VALENCIA

Operations Leadership Team December 1%, 2015
District Office Room 252 & Lync 2:00-3:00 PM

IN ATTENDANCE: Jackie Lasch (Co-chair), Jennifer Page (Co-chair), Kari Makepeace (Council Coordinator),

Terry Allcorn, Marie Brady, Daniel Charriez, Jenny Charriez (Guest), Chris Christensen, Leslie Golden, Kathy Hauser,
Amy Kleeman, Alex Larzabal, Mike Lergier, Vicki Nelson (Guest), Leda Pacheco (Guest), Paul Rooney, Jamie Rost,
Michelle Sever, Darla Sharpe, Todd Treece, Rhonda Ulmer

MEETING SUMMARY

I. DISCUSSION ITEMS

A. Vicki Nelson shared the steps that supervisors need to take once an employee announces
his/her resignation (Attachment A), as well as reviewed the Employee Checkout packet
(Attachment B) which includes the employee checkout form and some relevant policies.

Emphasis was placed on the importance of supervisors notifying Employee Records as soon as
they become aware that an employee is going to resign so that appropriate documentation is
generated, final work dates are established, and final pay and leave balances are determined.
Contact information for Employee Records is as follows:

e Vicki Nelson, Manager, Employee Records, Ext. 8031
e Sharon Mondoro, HR Specialist for East and Winter Park Campuses, Ext. 2913
e Vincent Mirandi, HR Specialist for Osceola and Lake Nona Campuses, Ext. 4253

e Kristabel Carvajal, HR Specialist for West Campus and District Office, Ext. 1510

The OLT discussed the process and expressed concerns with the amount of time that
employees stay in the system and potentially have access to secure content. It was noted that
OIT is currently working with HR to create a system that will make it much easier for supervisors
to have system access granted or taken away. Alex Larzabal will provide the OLT with updates
as the work progresses.

B. Rhonda Ulmer shared changes from the Procurement Office, which are outlined below. The OLT
discussed the new Speaker Agreements and revised Contractors Agreement and recommended
that the new forms be provided to the Campus Deans for informational purposes, as well as to
give them an opportunity to provide feedback.

e Speaker Agreements — In an effort to make the contracting process for speaking
engagements more efficient and simpler to use, Procurement has developed a “speaker” or
lecturer agreement (Attachment C) in conjunction with the Office of Policy and General
Counsel. The speaker agreement will not require a Certificate of Insurance. The speaker
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agreement will require signatures of the individual initiating the contract, budget manager,
contractor and Loren Bender, VP of Business Operations & Finance. The new Agreement will
be available as a fillable form under Valencia Forms in late December 2016. If you would like
to use it now, please contact Rhonda Ulmer in the Procurement Office at extension 3861.

¢ Revised Independent Contractor Agreement — The last revision to the Independent
Contractor Agreement (Attachment D) incorporated the new IRS standards for determining
whether a person providing services to the College is an employee or considered an
independent contractor. Based on feedback received, the agreement has been modified to
make it easier to understand the RS criteria. The new agreement is now available in Atlas,
on the Employees tab. Under the Employee Support section, click on Tools and then
Valencia Forms.

o Certificates of Insurance — Certificates of Insurance for liability and automobile coverage are
a requirement to do business with the College. Risk Management has designed a matrix of
insurance requirements (Attachment E) based on risk to the College, titled “Minimum
Insurance Requirements for Contracts.” This matrix should be reviewed prior to contracting
to ensure that the vendor/contractor can provide the required insurance for the task or
project. Click here to see a copy of the Minimum Insurance Requirements for Contracts
document. If you have questions relating to insurance, please contact the Safety, Security
and Risk Management Department at extension 3860 or 1455.

Il. ACTION ITEMS

A. Jackie Lasch discussed new cash management regulations from the USDOE and Valencia’s
provisions (Attachment F) which will be effective July 1, 2016. The new regulations will affect
how colleges disburse Title IV funds. Under the new rules, the USDOE defines financial
arrangements with a third-party servicer as either Tier One or Tier Two arrangements. Valencia
College’s current arrangement with Higher Once falls under the Tier One category because they
perform one or more of the functions associated with processing direct payments of Title IV
funds on behalf of the institution and offer one or more financial (bank) accounts under our
arrangement.

In order to be proactive and ensure that Higher One is complying with the new regulations for
Tier One financial arrangements, Jackie proposed that a work team be convened in January,
2016 to determine action items needed. The OLT approved Jackie’s proposal so she will move
forward with contacting folks from Legal, Financial Aid, Accounting, OIT, and Student Services
to serve on the team.

lII. INFORMATION ITEMS
A. Jenny Charriez provided information on the mid-year check-in and Learning Day.

e Mid-year Check-in — Full-time staff members should have submitted their employee update
by November 30, 2015. The next step is the supervisor reflection which is due by February
15, 2016. Also, in an effort to make improvements to the 2016-17 Check-In process and
tool, the employee development team is sending out a short survey this week to full-time
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staff members. The survey will be open for responses for two weeks and will close on
Friday, December 18, 2015. Supervisors are asked to provide candid feedback on the
process, and to encourage employees to do that same.

e Learning Day — Valencia College Learning Day will be held on February 12, 2016 at the East,
Osceola, School of Public Safety and West Campuses. All faculty and staff should attend
Learning Day depending on their home campus. As in past years, the afternoon will be set
aside for employees to participate in service learning opportunities throughout the
community.

B. Jennifer Page provided information from Payroll Services on W-2s. Since all W-2s are mailed,
employees need to verify their “HR” address as it appears in Atlas. W-2s are not forwarded, so
it is extremely important that employee addresses are accurate to ensure that they are
received as timely as possible.

Employees can find their address in Atlas by clicking on the Employees tab. in the My Human

Resources channel, click on Update Your Information and then Address(es) and Phone(s): View.
If the address is incorrect, click on Update Address(es) and Phone(s) to revise.

If there are questions or an employee is having difficulties updating this information in Atlas,
please direct them to contact the Human Resources Records Team.

IV. NEXT MEETING SCHEDULED

The Operations Leadership Team will be meeting again on February 2, 2016 from 2-5pm via Lync or in-
person at the District Office in Room 252.

V. SUMMARY OF MEETING EVALUATION

The OLT utilized the + / A evaluation method (via Qualtrics) to provide feedback. Feedback was as follows:

+: What did you like about the meeting?
Sharing of valuable information and opinions.

Lots of good information in a time efficient manner.

The information shared.

A: What would you like to see changed?

Several of the items on the agenda were not discussed.
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VALENCIA

HOW TO SUCCESSF

ULLY MANAGE.

EMPLOYEE RESIGNATION

DEFINITIONS

Resignation (roun)

* The act of giving up a position or retiring.

* A document conveying one’s intention to give up

or relinquish employment.

* A type of voluntary separation of employment.

do | need to consider?

To successfully manage an employee’s
resignation it is important to notify
Employee Records, as they will provide
youwith importantinformation including
policies to reference, forms to complete,
and additional resources to guide you
through the resignation process.

HOW
does this impact my work?

To prepare for an employee resignation,
familiarize  yourself with applicable
Valencia policies (Volume 3F) on the
Office of the General Counsel website
and the documentation in the Checkout
Packet, sent to your full-time employee by
Employee Records when they are notified
of the resignation. The Checkout Packet
includes: Employee Checkout Sheet (Form
HR #21), Out Processing of Employees
policy, Terminal Pay policy, Transfer of
Accrued Sick Leave form, and—the—Euic—

Interdew Questionsaire—

WHY
do | need to know this?

We value our employees from the time
they join the Valencia family to the
time they leave. It’s important that you
promptly notify Employee Records

“of your employee’s resignation so the

appropriate documentation is generated,
final work dates are established, and final

pay and leave balances are determined.

WHO

does this affect?

Employee Records must be promptly
notified of all employee resignations (full-
time and part-time, faculty and staff).

NHGOhmen«{— A
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Employee announces his/her
resignation.

Notify Employee Records of the
resignation.

Ask your employee to write a
letter of resignation or complete
the HR Resignation Form HR
#16 (available in Valencia Forms,
in Atlas) and submit the letter or
form to Employee Records.

For Full-Time Employees:

Complete and submit the HR
Action Form for Full-Time
Employees HR #25 (available
in Valencia Forms, in Atlas) to
Human Resources, Employee
Records.

Identify leave balances in the
Request and Manage My Leave
system in Atlas. Contact Payroll
Services if you have questions
regarding the employee’s leave.

Ensure that college property and
access to Valencia systems are
secured by contacting Property
Control and the OIT Help
Desk.

Follow up to ensure your full-
time employee receives his/her
Checkout Packet and completes
the formal checkout process.

For Part-Time Employees:

Contact Employee Records
to providc your resigning
employee’s name, VID number,
and last date of work.

Confirm that the employee has
entered his/her final work hours
and submitted final time sheets.
Immediately review the final time
sheet for accuracy and approve it
or have it corrected, as needed.
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HOW TO SUCCESSFULLY MAMAGE... RESOURCES
Human Resources, Employee Records

EMPLOYEE RESIGNATION Vi 1

Phone: 407-582-8031
Email: vnelson@valenciacollege.edu
Mail code: DO-21

FOCUS ON THE CONVERSATION

Sharon Mondoro
Communicate with your employee: Let your full-time employee know Human Resources Specialist,
that Employee Records will be sending important documentation for East and Winter Park Campuses
him/her to complete (the Checkout Packet). Phone: 407-582-2913

Email: smondoro@valenciacollege.edu

Communicate with your team: Use this as an opportunity to collaborate ‘
y PP v Mail code: 3-7

with your team to improve processes and prepare for future changes.

