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ALLEN COUNTY COMMUNITY COLLEGE
BOARD OF TRUSTEES

POLICIES AND PROCEDURES

COMPENSATION 

I.       POLICY

1.00  GENERAL STATEMENT

1.01   All compensation for personnel services are determined in compliance with the 

          terms and conditions of the Federal award.  
2.00   SPECIFIC STATEMENTS
2.01   The college will determine compensation to be remuneration, paid currently or
          accrued, for services of employees rendered during the period of performance
          under the Federal award, including but not necessarily limited to wages and
          salaries, and fringe benefits.
2.02   Compensation costs are considered allowable to the extent that they satisfy the
          specific requirements listed below, and that the total compensation for individual
          employees:
a. is reasonable for the services rendered and conforms to college policies which apply to both Federal and non-Federal activities.
b. follows an appointment made in accordance with the requirements of Federal
statute where applicable.
c. is determined and supported as provided in the Standards for Documentation of Personnel Expenses, when applicable.
2.03   Compensation will be determined as reasonable to the extent that it is consistent
          with that paid for similar work in other activities of the college.
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2.04   The Federal government may require that the effort of professional staff working
          on Federal awards be allocated between Non-Federal entity activities and non-
          organizational professional activities. (However, if the Federal awarding agency
          considers the extent of non-organizational professional’s effort excessive or
          inconsistent with the conflicts-of-interest terms and conditions of the Federal
          award, arrangements governing compensation will be negotiated on a case-by-case
          basis). 
2.05 Costs that are considered unallowable in the college’s Allowable Cost Policy IX-A-      
1.1 will not be considered allowable as compensation.
2.06  The college will maintain a ceiling for allowable compensation in accordance with
         statute of the Federal award. 
2.07  If there is a substantial increase in employees’ level of compensation because of the
         college changing its policy, or if there is a change in the Federal policy of the
         Federal award, special considerations will be given in determining allowability of
         compensation.
2.08  If the college should enter into a good faith agreement between the college and the
         employees before services are rendered, incentive compensation to employees
         based on cost reduction, or efficient performance, and/or incentive compensation,
         such as suggestion or safety awards, will be considered allowable to the extent that
         the overall compensation is determined to be reasonable as in section 2.02a  of this
         policy.
2.09  As for all institutions of higher education, the college will be subject to certain
         conditions which require special consideration and possible limitations in
         determining allowable personnel compensation under Federal awards. These
         include:

a. activities contributing and directly related to work under an agreement, such as delivering special lectures, writing reports, coordinating research, participating in seminars, consulting with colleagues and attending conferences.
b. incidental activities for which supplemental compensation is allowable under
written institutional policy (at a rate not to exceed institutional base salary). In order to provide supplemental compensation in this case, the college will receive prior written approval by the Federal awarding agency for the activity if not specifically provided for in the Federal award budget. 
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2.10  The college will compensate personnel for work performed on the Federal award
         during the academic year, and will consider the costs allowable at the IBS rate. (IBS
         is defined as the annual compensation paid by an institution of higher education for
         an individual’s appointment, whether that individual’s time is spent on research,
         instruction, administration, or other activities.) Unless there is prior approval by the
         Federal awarding agency, charges of college personnel salary to a Federal award
         must not exceed the proportionate share of the IBS for the period during which 
         college personnel worked on the award. 
2.11  Extra-service pay, Federal award compensation, will follow the college’s overload
         policy, which applies uniformly to all faculty and staff members, not just those
        working on Federal awards. 

2.12  The supplementation amount paid will be commensurate with the IBS rate of pay
         and the amount of additional work performed. 
2.13  The total salaries and extra-service pay the college charges to Federal awards are
         subject to the Standards for Documentation.








