the College.
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b.
Propose to the District Board of Trustees an annual budget.  After action by the Board, submit the budget to the Division of Florida Colleges.



c.
Recommend to the Board the borrowing of money when necessary.



d.
Maintain accurate records of all financial transactions as prescribed by the Division of Florida Colleges.



e.
Submit financial reports to the Division of Florida Colleges as required, with copies to the Board.

f.
Bond employees as provided by law and Board rules.



g.
Recommend to the Board the terms, conditions, and specifications for contracts for supplies, materials, audits, and other services.  See that materials, supplies, and services are provided according to contract.


18.
Submit reports to the Division of Florida Colleges as required.


19.
Enforce laws, rules of the State Board of Education, and rules of the Board of Trustees.


20.
Attend meeting of Presidents called or scheduled by the Division of Florida Colleges and participate in professional and general development activities.


21.
Leave with the Board of Trustees and make available to a successor a complete inventory of College property, together with all official records and such other records as may be needed in supervising instruction and administering the College.


22.
Have or designate custody of the College seal and authenticate true copies of decisions, acts, and documents when required by law, rules of the State Board of Education, or rules of the Board of Trustees.


23.
Cause complete and accurate records of absences of College personnel to be kept.  Records shall include exact date(s) and the nature of the cause of absences.

_____________________

History: Adopted: 1/12/93; Effective: 1/12/93; Revised: 10/26/12
FLORIDA GATEWAY COLLEGE

PROCEDURE (2 of 3)


TITLE: Coordination and Administration of 
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Federal Projects


AUTHORITY: District Board of Trustees


DATE: See History Below

RESPONSIBILITY: President


OTHER: 
St. Bd. of Education Rules



6A-14.0261; 6A-14.0262



Florida Statute 1001.64(12); 1001.65

NUMBER OF RELATED BOARD POLICY: 6Hx12:2-03


In accordance with Policy 6Hx12:2-03, the fiscal records of federal projects shall be maintained by the business office and a monthly accounting of expenditures and encumbrances shall be given to the project administrator, appointed by the President.

All federal project proposals to be submitted shall be routed to the following persons in the following sequence.


1.
Project Administrator


2.
Appropriate Vice President 

3.
Vice President for Business Services


4.
President

Once a project is awarded, only the District Board of Trustees may reject the proposal.

______________________

History: Adopted: 12/10/74; Effective: 12/10/74; Revised: 10/9/79, 7/14/87, 7/13/93; 10/26/2012
FLORIDA GATEWAY COLLEGE
PROCEDURE (3 of 3)


Title:  Fraud Reporting
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AUTHORITY:  District Board of Trustees


RESPONSIBILTY:  President


NUMBER OF RELATED BOARD POLICY:  6Hx12:2-03


I. PURPOSE :

This procedure addresses the responsibility of employees and management for the detecting and reporting of fraud and/or suspected fraud.

II. PROCEDURE:

A. DEFINITIONS

1. For the purposes of this policy, fraud shall include but not be limited to:

· Theft or misappropriation of College assets.

· Submitting false claims for payments or reimbursement.

· Submitting false timesheets and/or failure to submit leave requests for time not worked.

· Accepting or offering a bribe or accepting gifts or other favors under circumstances that indicate that the gift or favor was intended to influence an employee’s decision making.

· Accepting a commission from a third party.

· Black-mail or extortion.

· ‘Off Books’ accounting or making false or fictitious entries.

· Knowingly creating and/or distributing false or misleading financial reports.

· Paying of excessive prices or fees where justification thereof is not documented.

· Violation of the College's procedures with the aim of personal gain or to the detriment of the College.
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· Using College equipment or work-time for any outside private business activity.

· Unauthorized destruction, theft, tampering or removal of records, furniture, fixtures or equipment.

· Willful negligence intended to cause damage to the material interest of the College.

· A dishonorable or irresponsible or deliberate act against the interests of the College.

2. Employee in this context.  The word employee refers to any faculty member, staff member or student who receives compensation, either full time or part-time, from the College.  The term also includes any volunteer who provides services to the College through an official arrangement or a College organization.

B. Responsibility for the Detection and Prevention of Fraud

1. Responsibility of Employees. It is the responsibility of all employees to conduct their College business in such a way as to prevent fraud occurring in the workplace.  Employees must also be alert to the possibilities for fraud and be on guard for any indications that improper or dishonest activity is taking place.