Consider communicating with your team to: Viheent Mitaadi
¢ Inform them of the resignation. Human Resources Specialist,
» Communicate next steps and contingency plans. Osceola and Lake Nona Campuses
. r e : Phone: 407-582-4253
* As appropriate, recognize and celebrate the plans of the resigning employee. Enail: vinimadi@valesciacollcge.edu
Communicate with Human Resources: Keep in contact with Employee Mail code: 6-1
Records throughout the resignation process. From the initial notification Korspabiel Gyl

of your employee’s resignation to ensuring that all necessary paperwork T
: : 5 Human Resources Specialist,
is completed and submitted, Employee Records and Payroll Services are West Gatipusand Distric Office

here to provide the support you need. Phone: 407-582-1510
Email: keasiano3@valenciacollege.edu

Mail code: 4-40

Human Resources, Payroll Services

Bettie Cooper
Director, Payroll Services
Phone: 407-582-8100

When should | notify Human Resources about my Ermail: beooper l@valeaciacollege.cdu

employee’s resignation? Mail code: D@21

Immediately. As soon as your employee announces he/she is resigning, contact

Employee Records to begin the resignation process. Human Resources, General Information
What happens if my employee does not complete the Phone: 407-582-8033

Employee Checkout Sheet (Form #21) included in the Property Control

Checkout Packet? David Long

As outlined in college policy; if your full-time employee is unable to complete the Coordinator, Property Control
Employee Checkout Sheet (Form HR #21), his/her supervisor must complete and Phone: 407-582-1267

submit the form to Employee Records on the employee’s behalf. Email: wlong@valenciacollege.edu

If my employee is part-time, do | still need to complete Mail code: 4-36

paperwork and does the Checkout Packet need to be Office of Information Techinology
completed by the employee? Employee Help Desk

Part-time employees do not need to complete the Checlkout Packet; however, Phone: 407-582-5555

Employee Records still should be notified of the resignation. Contact Employee Email: oithelp@valenciacollege.edu
Records with the following information about your resigning part-time employee: Website: hetp://valenciacollege.edul
employee name, VID number, and last date of work. oitltssihelpdesk/

Confirm that your employee has entered his/her final work hours and submitted
final time sheets. As the supervisor, you should immediately review the final time
sheet for accuracy and approve it or have it corrected.

HR Website
betp:/lvalenciacollege.edu/br/

Are employees who are resigning allowed to use their " General Counsel Website
accumulated vacation/personal time, prior to their effective bttp:/lvalenciacollege.edu/
date of separation? generalcounsel/policy/

Yes, at your discretion. As the supervisor, you may allow your resigning employee to

utilize his/her accumulated vacation/personal time, prior to his/her effective date of Volume 3F — Human Resources,

separation. Be sure to contact Payroll Services to determine available leave balances Separation and Termination of Employment

and confirm the effective date of separation.

N
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DATE: October 29, 2015
TO:
FROM: Vicki Nelson (x8031)

Human Resources Department — mail code DO-21

SUBJECT: Checkout Sheet Instructions

The Human Resources Department (HR) was informed you will be leaving your employment with the college. In
accordance with college policy 6Hx28:3F-01, Out Processing of Employees, the Employee Checkout Sheet (form
# 21) is to be completed on your last physical work day. A copy of the policy and form are attached. Please follow
these steps to insure accurate completion of the form:

Upon receipt of this packet, please schedule checkout appointments to visit the HR and Payroll Departments on
your Jast physical work day. These appointments will take approximately 10 minutes each and should be scheduled
with:

Retirees only: Non-Retirees:

1*call: Joe Nunes at extension 8007 1*t call: Dan Compte at extension 8042

2" call: Joanne Flores at extension 8086 2" call: Amanda Hyland at extension 8039
3 call: Bettie Cooper at extension 8100 3t call: Bettie Cooper at extension 8100

HR and Payroll are now located on the second floor of Valencia’s District Office near the West Campus. The
address is 1768 Park Center Drive, Orlando, FL 32835. This is less than a mile behind the West Campus just off
Hiawassee Road.

NOTE: If you are terminating employment before the end of the contract or fiscal year, your final pay check may require
adjustment to prevent overpayment. This adjustment may be necessary to prorate your salary based on the number of days you
worked in the contract or fiscal year. Please discuss this with the Payroll Department so you will know what to expect when
you complete the checkout process and receive your last pay check. A copy of college policy 6Hx28:3F-02, Terminal Pay is
attached.

On your last work day, please secure signatures IN EVERY HIGHLIGHTED SECTION on the attached
Employee Checkout Form. ALL HIGHLIGHTED SECTIONS must be completed before you come to your
appointments in HR and Payroll. The remaining sections will be completed during your checkout. If you are not a
faculty employee, section 3 can be marked as “nor applicable” (N/A).

If you have any questions, please call feel free to call. We are here to help.
Attachments: Employee Checkout Sheet (form #21)
Out Processing of Employees, policy (6Hx28:3F-01)

Terminal Pay, policy (6Hx28:3F-02)
Transfer of Accrued Sick Leave (Payroll form, Rev. 03/09)

Revised 01/09/2015




Employee Name VID

Effective Date of Leave/Resignation/Termination
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VALENCIA COLLEGE
EMPLOYEE CHECKOUT FORM

Instructions: Any full-time employee leaving full-time employment with the college or taking an extended leave of absence, must secure the
necessary signatures on this form jn the order listed. Payroll will issue a final check which will include any accumulated payment for unused leave in
compliance with college policy 6Hx28:3F-02,

1. SUPERVISOR
a. College Property b. Grade Books ¢. Computer Equipment/Software
LEAVE — The following leave was taken during the past 30 days prior to the effective date of termination.
Type (Sick /Vacation) Dates Hours
If this employee is teaching, please list all sections taught during the current term:
Signature Date
2. LIBRARY East Campus—Building 4, Room 201, Circulation Desk and Audio Visual Services, Room 102B
Osceola Campus — Building 1, Room 104
West Campus ~ Building 6, Lobby Service Desk and Instructional Support/AV, Room 104
Winter Patk Campus —~ Room 140
a, Circulation/reserved materials/books Signature Date
b. Audio-Visual equipment/materials ~Signature Date
3. FACULTY (Registrar’s Office Representative —East Campus, Osceola Campus, West Campus, Winter Park Campus)
a. Grades Submitted vEs [ ~No_[ wa
b. Last Attendance Dates Submitted  YES L] No [] NA L]
¢. Missing Grades Completed YES [ No [ NA [
Signature Date
4. KEYS
Unless prior arrangements are made, employees of the following campuses must return keys to the West Campus, Building 14: Dovwmtown
_ Center, Osceola Campus, Sand Lake Center, and West Campus. Call extension 1446 to make alternate arrangements.
Unless prior arrangements are made, employees of the following campuses must return keys to the East Campus, Building 1, Room 333:
Criminal Justice Institute, East Campus, Winter Park Campus. Call extension 2242 to make alternafe arrangements.
Signature v Date
5. ELECTRONIC ACCESS CARDS (Security office/desk representative at location for which access card was issued)
Signature Date
6. HUMAN RESOURCES (District Office - 2nd Floor)
a. HR Action Form b. Letter of Resignation ¢, Insurance Benefits/Continuation
Signature Date
7.  PAYROLL (District Office ~ 2nd Floor)

a. American Express Card b, Parking Garage Card c. P-Card

Signature Date

OUT-PROCESSING COMPLETED:
Employee Signature Date

Copy Distribution: The eriginal of this form is refurned to Human Resources. A photocopy is retained by the Payroll Department and a copy is given to the employee.

HR Form #21
Rev.04/14
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VALENCIA COLLEGE

Termination of Employment
Transfer of Accrued Sick Leave

Employees who are terminating their employment with Valencia College to take a position with another
Florida Community College, the Florida Department of Education, the State University System, or a
Florida District School Board may elect to transfer their sick leave balance, provided that the agreement
with the institution is reciprocal.

Eligible employees must complete this form and submit it to the Payroll Services Department (mail code
3-34) anthorizing the transfer of accrued sick leave no later than his/her last working day, Faitiire to do
o will result in. the payment of ferminal Sick Ieave a3 provided in Policy; 6Hx28: 3F-02.. Once thie
pay out has been processed; the iransaction may riot be reversed,

Employee Name:

YID #:

Effective Date of Resignation:

I authorize Valencia College to transfer my accrued sick leave to the following institution. I understand
that if that institution does not have a reciprocal agreement with Valencia, my sick leave will be paid out
to me in accordance with the Terminal Pay policy.

Attention:

Name of Institution:

Address:

City, State, Zip:

Institution’s Phone Number:

Institution’s Fax Number:

Employee Signature: Date:

Rev. 06/11
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POLICY: 6Hx28:3F-01

Responsible Official:
Vice President, Organizational
Development and Human Resources

Specific Authority: 1001.64, F.S.

VALENCM Law Implemented: 1001.64, F.S.

Effective Date: 11-18-1992

Outprocessing of Employees

Policy
Statement:

A full-time employee who is terminating his or her employment or is going on a leave of absence
in excess of thirty (30) work days is required to clear the College and submit a Letter of
Resignation or Certificate of Absence as appropriate.

Procedures:

I.  The Employee Checkout Sheet (Personnel Form #21) is to be hand carried by the
employee to the various sources on the employee's last workday.

II.  The employee's immediate supervisor is responsible for securing the various signatures
on the form if an employee is unable to complete the checkout sheet.

IIT.  Once the checkout sheet is received in the finance office, a payroll check may be issued
for time worked and/or terminal pay, as appropriate.