2.14  For part-time faculty, the college will be compensated from Federal awards at a rate
         not to exceed that regularly paid for part-time assignments.
2.15  For non-faculty college personnel, the extra-service compensation will follow the
         same guidelines as for faculty.
3.00 PROCEDURES

3.01    The college will charge Federal awards compensation based on the following
           Standards for Documentation.  

a. Records will accurately reflect the work performed.

b. Records will be supported by a system on internal control which provides
                reasonable assurance that the charges are accurate, allowable, and properly
                allocated.

c. Records will be incorporated into the official records of the college.

d. Records will reasonably reflect the total activity for which the employee is
                compensated by the college, not exceeding 100% of compensated activities.
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e. Records will encompass both Federally assisted and all other activities
                compensated by the college on an integrated basis.

f. Records will comply with established accounting policies and practices.

g. Records will support the distribution of the employee’s salary among specific
                activities or cost objectives if the employee works on more than one Federal
                award; a Federal Award and a non-Federal award; an indirect cost activity and
                a direct cost activity; two or more indirect activities which are allocated using
               different allocation bases; or and unallowable activity and a direct or indirect
               cost activity. 

h. Records of budget estimates will be used only for interim accounting purposes
               and will not qualify as support for charges to Federal awards. Final records will
               reflect actual activities as compared with estimates.

i. In accordance with Department of Labor regulations implementing the Fair
               Labor Standards Act, charges for the salaries and wages of nonexempt
              employees, in addition to the supporting documentation described above, records
              will include the total number of hours worked each day.

j. Records will show salaries and wages of employees used in meeting cost
              sharing or matching requirements on Federal awards in the same manner as
              salaries and wages claimed for reimbursement from Federal awards. 
3.02   The college will offer fringe benefits to employees as compensation in addition to
          regular salaries and wages as allowable costs. Fringe benefits include, but are not
          limited to, the costs of leave (vacation, family-related, illness, or military),
          employee insurance, pensions, and unemployment benefit plans.  The costs of these
          fringe benefits are considered allowable provided that the benefits are reasonable
          and are required by law, college-employee agreement, or an established policy of
          the college. 

a. The cost of leave fringe benefits, which are compensation paid to employees
               during periods of authorized absences from the job, are allowable if they follow
               the college’s leave policies under section 3 in the policy manual. The college   
 
   will equitably allocate to all related activities including Federal awards; and will 
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   follow a consistent accounting basis (cash or accrual) for the specified grouping 
  
   of employees. 





















1. With a cash accounting basis, the cost of leave is recognized in the                            

    period that the leave is taken and paid for. Payments for unused leave                            

    when an employee retires or terminates employment are allowable in                            

    the year of payment.


2. An accrual accounting basis may be used only for those types of leave
                            for which a liability as defined by GAAP exists when the leave is
                            earned. With the accrual accounting basis, the allowable leave costs are
                            the lesser of the amount accrued or funded. 

b. The college offers fringe benefits in the form of tuition or remission of tuition
                for employees, which is allowable and provided in accordance with established
                non-Federal policy. 

c. Fringe benefits in the form of tuition or remission of tuition for non-employees
                will not be considered allowable unless they are limited to the tax free amount
                allowed per Section 127, or as under Section 117 of the Internal Revenue Code
                as amended.

d.  The costs of the college’s fringe benefits contribution are compensation in the
                 form of contributions to social security; employee health, life, unemployment,
                 and worker’s compensation insurance. These are allowable under the
                 following conditions.


1. Such benefits will be allocated to Federal awards and all other activities
                            in a manner consistent with the pattern of benefits attributable to the
                            groups of employees whose salaries and wages are chargeable to such
                            Federal awards and other activities, and charged as direct or indirect
                            costs in accordance with college accounting practices.


2. The college will assign fringe benefits to cost objectives either by
                            identifying specific benefits to specific individual employees or by
                            allocating on the basis of entity-wide salaries and wages of the
                            employees receiving the benefits, depending upon the Federal award
                            requirements.
3.03  Pension costs will be allowable provided that they are reasonable (as defined
         earlier). 
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a.  The college does not contribute directly to pension plans. College employees
     are covered by the State, which is the entity that contributes to the pension plan
     for college employees. 


1. These costs will be recorded by approved cost allocation plans
                            in accordance with applicable Federal cost accounting
                            principles.


2. These costs are allowable only in they are not borne directly nor
                            indirectly by the Federal Government.  
b.  If the college should contribute to a pension plan, the college will use a method
     of cost allocation which is not discriminatory, and is determined in accordance
     with GAAP.
1.  The college will follow the “Cost Accounting Standard for
     Composition and Measurement of Pension costs”. 


2.  The college will use either an acceptable actuarial cost method or a
                             pay-as-you-go method for pension plan costs. 
3.04   Severance pay (dismissal wages) are allowable only to the extent that in each case,
          it is required by (a)law, (b)negotiated agreement, (c)established policy,
         (d)circumstances of the particular employment. 
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