2. Responsibility of Management


a.
It is the responsibility of the administration to be familiar with the types of improprieties that might occur in their area and be alert for any indication that improper activity, misappropriation or dishonest activity is or was in existence in his or her area and put in place controls to avoid such occurrences.


b. 
Administrators are required to support and work with other involved departments and law enforcement agencies in the detection, reporting and investigation of dishonest or fraudulent activity including the prosecution of offenders. If a fraud is detected in an area, the administrator or manager is responsible for taking appropriate corrective actions to ensure adequate controls exist to prevent reoccurrence of improper actions.

3. Reporting Fraud
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a. It is the responsibility of all College employees to report suspicions of fraud without delay according to the procedure laid out below. Persons who cover up, obstruct, or fail to report, will be considered to be an accessory after the fact and may be subject to disciplinary action and/or discharge. Persons who threaten retaliation against a person reporting a suspected fraud shall be subject to disciplinary action up to and including termination of employment.

b. Great care must be taken in dealing with suspected dishonest or fraudulent activities to avoid:

i. Incorrect accusations

ii. Alerting suspected individuals to an investigation underway

iii. Treating employees unfairly

iv. Making statements that could lead to claims of false accusations or other charges.

Individuals who knowingly make false accusations may be subject to disciplinary action.

c. The incident, facts, suspicions or allegations should not be discussed with anyone inside or outside the College unless specifically directed to do so by the College officer investigating the incident.

d.  Fraud can be detected at any level within the College and the following general principles should apply in the reporting of suspected fraud.

i. A person who suspects that a fraudulent practice may be operating should, in the first instance, report the matter to his/her immediate supervisor. Should it be inappropriate to make such a report to an immediate supervisor, the report should be made to a higher level, directly to the Vice President of Business Services or the President.

ii. Once a report of suspected fraud is made to a supervisor/manager that person should report the suspicion to their immediate supervisor, to the Vice President of Business Services, or to the President. An immediate supervisor on receipt of a report of a suspected fraud should then report the matter to the Appropriate Vice President in the case of an academic employee and the Vice President of Business Services for all other employees. 
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iii. No investigation of the suspected fraud should take place until the Appropriate Vice President and the Executive Director of Human Resources have been informed.

4. Procedures for the Investigation of Alleged Fraud

a. The Appropriate Vice President will (except in any case involving the Office) have the responsibility for coordinating the College’s response and will seek expert legal advice from the College’s legal counsel or other advice if required.


b.
The Appropriate Vice President will notify the appropriate staff who will, if appropriate, conduct an initial investigation to gather factual information and reach a preliminary determination as to whether further action is required. The findings, conclusions and recommendations will be reported to the appropriate Vice President or President.


c. 
Where initial investigation provides reasonable grounds for suspecting an employee of fraud or a dishonest activity, the relevant Vice President or the President will decide if any actions are necessary to prevent further loss. This may require, in consultation with the President, the suspension with or without pay of the member or members of staff and/or the decision as to whether further investigation is required.


d.
 Each case will be considered individually in accordance with the expert advice obtained with a view to minimizing the losses (both monetary and otherwise) to the College. Having reached a decision as to what further action is necessary and how such actions should be undertaken, the appropriate Vice President will communicate with the affected employee and the employee’s supervisor.

e. Results of fraud investigations will be considered and the internal control structure assessed so that a similar recurrence of the same or 
similar fraud can be prevented or at least promptly detected by the relevant Vice President and staff in the future. Documentation regarding the findings, conclusions and recommendations, following consultation with the relevant department(s) will be maintained.
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f.
Investigations will be conducted in a confidential manner to protect all parties to the investigation.

5.
Accounting for Loss, Restitution and Recovery

 a.
The department incurring the loss from a dishonest or fraudulent act will normally suffer the loss until monies can be recovered through insurance or restitution.


b.
If the suspected incident involves the Office of the Vice President for Business Services, the President shall undertake the role and functions specified for the Vice President for Business Services.

6. 
Disciplinary Action


a.
The Human Resources Office will be consulted for any employee disciplinary actions resulting from fraudulent activity.

b. Documentation related to such employee discipline will be maintained in the employee’s personnel file.

History:  Adopted: 03/02/09; Effective:  03/02/09: Revised: 10/26/2012