Related
Documents/Policies:

None

Policy
History:

Adopted 1-19-83; Amended 11-18-92; Formerly 6Hx28:07-31

Procedure History:
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Adopted 1-19-83; Amended 11-18-92; Formerly 6Hx28:07-31




Attachment B
o of Il

POLICY: 6Hx28:3F-02

Responsible Official:
Vice President, Organizational Development and
Human Resources

Specific Authority: 1001.64, F.S.
Law Implemented: 1001.64, F.S.

Effective Date: 11-20-2001

Terminal Pay

Policy
Statement:

Terminal pay for unused sick leave accumulated at, or transferred to, Valencia College and
unused vacation leave accumulated at Valencia College will be paid to a full-time employee who
terminates his or her employment at the College, or to his or her beneficiary if service is
terminated by death, in accordance with the following provisions. In lieu of payment at the time
of termination, employees electing to participate in the Deferred Retirement Option Program
(DROP) may elect to be paid for unused vacation leave in accordance with this policy effective
the day preceding the DROP begin date. Employees electing such lump-sum payment will not
be eligible to receive a second lump-sum payment upon termination, except to the extent that
they have earned additional vacation leave which combined with the original payment does not
exceed the lump-sum payment allowed under this policy.

I.  Terminal pay for Faculty, Career Service, Professional, and Administrative employees,
excluding leave days accrued by Executive Management employees after June 30, 2001.

A. Terminal pay for employees hired on or before June 30, 1988
1. Sick Leave

a.  Until being credited with four years of service, the daily rate of
pay multiplied by 35 percent times the number of days of
accumulated and unused sick leave.

b. After being credited with four years of service, the daily rate of
pay multiplied by 40 percent times the number of days of
accumulated and unused sick leave.

c. After being credited with seven years of service, the daily rate of
pay multiplied by 45 percent times the number of days of
accumulated and unused sick leave.
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d. After being credited with ten years of service, the daily rate of pay
multiplied by 50 percent times the number of days of accumulated
and unused sick leave.

2. Vacation Leave

The daily rate of pay multiplied by the number of accumulated and unused
vacation days, not to exceed the following:

a. Executive Management:
30 days (62 days at time of retirement/DROP only)

b. Administrators, other than executive management:
" 30 days (45 days at time of retirement/DROP only)

c. All other twelve-month employees:
30 days

B. Terminal pay for employees hired between July 1, 1988 and June 30, 1995
1. Sick Leave

a. Until being credited with five years of service, no terminal pay
benefits will be paid for accrued and unused sick leave.

b. After being credited with five years of service, the daily rate of pay
multiplied by 25 percent times the number of days of accumulated
and unused sick leave.

¢. After being credited with ten years of service, the daily rate of pay
multiplied by 50 percent times the number of days of accumulated
and unused sick leave.

2. Vacation Leave

Until being credited with ten years of service, the daily rate of pay
multiplied by 50 percent times the number of days accumulated and
unused vacation leave and after being credited with ten years of service,
the daily rate of pay multiplied by 100 percent times the number of days
accumulated and unused vacation leave, not to exceed the following:

a. Executive Management:
30 days (62 days at time of retirement/DROP only)

b. Administrators, other than executive management;
30 days (45 days at time of retirement/DROP only)
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c. All other twelve-month employees:
30 days

C. Terminal pay for faculty and career service employees hired on or after July 1,
1995
1. Sick Leave

a. Until being credited with five years of service, no terminal pay
benefits will be paid for accrued and unused sick leave.

b. After being credited with five years of service, the daily rate of pay
multiplied by 25 percent times the number of days of accumulated
and unused sick leave.

c. After being credited with ten years of service, the daily rate of pay
multiplied by 50 percent times the number of days of accumulated
and unused sick leave.

2. Vacation Leave

Until being credited with ten years of service, the daily rate of pay
multiplied by 50 percent times the number of days of accumulated and
unused vacation leave and after being credited with ten years of service,
the daily rate of pay multiplied by 100 percent times the number of days of
accumulated and unused vacation leave, not to exceed 30 days.

D. Terminal pay for professional and administrative employees hired on or after July
1, 1995

1.Sick Leave

a. Until being credited with five years of service, no terminal pay
benefits will be paid for accrued and unused sick leave.

b. After being credited with five years of service, the daily rate of pay
multiplied by 25 percent times the number of accumulated and
unused sick leave which shall not exceed a maximum of 60 days.

c. Sick leave accumulated prior to July 1, 1995, and subsequently
reinstated or transferred to the college, will be paid in accordance
with Paragraph B above.

2.Vacation Leave

Until being credited with ten years of service, the daily rate of pay
multiplied by 50 percent times the number of days of accumulated and
unused vacation leave and after being credited with ten years of service,
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the daily rate of pay multiplied by 100 percent times the number of days of
accumulated and wnused vacation leave, not to exceed the following:

a. Executive Management:
30 days (62 days at time of retirement/DROP only)

b. Administrators, other than executive management:
30 days (45 days at time of retirement/DROP only)

c. All other twelve-month employees:
30 days

I.  Terminal pay for sick leave accrued by employees in the executive management pay
grade after June 30, 2001.

A. For sick leave accrned before July 1, 2001, terminal pay shall be made in
accordance with the provisions of Paragraph I above.

B. For sick leave accrued on or after July 1, 2001, terminal pay may not exceed an
amount equal to one-fourth (1/4) of the employee’s unused sick leave or 60 days
of the employee’s pay, whichever amount is less.

C. Ifthe employee has an accumulated sick leave balance of 60 days or more on
June 30, 2001, sick leave earned after that date may not be accumulated for
terminal pay purposes until the accumulated leave balance as of JTune 30, 2001, is
less than 60 days.

L. Terminal pay provisions to all employees

A. Terminal pay for employees hired on or after July 1, 1995, will be calculated
based on the employment category of the employee at the time of termination.

B. For purposes of calculating terminal pay, a year of service will be credited when
the employee serves one day more than one-half of the number of days in the
contract year/fiscal year, or the equivalent.

C. The daily rate for ten-month employees is determined by dividing the annual rate
for ten months by 194; the daily rate for twelve-month employees is determined
by dividing the annual rate for twelve months by 228.

D. Terminal pay for employees filling grant-funded positions

1. Employees filling grant-funded positions hired on or before June 30,
1988, will be paid terminal pay benefits as provided in the employee’s
employment contract.
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2. Employees filling grant-funded positions hired on or after July 1, 1988,
will not be paid terminal pay benefits unless the grant includes funding for
this purpose and is approved by the president or a designee.

E. If an employee receives terminal pay benefits based on unused sick leave, the
unused sick leave credit will become invalid; however, if an employee terminates
employment without receiving terminal pay benefits and is reemployed by the
College, the employee’s unused sick leave credit will be reinstated.

F. Employees who are retiring from the College may be eligible for additional
retirement incentive benefits under Policy 6Hx28:3C-12 Retirement Incentive
Program.

G. Effective March 31, 1999, terminal vacation and sick leave payments made to
eligible participants as defined in 61¥x28:3C-14, 401(a) Qualified Retirement
Plan, are required to be contributed to the 401(a) plan to the maximum extent
permitted by Federal tax laws and college policy. Terminal pay calculations are
based on the employee’s leave balances and salary in effect on the date of the
mandatory payments. These mandatory payments include:

1. Terminal Vacation Leave

a. Payments made to DROP participants the day prior to the DROP
begin date and/or on the date of separation.

b. Payments made to all other eligible participants on the date of
separation.

2. Terminal Sick Leave

a. Payments made to all eligible participants each June 30. A
minimum balance of 30 days of personal sick leave shall be
retained in the employee’s account.

b. Remaining payments made to eligible participants on the date of
separation. '

IV.  After the maximum contributions have been paid into the 401(a) plan for the plan year,
remaining sick leave and vacation leave balances will be carried over for payment in a
subsequent plan year, unless the employee separates from the college. If the employee
does separate from the college, payments for remaining sick and vacation leave balances
will be made directly to the employee subject to FICA and federal income taxes.

Procedures:

1. Employees will call the human resources office for an appointment to complete the
necessary application materials to receive terminal pay benefits.
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I Upon receipt of the DROP Notice of Election form completed by the employee, DROP
participants who elect to do so will be paid terminal vacation pay the day preceding the
DROP begin date.

II.  Terminal sick and vacation leave payments to employees separating from the college will
be made after the employee completes outprocessing in accordance with Policy
6Hx28:3F-01 Outprocessing of Employees.

Related
Documents/Policies:

None

Policy
History:

Adopted 7-11-73; Amended 1-19-83; Formerly 6Hx28:7-11; Amended 2-17-82; Amended 7-11-
84; Amended 6-15-88; Amended 11-18-92; Amended 10-18-95; Amended 5-20-98; Amended 9-
16-98; Amended 3-17-99; Amended 11-20-01; Formerly 6Hx28:07-32

Procedure
History:

Adopted 7-11-73; Amended 1-19-83; Formerly 6Hx28:7-11; Amended 2-17-82; Amended 7-11-
84; Amended 6-15-88; Amended 11-18-92; Amended 5-20-98; Amended 3-17-99; Formerly
6Hx28:07-32
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SPEAKER AGREEMENT

This agreement (hereafter referred to as the “Agreement or “Contract”) dated
,20 _is between
(the Speaker or Professional, hereafter collectively and individually referred to as the
“Speaker”) and the District Board of Trustees of Valencia College, Florida (hereafter referred to
as the “College” or “Valencia”), (individually, the “Party” and collectively, the “Parties”).

WHEREAS, the College has requested that the Speaker present, speak, lecture or otherwise
address the College’s student, faculty, and/or staff (the “Services,”) and the Speaker has
agreed;

WHEREAS, the Parties agree as follows:

1 Performance of Service(s). In consideration of the mutual promises contained herein,
the Parties hereby agree that Speaker will timely and competently perform the Services as
follows:

Date:
Time:
Location:

Description of Services:

Speaker shall ensure the Services are performed in compliance with all applicable laws and
regulations, as well as the applicable policies and procedures of Valencia, which are located on
Valencia’s website_(http://valenciacollege.edu/generalcounsel/policy/) including but not
limited to those regarding conditions of work, access to and use of Valencia’s facilities;
Valencia’s Smoke Free Campuses; Policy Against Improper Activities; Whistleblower Protection;
and Discrimination, Harassment, and Related Misconduct.

2 Term and Termination. The term of this contract shall commence upon the date of last
signature below and shall terminate at the time that the Services have been completed, unless
extended by written agreement of the Parties. Either Party may terminate this Agreement with
or without cause by providing no less than thirty (30) days written notice of termination to the
other Party. If Speaker terminates this Agreement prior to performing the Services, he or she
shall immediately reimburse to the College any funds paid to Speaker in advance of/prior to the
Services, including but not limited to any deposits, and lodging costs and applicable hotel taxes.

3 Payment for Services. Any payment to the Speaker shall be limited to either: (a) a flat
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fee honorarium payment, or (b) lump sum fee for services to include all expenses incurred by
the Speaker, including travel and other expenses related to the provision of the Services or (C)
other monetary or in-kind compensation as agreed upon in advance by Valencia. The method
of payment and total amount to be paid to Speaker shall be reflected in Exhibit A, which
is attached hereto and incorporated herein by reference.

4. Independent Contractor Status. College and Speaker acknowledge and agree that
Speaker is and shall be an independent contractor, and that College will not withhold any
amounts in respect to federal, state or local taxes from amounts payable by College to Speaker
hereunder and it shall be the exclusive responsibility of Speaker to pay all amounts due in
respect of applicable federal, state and local taxes on such amounts.

5. Intellectual Property. Speaker grants the College a non-exclusive license to use, copy and
distribute Speaker’s outlines, PowerPoint and other presentations, and other hard copy or electronic
materials identified or created by Speaker in connection with the Services, and for no other purpose.
Speaker shall retain ownership of such materials. Speaker is responsible for obtaining the written
consent of the owner of copyrighted material (if Speaker is not the owner) included in the
Service(s), if any; and is responsible for the costs and fees of such consents. Speaker warrants
that the contents of the Services do not violate the copyright, trade secret, trademark or other
intellectual or proprietary rights of any third party or any applicable law, including export
control law, obscenity laws or laws regarding consumer privacy, and agrees to indemnify and
defend the College against and hold it harmless from any loss and/or expense of defense of the
foregoing warranties except for material for which Valencia is responsible for receiving
permission.

Any data, material, documentation, and work product and information assembled and/or
prepared by Speaker for Valencia pursuant to this Agreement (collectively the “Work Product”)
are instruments of service for use by Valencia solely, and shall belong exclusively to Valencia.
Unless otherwise specifically provided, this provision does not apply to artistic performances,
speeches and/or presentations. The warranties and indemnifications contained in this
paragraph and the aforementioned paragraphs will survive termination of the Agreement.

6. Participant/Photo Release. Speaker consents to and authorizes Valencia, its agents,
assignees, heirs, successors and licensees, perpetually and exclusively to use and reproduce
the Speaker’s photograph, including any video, silhouette or likeness, at no cost to Valencia,
for display on Valencia’s website, and/or to circulate and use the Speaker’s photograph, video
image, silhouette or likeness in connection with the Conference and any advertising,
marketing, or media related thereto.

7 Non-Assignment. Speaker shall perform the Services him or herself and shall not
assign or subcontract any of his/her obligations under this Contract without the advance
written consent of Valencia. Any unauthorized assignment shall be void.

8. Amendment, Exhibits and Entire Agreement. No amendment to this Agreement shall
be valid unless made in a writing signed by the authorized representatives of the Parties. All
exhibits referenced in this Agreement are hereby incorporated by reference as if fully set
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forth herein and made a part of this Agreement for all purposes. This Agreement constitutes
the entire agreement between the Parties, and supersedes any previous contracts,
understandings, or agreements of the Parties, whether verbal or written, concerning the subject
matter of this Agreement.

9. Governing Law, Jurisdiction and Venue. This Contract shall be interpreted and enforced
under the laws of the state of Florida. Any action arising under this Contract shall be filed and
tried, if at all, in the courts of Orange County, Florida.

COLLEGE BUDGET MANAGER COLLEGE

Name: Loren Bender, VP Business Operations
Title: and Finance

Date: Date:

SPEAKER:

By signing below, Speaker (or its representative) represents that he/she is not an employee
or officer of Valencia and does not have any other conflict of interest that would prevent
him/her from doing business with Valencia under Florida law or Valencia’s Policy 6Hx28:1-
10, Policy Against Improper Activities; Whistleblower Protection.

By: Printed Name:

Title:
Date:
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EXHIBIT A
PAYMENT/ EXPENSE REIMBURSEMENT

The following terms and conditions shall be made a part of Section 3, Payment for Services. No
payment shall be made for services or deliverables except as specified in this Agreement
unless further agreed to and approved in writing by Valencia.

Check one:
[0 CHOICE 1: FLAT FEE HONORARIUM

Valencia shall pay to Speaker a flat fee honorarium in the amount of S

An Honorarium is a payment for made for services for which fees are not generally requ1red
Speaker may use this amount in any way he or she deems suitable. Valencia is not liable or
responsible for any additional payment, reimbursements, or other charges related to
Professional’s presence at Valencia other than those specifically described in this Agreement.

e

LI CHOICE 2: PAYMENT FOR SERVICES

Valencia shall pay to Speaker a Ilump sum fee in the amount of
S for all costs associated with provision of the Services. This
amount shall represent full and complete payment to the Speaker for the Services, including
any travel and expenses related to the Services. Valencia is not liable or responsible for any
additional payment, reimbursements, or other charges related to Professional’s presence at
Valencia other than those specifically described in this Agreement.

- __

ANY OTHER MONETARY OR IN-KIND COMPENSATION AGREED TO BY THE COLLEGE:

S or
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INDEPENDENT CONTRACTOR’S AGREEMENT

This  agreement (hereafter referred to as the “Agreement” or “Contract”) is
between (the Performer,
Vendor, Artist, Speaker, or Consultant, hereafter collectively and individually referred to as the “Contractor”)
and the District Board of Trustees of Valencia College, Florida (hereafter referred to as the “College” or
“Valencia”), (individually, the “Party” and collectively, the “Parties”).

WHEREAS, the College requests the services (the “Scope of Work,” “Services,” “Performance” or
“Work”, hereafter individually and collectively referred to as the “Service(s)”) of the Contractor; the
Contractor agrees to provide such Services; and as such, the Parties agree as follows:

1 Performance of Services(s). In consideration of the mutual promises contained herein, the Parties
hereby agree that Contractor will timely and competently perform the Services as outlined below.

Date Service to Commence:
Date Service will be completed:

Detailed Description of Services to be Performed: (ATTACH COPY OF PROPOSAL/QUOTATION) _

Location:

List Name of Person(s) Providing Service:

2. Scope of Services/Work /Deliverables:

Contractor shall ensure the Services are performed consistent with the standards of care and degree of
knowledge, skill, judgment and diligence normally exercised and recognized by professionals with respect
to services of the same or similar nature, all applicable laws and regulations, the Scope of Services,
exhibits/attachments, documents and the applicable policies and procedures of Valencia, which are located
on Valencia’s website_(http://valenciacollege.edu/generalcounsel/policy/) together with all other laws
and regulations generally applicable to Valencia’s operations, including but not limited to those regarding
conditions of work, access to and use of Valencia’s facilities, Valencia’s Smoke Free Campuses, and Policy
Against Improper Activities; Whistleblower Protection.

32 Term and Termination.

The term of this Contract begins on the date of last sighature below (the “Effective Date”) and
continues through the completion of the services or work as described above unless otherwise
extended through written agreement of the Parties.

a. Either Party may terminate this Agreement with or without cause by providing no less than thirty
(30) days written notice of termination to the other Party.

b. Unless otherwise stated in this Agreement to the contrary, if Contractor terminates this
Agreement prior to the Service date(s), Contractor shall immediately reimburse to Valencia any

Independent Contractor’s Agreement, R10-08-15 1
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funds paid by or on behalf of Valencia to Contractor in advance of/prior to the Service, including
but not limited to deposits, and lodging costs and applicable hotel taxes incurred up to the date of
cancellation.

¢. If Valencia terminates this Agreement less than thirty (30) days prior to the Service date, Contractor
and Valencia shall attempt to reschedule the Services, but in no event shall Valencia be obligated to
pay the full amounts due under this Agreement.

Independent Contractor Status.

College and Contractor acknowledge and agree that Contractor is and shall be an independent
contractor; that neither Contractor nor any of its employees, representatives, agents is, or shall be
deemed to be, an employee, partner or joint venture of College; and that neither Contractor nor any
of its employees, representatives or agents shall be entitled to any employee benefits under any
employee benefit plan, including medical, insurance and other similar plans, of College. Contractor
further acknowledges that College will not withhold any amounts for federal, state or local taxes
from amounts payable by the College, unless explicitly required by the Internal Revenue Service,
to Contractor hereunder and it shall be the exclusive responsibility of Contractor to pay all amounts
due for applicable federal, state and local taxes on such amounts. Attachment A shall be completed
by Contractor and shall be incorporated into and made part of this Agreement. By signing this
Agreement, Contractor warrants and verifies that its responses on Attachment A are true and
accurate.

Contractor’s Performance of the Services.

a. Work for Hire. All data, material, documentation, and work product and information assembled
and/or prepared by Contractor or its sub-Contractors for Valencia pursuant to this Agreement
{collectively the “Work Product”) are instruments of service for use by Valencia solely, and shall
belong exclusively to Valencia. Unless otherwise specifically provided this provision does not apply
to artistic performances, speeches and/or presentations.

b. Intellectual Property. Contractor is responsible for obtaining the written consent of the owner of
copyrighted material (if Contractor is not the owner) included in the Service(s), if any; and is
responsible for the costs and fees of such consents. Contractor warrants that the contents of the
Services do not violate the copyright, trade secret, trademark or other intellectual or proprietary
rights of any third party or any applicable law, including export control law, obscenity laws or
laws regarding consumer privacy. Contractor shall indemnify and defend Valencia against and
hold it harmless from any loss and/or expense of defense of the foregoing warranties except for
material for which Valencia is responsible for receiving permission. The warranties and
indemnifications contained in this paragraph and the aforementioned paragraphs will survive
termination of the Agreement.

c. Participant/Photo Release. Contractor consents to and authorizes Valencia, its agents, assignees,
heirs, successors and licensees, perpetually and exclusively to use and reproduce the
Contractor’s photograph, silhouette or likeness, at no cost to Valencia, for display on Valencia’s
website, and/or to circulate and use the Contractor’s photograph, silhocuette or likeness for
any and all purposes in any Valencia produced, sponsored and/or contracted media now known
or herein devised, including but not limited to publication and advertising of every description,
including print media, video, television, and the Internet. Furthermore, Contractor agrees that no
advertisement or other material need be submitted to the Contractor for any further approval
and Valencia shall be without liability to the Contractor for any distortion or illusionary effect

Independent Confractor’s Agreement, R10-08-15 2
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resulting from the publication of the Contractor’s photograph or likeness by Valencia’s agents,
assignees, heirs, successors and licensees, and by third parties out of the control of Valencia.

d. Insurance.

The contractor shall obtain and maintain liability insurance for the full duration of the term of
this contract and provide the College with a certificate of insurance. Insurance requirements
are as follows:

1. Must maintain workers compensation insurance as required by state statute.

2. General Liability Insurance is required in the amount of $1,000,000.

3. Auto Liability Insurance is required in the amount of $1,000,000; any variations to
insurance coverage must be approved in advance by the Risk Management Office.

4. Must name the Valencia District Board of Trustees as additional insured. Typical
additional insured statement can be as follows: “The District Board of Trustees of
Valencia College, Florida included as additional insured with respects to General and
Auto Liability”.

5. Certificate Holder will be as follows:

District Board of Trustees

Valencia College

1768 Park Center Drive

Orlando, FL 32835

Attn: Safety, Security and Risk Management

When certificate expires, Contractor shall provide a new updated certificate to the
college, if still in the contract period.

e. Serving of Food.

if the Contractor is serving food at any college/campus location, an Orange County Department of
Health Temporary Event Permit should be completed at least 3 days prior the event and a copy of
the permit should be part of this Agreement.

General Terms and Conditions.

a. legal Authority. Contractor warrants that it possesses the legal authority to enter into this
Contract and that it has taken all actions required by its procedures, bylaws, and/or applicable
law to exercise that authority, execute this Contract and bind itself to its terms.

b. Non-Assignment. Contractor shall not assign or subcontract any of its obligations under this
Contract without the advance written consent of Valencia. Any unauthorized assignment shall
be void. Valencia shall have the right, but not the obligation to terminate this Contract, without
waiver of any other right or remedy, upon notice of Contractor’s assighment in violation of this
section.

¢. Entire Agreement. This Contract constitutes the entire agreement between the Parties, and
supersedes any previous contracts, understandings, or agreements of the Parties, whether verbal
or written, concerning the subject matter of this Contract. No amendment to this Contract shall
be valid unless it is made in a writing signed by the authorized representatives of the Parties. All
exhibits referenced in this Contract must be attached and initialed by the signatories.

d. Waiver and Severability. The waiver by either Party of a breach or violation of any provision of

Independent Contractor’s Agreement, R10-08-15 3
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this Contract shall not operate as or be construed to be a waiver of any subsequent breach of the
same or other provision hereof. In the event that any provision of this Contract is held
unenforceable for any reason, the remaining provisions of this Contract shall remain in full force
and effect.

e. Governing Law, Jurisdiction and Venue. This Contract shall be interpreted and enforced under the
laws of the state of Florida. This specifically includes Florida’s laws regarding Public Records.
Any action arising under this Contract shall be filed and tried, if at all, in the courts of Orange
County, Florida.

Contractor’s Indemnification.

The Contractor shall indemnify and hold harmless the College, its trustees, employees and officers
from liability, damages, losses and costs including, but not limited to, reasonable attorneys’ fees, to
the extent caused by the negligence, recklessness, or intentionally wrongful conduct of the Contractor
and other persons or utilized by the Contractor in the performance of the Contract. This includes, but
is not limited to, damages, liability, losses and costs arising from Contractor’s responses to the
attached Appendix A. This provision shall survive the expiration or termination of the Contract.

Notices.

All notices required to be given under this Contract shall be deemed given when delivered by certified
mail, return receipt, or on the next business day following delivery by facsimile transmission if a
facsimile telephone number is shown below, to the designated representatives of the Parties. A Party
may change its designated representative or address at any time by written notice in the same manner
as for any other notice. The initial representatives of the Parties are as follows:

Valencia contact: Contractor’s contact:
Name: Name:
Org/Dept: Attn:
Valencia College Address:
Telephone: 407.582. City, State, Zip:
Fax: 407.582. Email:
Email: Telephone:
Payment Terms.

Contractor agrees to perform the services at the fee stated below. Contractor understands
that this is a lump sum contract and is inclusive of all expenses, costs associated with the
Services, including equipment, materials and travel expenses. Attach copy of quotation.

TOTAL AMOUNT PAID TO CONTRACTOR $

Amount Written:

Independent Contractor’s Agreement, R10-08-15
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The parties agree that the Contractor shall be compensated as a lump sum payment after services have been
satisfactorily rendered.

Preferred payment from the College is via E-commerce and provides for immediate payment after the services are
completed. Valencia College’s payment term for payment by check is Net 30 days.

COLLEGE:

REVIEWED FOR SUBSTANCE BY COLLEGE CONTACT:

Department

Signature

Printed Name/Office Phone Number

Date

APPROVED BY COLLEGE BUDGET MANAGER:

Signature of Budget Manager

Printed Name

Title

Date

FOR VALENCIA COLLEGE
APPROVED BY:

Loren Bender, Vice President, Operations & Finance

Date
CONTRACTOR:
By signing below, Contractor (or its representative) affirms that he/she is not an employee or officer of Valencia

and does not have any other conflict of interest that would prevent him/her from doing business with Valencia
under Florida law or Valencia’s Policy 6Hx28:1-10, Policy against Improper Activities; Whistleblower Protection.

Signature

Printed Name

Title

Date

Independent Contractor’s Agreement, R10-08-15 5
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Attachment A
Internal Revenue Service Contractor or Employee Test

Mistakenly classifying an employee as an independent contractor can result in significant fines and penalties. There are 3 classifications
used by the IRS to help determine the correct classification as a “Contractor” or “Employee”. The IRS provides a checklist of identifying
factors as a test to help make this determination. The identifying factors are intended as a guide — the IRS states that the importance
of each factor depends on the individual circumstances. The definitions below are intended to help you understand the identifying
factors used in the below IRS Test.

Sign your name in the “Signature of Contractor” space below the checklist when completed

1. Behavioral control

Facts that show whether the business has a right to direct and control how the worker does the task for which the worker is
hired include the type and degree of:

a. Instructions the business gives the worker. An employee is generally subject to the business' instructions about when, where,
and how to work. All of the following are examples of types of instructions about how to do work:
a.  When and where to do the work
b. What tools or equipment to use
c.  What workers to hire or to assist with the work
d. Where to purchase supplies and services
e. What work must be performed by a specified individual
f.  What order or sequence to follow
b. The amount of instruction needed varies among different jobs. Even if no instructions are given, sufficient behavioral control
may exist if Valencia College has the right to control how the work results are achieved. A business may lack the knowledge
to instruct some highly specialized professionals; in other cases, the task may require little or no instruction. The key
consideration is whether the business has retained the right to control the details of a worker's performance or instead has
given up that right.
c. Training the business gives the worker. An employee may be trained to perform services in a particular manner. Independent
contractors ordinarily use their own methods.

2. Financial control

Facts that show whether the business has a right to control the business aspects of the worker's job include:

a. The extent to which the worker has unreimbursed business expenses. Independent contractors are more likely to have
unreimbursed expenses than are employees. Fixed ongoing costs that are incurred regardless of whether work is currently
being performed are especially important. However, employees may also incur unreimbursed expenses in connection with
the services they perform for their business.

b.  The extent of the worker's investment. An employee usually has no investment in the work other than his or her own time.
An independent contractor often has a significant investment in the facilities he or she uses in performing services for
someone else. However, a significant investment is not necessary for independent contractor status.

c. The extent to which the worker makes services available to the relevant market. An independent contractor is generally free
to seek out business opportunities. Independent contractors often advertise, maintain a visible business location, and are
available to work in the relevant market.

d. How the business pays the worker. An employee is generally guaranteed a regular wage amount for an hourly, weekly, or
other period of time. This usually indicates that a worker is an employee, even when the wage or salary is supplemented by
a commission. An independent contractor is usually paid by a flat fee for the job. However, it is common in some
professions, such as law, to pay independent contractors hourly.

Independent Contractors’ Agreement R10-8-15
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e. The extent to which the worker can realize a profit or loss. Since Valencia College usually provides employees a workplace,
tools, materials, equipment, and supplies needed for the work, and generally pays the costs of doing business, employees
do not have an opportunity to make a profit or loss. An independent contractor can make a profit or loss.

3. Type of relationship

Facts that show the parties' type of relationship include:
a. Written contracts describing the relationship the parties intended to create. This is probably the least important of the

criteria, since what really matters is the nature of the underlying work relationship, not what the parties choose to call it.
However, in close cases, the written contract can make a difference.

b. Whether the business provides the worker with employee-type benefits, such as insurance, a pension plan, vacation pay, or
sick pay. The power to grant benefits carries with it the power to take them away, which is a power generally exercised by
Valencia College over employees. A true independent contractor will finance his or her own benefits out of the overall
profits of the enterprise.

c. The permanency of the relationship. If Valencia College engages a worker with the expectation that the relationship will
continue indefinitely, rather than for a specific project or period, this is generally considered evidence that the intent was
to create a Valencia College-employee relationship.

d. The extent to which services performed by the worker are a key aspect of the regular business of the Valencia College. If a
worker provides services that are a key aspect of Valencia College's regular business activity, it is more likely that Valencia
College will have the right to direct and control his or her activities. For example, if a law firm hires an attorney, it is likely
that it will present the attorney's work as its own and would have the right to control or direct that work. This would indicate
a Valencia College-employee relationship.

Independent Contractors’ Agreement R10-8-15
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Valencia College
Employee or Independent Contractor Checklist

CONFIDENTIAL

Identifying Factors ‘ : YES v NO

_Control factors: Y. T I P daties Flyshlfoll==1 -4 el

Valencia College provides training to worker
Worker works on-site

Worker works off-site*

Valencia College supervises worker's job
Worker has regular work hours

Worker has irregular work hours*

Valencia College sets work hours

Financial factors:

Worker is salaried

Valencia College sets hourly rate

Valencia College provides tools/equipment to worker
Worker invests in tools/equipment for use in job*
Worker receives benefits from Valencia College
Worker has ability to have profit or loss from job*
Worker pays own expenses*

Relationship factors:

Worker and Valencia College have contract for services or products*
Worker can hire others to complete a task*

Worker and Valencia College have long-term work relationship
Work relationship relates only to contract work*

Worker performs similar projects for other companies*

Worker works only for Valencia College

Printed Name of Contractor

Signature of Contractor Date

Carefully review the identifying factors in this test. If you select “Yes” for a majority of the identifying factors marked with an asterisk (*) you may
be classified as an independent contractor, otherwise, you may be classified as an employee. Only an Independent Contractor may enter into
an Independent Contractor Agreement with Valencia College.

Independent Contractors” Agreement R10-8-15
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Safety Security and Risk Management

Insurance Requirements for Contracts

I. SCOPE

The following insurance requirements have been designed to facilitate the execution of contracts
by duly authorized officers of Valencia College. They are to be applied to all contracts entered
into by Valencia College with entities that include but are not limited to: for profit businesses
supplying goods or services, not for profit businesses and organizations, independent consultants,
students, student organizations and other academic institutions, including research awards and sub-
awards. (For the purposes of this document, all of these entities will be referred to as “contractor /
vendor”) Where the following topics only apply in certain situations, it is noted in that section of
the document.

II. INSURANCE COVERAGE

Insurance coverage serves as part of the financial backing for the liability assumed by a contracting
party through the indemnification language in a contract. Instead of intentionally utilizing its own
assets to support the liability, the contracting party is transferring the risk to the insurance
company in return for payment of the insurance premium. Without insurance, most
contractors/vendors would not be able to meet their indemnification obligations when a significant
loss occurs.

Risk Management requires that all contractor/vendor insurance policies be written on a primary
basis and be non-contributory with any other insurance coverages and/or self-insurance carried
by Valencia. Coverage should be provided by a carrier approved to do business in the state of
Florida.

The coverages and minimum limits that Risk Management requires are a reflection of the
perceived risk potential that the activities of the contractor/vendor could impose onto Valencia,
but in no way limits the liability of the contractor/vendor. If the contractor/vendor has no insurance
coverage or inadequate limits to cover the cost of a contract related claim(s), Valencia will seek a
court order to attach the contracting party’s assets to satisfy indemnity against incurred damages.

For most contractors/vendors, Risk Management will generally require the contract/agreement
reflect a minimum level of insurance limits on four types of insurance coverage: Commercial
General Liability, Workers’ Compensation, Business Automobile Liability and Umbrella or Excess
Liability.

Entities/organizations that are totally self-insured are not required to carry insurance or carry a
deductible/retention greater than $250K on any required coverage must attest that they possess the
necessary amount of unencumbered financial assets to support their retained risk financing
exposure(s).

[3] November 2015
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Safety Security and Risk Management

COMMERCIAL GENERAL LIABILITY:

Commercial General Liability is a broad based insurance that covers the liability assumed in the
performance of the general, non-professional activities of many businesses. In most cases the

General liability insurance will be the primary policy responding to negligent acts or conditions (e.g.
a person injured from a tool dropped or mishandled by a contractor/vendor).

Contractors, vendors and other outside businesses and organizations that want to do business
with Valencia or otherwise conduct business on Valencia’s property will be required to
provide evidence of commercial general liability insurance and to name Valencia as an
additional insured to the organization's insurance policy. (Please see the Certificates of Insurance
section below for required wording). Examples of outside businesses and organizations that will
be required to meet these requirements include but are not limited to: consultants; construction
contractors and other building services contractors (electricians, plumbers and HVAC); vendors
providing campus event activities and services; and non-affiliated organizations using Valencia
facilities for meetings, seminars, athletic events, etc.

The minimum amount of insurance limits required by Risk Management is based on the level of
risk involved with the type of service provided or activity taking place and the scope and nature
of the project to be completed. (E.g. could negligent work by the contractor/vendor result in
significant damage to Valencia’s property, business operations or injury to Valencia’s students,
employees or visitors)?

WORKERS’ COMPENSATION:

Workers” Compensation covers an employer’s statutory financial obligation to pay the costs
associated with an employee’s medical treatment and lost wages due to a work related injury or
illness. With very limited exceptions, state laws require all businesses are required to either
purchase workers’ compensation coverage or become an authorized self-insurer by statute. Refer
~to Florida Statutes Chapter 440 regarding Workers Compensation coverage requirements and
exemptions.

Employer’s liability covers an employer's liability for bodily injury to employees occurring
within the scope of their employment when that liability is not covered by workers' compensation.
This coverage generally applies when an employee alleges that the employer's negligence or failure
to provide a safe workplace was the cause of the employee's injury or illness. Employer’s liability
is normally provided in conjunction with the workers’ compensation coverage in a single unified
policy.

In situations where the contractor/vendor will be engaged in operations/services on Valencia
owned property, the contractor/vendor will be required to carry Workers’ Compensation and
Employer’s Liability insurance. It is the responsibility of the contractor/vendor to provide
proof/documentation that they are exempt from statutory requirements of having Workers’
Compensation insurance, if they qualify for such.

[4] November 2015
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BUSINESS AUTOMOBILE LIABILITY:

Business Automobile Liability insurance covers the liabilities assumed by a business when the
type of motor vehicles required to be licensed for operation on public roads are used in the course of
their business activities. In situations where the contracting party will be utilizing motor vehicles
(owned, hired or borrowed) to perform operations/provide services on Valencia owned property,

the contracting party will be required to carry Business Automobile Liability insurance. If the
contractor/vendor will be transporting hazardous substances or passengers for hire, they must meet
all State and Federal licensing requirements.

UMBRELLA / EXCESS LIABILITY:

Umbrella/Excess Liability insurance provides additional coverage limits over a primary (GL)
insurance policy. Excess Liability only applies to a single policy. An Umbrella Liability policy can
apply to multiple policies. A standard umbrella liability policy generally provides additional limits
to a business’s Commercial General Liability, Business Automobile Liability and Employer’s
Liability policies.

A contractor/vendor’s Primary and Excess/Umbrella Liability limits can be added together to meet
Risk Management’s minimum required limit(s) for an individual line of coverage. For example, if
the contractor/vendor is required to carry $2m in Commercial General Liability limits and the
insurance certificate shows $1m Commercial General Liability and $1m or more in Umbrella
Liability limits, this would comply with the required $2m limit.

The minimum required limits may be increased if the scope and/or risk associated with the
contractor/vendor activities are greater than the usual Valencia activities/projects.

III. OTHER LINES OF INSURANCE COVERAGE

Certain types of contracts and activities will result in additional required insurance coverages for
the contractors/vendors performing them. The additional coverages include but are not limited to:

PROPERTY INSURANCE:

Property insurance reimburses the policyholder for damage to or theft of their real and personal
property (buildings, contents and other items of property not specifically excluded). It can also
protect against extra expenses and lost business income resulting from the damage to or theft of
insured property.

Requirements to carry property insurance will generally be limited to lease agreements with
Commercial tenants. The tenant will be required to carry “Broad Form” property insurance
(including breakage of glass from any source whatsoever) to all property of the tenant, including all
betterments and improvements made to the building by the tenant, in an amount equal to the
replacement cost value of the property. Property insurance is also required of the contractor/vendor
if they will have care, custody or control of Valencia-owned personal property.
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Valencia’s Property Insurance does not respond to losses for non-owned property (borrowed,
leased, etc.) unless the College has assumed liability by way of a written contract or agreement.

POLLUTION LIABILITY INSURANCE:

If the contracting party engages in a business that works with or uses a material, produces a
product or waste considered to be a “hazardous material or waste” under and local, state or federal
law/regulation, (which includes but is not limited to: flammable explosives, radioactive materials,
known carcinogenic materials, volatile chemicals and biological contaminants), they will be required
to carry Pollution Liability insurance coverage. The policy must cover the Contractor’s completed
operations. This insurance must include sudden and gradual coverage for third-party liability
including defense costs and completed operations. The coverage must be maintained during the
term of the contract/lease and at least three (3) years following its completion/termination.

PROFESSIONAL LIABILITY / ERRORS AND OMISSIONS INSURANCE:

Certain types of contractors/vendors perform activities that are highly specialized professional
services and are not fully covered under a Commercial General Liability policy. In addition to the
four basic coverages previously described, these contractors/vendors will be required to carry
Professional (Errors and Omissions) Liability insurance. Contractors/vendors that are required to
carry Professional E&O Liability insurance include but are not limited to: Law Firms, Architects,
Medical Professionals, Environmental Consultants, Engineers, Security Companies, Accountants,
Investment Managers and Insurance Brokers.

The liability exposures created by an improper act, error or omission in the performance of
professional services can be very significant. Without insurance, nearly all professional
contractors/vendors would not be able to meet their indemnification obligations when a significant
loss occurs. Were this to occur, Valencia would have no readily available source of funding to
compensate for the financial loss created by the contractor/vendors actions and would have to
pay for the unbudgeted loss out of the operating funds intended to support the educational and
research missions-of the university. The coverage must be maintained during the term of the
contract/lease and at least three (3) years following its completion/termination.

CRIME INSURANCE:

When a contractor/vendor’s services include handling or having access to Valencia money,
securities and other negotiable instruments, the contractor/vendor will be required to have a
Commercial Crime (Fidelity) policy or if they are a financial institution, a Financial Institution
Bond.

CONTRACT BONDS:

Contract Bonds provide a financial guarantee that a contractor / vendor will provide the service or
product promised in a contract. The most common type is a Performance Bond. A Performance

Bond provides a financial guarantee that the contractor / vendor will provide the service / product
per the terms agreed to in the contract. Valencia will generally require Performance Bonds for
construction projects valued at greater than $1,000,000.
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IV. CERTIFICATES OF INSURANCE AND POLICY ENDORSEMENTS

A Certificate of Insurance (COI) is a simple, standardized way of documenting proof of insurance
coverages. Although a certificate of insurance is not legally binding and does not impose any
obligation onto the insurance company(s) listed, it does serve to identify the key information
about the contractors/vendors insurance. Valencia College will accept a properly completed
ACORD 25 (liability) and ACORD 28 (commercial property) Certificate of Insurance forms as
sufficient proof of insurance.

In order to assure that Valencia has been properly afforded additional insured status on a
contractor’s/vendor’s policy, the following statement, or one similar, must be on the COI or an
endorsement. “Valencia College District Board of Trustees and Valencia Foundation are included
as additional insured with respects to the required coverages”. The address for certificate holder
should be as follows:

Valencia College, District Board of Trustees
P.O. Box 3028
Orlando, FL. 32802

Prior to finalizing the contract, the contractor/vendor will be required to provide the certificate
of insurance to the Procurement Office or Risk Management office.

V. OTHER KEY CONSIDERATIONS

GOVERNMENTAL TORT IMMUNITY:

Valencia enters into many contracts with governmental (States, Cities, Towns, etc.) and quasi-
governmental entities. Governmental entities are generally immune from liability for lawsuits
in accordance with the principle of sovereign immunity. However, many states, including Florida
have enacted statutes that provide for waiver of such immunity for certain types of tort actions by
government employees. Because of this, a governmental or quasi-governmental entity may assert
immunity from liability matters related to the contract and they may or may not maintain any
of the required insurance coverages.

Additionally, applicable state statutes may prohibit Valencia from enforcing the indemnification
clause in the contract. If this situation arises, The Office of the General Counsel and Risk
Management should be consulted to determine the most appropriate course of action for the College.

FOREIGN (NON-US BASED) CONTRACTORS / VENDORS:

Valencia may enter into contracts with non-US based organizations where typical insurance policy
structure and limits may be expressed differently and may afford substantially less coverage than
what is commonly carried by similar US based organizations. Standard practice is to include the
insurance requirements established by Risk Management in the agreement.
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If insurance information is provided in terms other than US Dollars, Research Administration
must perform a currency conversion calculation that will value the limits in US Dollars. If the
foreign organization does not maintain all of the required insurance coverage or the required
limits of coverage, the Office of the General Counsel in conjunction with the applicable
contracting area and Risk Management will perform the appropriate level of analysis to assess
the risks associated with the work that the contractor/vendor will be performing.

SELF INSURED CONTRACTORS / VENDORS:

Contractors/vendors that have implemented a formal, structured self-insurance program (e.g.
captive insurance company, risk retention group) or carry a deductible/retention greater than $250K
per claim on any required coverage must attest in writing that they have excess insurance or
reinsurance and that they possess the necessary amount of unencumbered financial assets to support
their retained risk financing exposure(s).

LOSS DOCUMENTATION AND INVESTIGATION:

In the event of an insurance claim or lawsuit arising from the improper performance or failure to
perform the requirements of a contract, the Valencia department that initiated the contract must
cooperate with Risk Management and The Office of The General Counsel in securing all needed
information and documentation concerning the contract. Also, to the extent possible, the Valencia
department that initiated the contract will help to secure the cooperation of the contractor/vendor
in adjudicating an insurance claim.

MATRIX KEY

A. Automobile Liability insurance is required for contractors/vendors where they transport Valencia property,
transport Valencia employees or use of a vehicle is integral to the performance of the contract. The minimum
required limit is $1,000,000 Combined Single Limit. If the vehicle being used can carry more than 12
persons (including driver), the requirement increases to $3,000,000.

B. Employers Liability limits are $500,000 per each occupational accident /$500,000 per each occupational
disease and $1,000,000 policy aggregate. If the contractor/vendor is performing hazardous activities
such as building demolition, asbestos abatement or hazardous waste clean-up, the requirement increases
to $1,000,000 per each occupational accident /$1,000,000 per each occupational disease and $5,000,000
policy aggregate.

C. Any contractor/vendor that is required to have GL, AL and WC is also required to have an Umbrella policy
with a minimum limit of $1,000,000. Any contractor/vendor that is required to maintain General Liability
and/or Auto Liability insurance and does not meet the minimum College requirements may elect to obtain
an Umbrella policy in an amount that is consistent with the indicated minimum requirement; this is in lieu
of increasing each policy’s dollar threshold(s).

D. Crime coverage will be required if the contractor/vendor directly handles or has access to computer systems
that administer Valencia money, securities or other negotiable instruments.

E. If the contractor/vendor can document that their Professional Liability coverage is contained in their GL
Policy, a separate Professional Liability Policy is not required.

[8] November 2015




ST0Z JaqWanoN

o

v/N v/N o) g \ V/N 000°000Z$ SISAOIN
V/N V/N o) g v V/N 000000°TS | (s|ealwayd snopJezey jo asn ou) Suidedspue
000‘000°TS V/N o) g v V/N 000°000°T$ (s|ea1wayd snopJezey Jo asn) uidesspuer
v/N V/N o) g v 000°000°TS 000°000°TS siausisaq adeaspuen
V/N V/N 3 | Y Y/N 000°000CS $J010eJIUOD JOLIDIU]
v/N v/N o) g v v/N 000‘000°TS "W023[3] /seaWe) /SWodiany|
V/N v/N o) g v Vv/N 000°000CS (s43]10q uBY} JBY310) DVAH
000°000°TS V/N o) g v v/N 000°000°€S S101eUlWIRIX3
(3}40m 81842U0D ‘SY|EMIPIS
V/N V/N q A4 | 000°000°€S ‘5J004 ‘sapedey}) S10308J43U0D JOLIBIXT
V/N a g v 000°000TS 000°000°TS Joypadx3
000°000°S$ V/N g v 000°000°SS 000°000°SS uollelpaway [elusWUoIIAUT
000°000°S$ V/N gq v 000°000°SS 000°000°TS VS3 11l 9seyd "}nsuo) [eluswuoiAug
V/N V/N g v 000‘000‘TS | '~ 000°000TS VS3 11 3seyd "HNSU0) [eIUSWUOIIAUT
v/N V/N g v 000‘000°TS 000°000°TS VS3 | 9seyd "}nsuo) [ejusawuoliAug
V/N v/N g v 000°000°TS 000°000°TS (sadAy ||e-pasusoi|) J93uldu3
V/N v/N q v V/N 000°000°SS Y10/ J01BA3|F
v/N v/N g v V/N 000°000C$ VETRIRARETE
000‘000°0TS v/N g v v/N 000°000'SS (Buliney) jeroway [eliale| snopaezeH
V/N V/N g v V/N 000°000°5$ ("00 Bulney) jeroway sigaq
V/N a g V| 000°0000TS 000°000TS 1uswaseue| 193(0ld UOIIINIISUO)
v/N V/N q v V/N 000000°TS gujues|)
V/N v/N g v v/N 000°000°S$ uolle|eisu| 43Iy /413|109
000°0000TS V/N | v V/N 000°000°SS 1uswWaleqy so0isaqsy
v/N v/N q v 000°000°SS 000000°TS (udisap |eanjonls Sulp|ing) 1991Y2IY
V/N V/N g v 000°000CS 000°000°TS (supne Aya3ajul [BaN1oNJIS) 109UYdIY
v/N Y/N 4 ' 000°000°TS 000°000°T$ (s921A43s UBISAP JOLIBIUI) 108HYIIY
Aijiqery uonnjjod aw) uonesuadwo) Aupgen Aupgen Aujiqen SADINYIS AILV13Y
/Ieluawuodinug djiqowony  [eUOISSdj0.d |eJauan DNIATINgG 8 NOILDNYLSNOD
v/N a 2) g Y | 0000000TS 000°000°TS juelnNsuo) xeJ / J0SIApY [eldueuld
V/N | 000°000°0TS o) g VY | 000°0000TS 000°000°TS Juswadeue| 18ssY / JOSIAPY [eldueul]
V/N | 000°000°0TS o) g v 000°000°TS 000°000°TS (s31geAI923. S1UNOJJE) 1UBIUNOIDY
VY/N | 000°000°0T$ 9 g v 000°000°TS 000°000°TS (ss21A43s Suldasy00q) JULIUNOIIY
Aaijiqery uonnjjod aw) n uoniesuadwo) Ajjiqen Ajiqery Aupgen
/leauswiuodiaug 3jiqowoiny Jeuolssajo.d |elausn JONVNIH

3 juswyoeny

XTILVIA :SINTNTAINOTT ADNVINSNI WAWINTIA ADATTIOD VIONATVA




GTOT J9qUWAAON [0T]

000°0009S (*8uns a0yl 3 usn “palA 4owg “8ins oanapn
V/N V/N ) ! v | /000°000'CS$ 000°000°TS '3 OYLIQ ‘S0L1915q0) :s3l3jeldads ysiy YSiH
(1stdeaay ) a8esseln asidesayl
000°000°TS |ealsAyd ‘dsidesay] -dsay ‘@sinN ‘suielydhsqg
v/N v/N o) g v | /000‘000TS 000°000°TS ‘4s130]0YdAsd) :sjeuoissajoid Asejjpuy
v/N v/N o) d v 000°000°TS 000°000TS Jausdisap o13do
V/N V/N ) gd v 000°000°TS 000°000°TS 3unsa |ealpaIN
v/N V/N o) gq \ 000‘000°TS 000°000°TS sisAjeuy eleq [e2Ip3IA
V/N v/N o) d \ 000°000°T$ 000°000°TS (Ajuo yoseasau) sadIAIRS [eIUSQ/|BIIPDIN

Aupiqert uonnijjod uonesuadwo) Aiqen Apgen Aupigen
/leauswuoainug awiD ej|leiqun S 940\ ajiqowoiny |euoissajoid |elauan DNILINSNOD 1v2I1d3aN
V/N a o) g v 000°000T$ 000‘000°TS Jaudisag qam
V/N a o) ! v 000°000°TS 000°000°T$ JojeJisiuiwpy gamm
v/N a o) g v 000000°TS 000‘000°TS usisag wodsaL
V/N da o) g v v/N 000°000TS UOI1BAISIUIWPY WOI3|3 L
V/N da o) g v V/N 000000°TS (.419Ys 3y o,,) uisuadi] a1emyos
Vv/N a 0 q v 000‘000°TS 000°000°TS (uBisap sseqeiep) Juswdo|ansg aueMyos
V/N da D gd v 000°000°TS 000°000°TS (93exjoed wolsnd) JuswdolsAaQ a4em1yos
Y/N a 2 d v 000°000°TS 000°000°TS (3uinam apoo) Juswdo|aAsQ aiemios
V/N a D g v 000‘000°TS 000°000°T$ Jawwesdoud
Y/N a 2 gd v 000°000°TS 000°000°TS (s@o1nd8s Asuuny) Juswidojanaq Jdomi1aN
V/N a o) g v 000°000°T$ 000‘000°TS (SwaisAs 3uIsIx3) UoIIBIISIUIWPY JOMISN
v/N a o) gq v 000‘000°TS 000°000°TS Juswadeue|y aseqeleq
v/N a o) gq v 3 000‘000°TS sisAjeuy aseqeleq
v/N a o) g v V/N 000°000°T$ sisAleuy eleq

Aijiqery uonnjjod uonesuadwo) Ayjiqen Ayjiqen Aupqern
/Ieluawuoiaug swuy  ejpiquin SAIOM  dJlqowioiny  [eUOISS3j0.d |eJauap ADOTONHDIL NOILYINYOANI
V/N v/N o) g Y V/N 000000CS 1onpoud 3uijjeisut ‘Surisaljap sisiddng
V/N v/N o) g v v/N 000000°TS dul||e3sul ou ‘SuIaAlap suaf|ddng
v/N v/N 5 g v V/N 000°000°SS saluedwo) 3uIp|oy4eos
V/N V/N o) g \ V/N 000°000°S$ sjue| jooy
v/N v/N 3 g \ V/N 000°000Z$ slaquin|d
V/N v/N o) g v V/N 000‘000°TS duiddesds J00j4/Is1uled
Ajiqery uonnijod awu)  ejaiqupn uonesuadwo) Ayjiqen Aijiqen Aingen "JU0) ‘SIDIAYIS 3Lv1Iy
/leluswuoaiaug SAOM  Jjlqowoiny  |euolssajold [esauap DNIATINg '8 NOILDNYLSNOD

3 JusWyoERY

XTILVIA :SINTINTAINOTA IONVIANSNI WAWINIIA ADATTOD VIONATVA




GT0T JaquianoN [TT]

V/N V/N 0) | \ 000°000°TS 000°000°TS (DON 4o “auij uo quid) Joyp3 Atesay
V/N V/N o) g v 000‘000°TS 000°000°TS s1axapu|
V/N V/N D q N 000‘000°TS 000°000°TS Jaugisaq olydeso
V/N V/N 3 g v 000‘000°TS 000°000°TS Joup3
v/N Y/N 0] g v 000°000°TS 000°000°T$ Jausisaq

Ajiger uonnjjod uonesuadwo) Ajigen Aujiqen Aujiqen
/leauswiuoaiaug swuy  ejjaiquun SADHOM  IJjiqowolny  |[euoissajold |eJauap SIDIAYIS AILV1IYH LNIYd
v/N V/N o) d Y V/N 000°000°TS JapeaT/iolel|ioey Jeuiwas
v/N v/N o) g v 000°000°T$ 000°000°TS W4 YdJeas SA1INI9X3
V/N V/N o) gq v 000‘000°T$ 000°000°T$ (1uswajdwi pue ugisap) :s1yauag aaAojdw3
v/N v/N o) g v 000°000°S$ 000000°TS |  (s921M13s aAneaISIUIWIpE) S1yauag 99Aojdw]

Ajiqery uonnjjod uonesuadwo) Aupngen Aupgen Aipgen
/1eiuawiuodinug WD ejjaaquin S Ao 3jiqowolny |euoissajoid |eiauan SIDYNOSIH NVINNH
V/N V/N o) gd v V/N 000‘000°TS (9MUsuo) Suiures ]
v/N v/N o) gq v 000°000°TS 000‘000°TS suoljealunwiwio)/suolie|ay dlqnd
v/N V/N o) g v 000‘000°TS 000‘000°TS wul4 [euopowold/Sunaiein
V/N V/N o g v 000‘000°TS 000°000°TS 1s1hAqqon
V/N Y/N 0] g \ V/N 000°000°TS JaziuediQ Aylunwwio)
¥/N V/N o) | Y v/N 000°000°TS (sa]es) usdy Suisiiaapy

Ajiqery uonnjjod uopjesuadwo) Ainqen Ajigen Aupigen
/1eluswiuoiAug awi) e[jaiqun S DO 3jlqowoiny |euoissajoid [SEIE]) SNOILLYDINNININOD
V/N a o) g v V/N | 000°000T$ 1adeuelq 103foid
V/N V/N o g v 000°000°T$ 000‘000°TS JUB}NSUO) Sssauisng/Auswadeue|p|
V/N V/N o) g v 000°000°S$ |  000°000°TS 9oueljdwod Aloje|ndal) [eF9T
V/N 000°000°S$ o g v 000°000°S$ |  000°000°T$ (1ioddns uonesiyy) [essq
v/N v/N D g v 000°‘000°T$ 000°000°TS J10303.1q/13dojaA_Q WiN|NdLIND
Ajiqert uonnjjod uopesuadwo) Apiqery Angen Ajiqen AYOSIAQY
/leauawuodinug awu)  ejjaiqun SAMOM  Jjiqowoiny  [euoissajold |esausp SSANISNG/LNINIDVNYIA
V/N V/N D g v 000‘000°TS 000°000°T$ |  (Moddns youeasal) ‘sadlAISS Joineyag /yoAsd
000°000°€S SJIMPIIA “4BUOoIIORId 3SINN
V/N v/N o) g Y | /000°000°T$ 000‘000°TS Jsisse uepIsAyd ‘uepisAyd :paseq di0
Aaljiqery uonnjjod uopesuadwo) Aingen Ajiqen Ajigen "Juo)
/leauswuodinug awLD ejjeiquin S DO ajiqowolny |euoissajoid |elauan DNILTNSNOD Tv2Ia3n

3 JUsSWyoeRY

XTILVIA :SINTNTAINOTA AONVINSNI WAWINTIA ADATTIOD VIONATVA




STOT JaqWanoN (1]

V/N V/N o) g 000°000°T$ 000°000°TS 000‘000°TS Jojejsues]
V/N V/N o) g Y v/N 000°000°TS yoeop/Jsulel| spods
(019 sawe3d ‘syuswasnwe
V/N V/N o) g v V/N 000‘000°TS '519191E2) YSIY POIN/MOT :SJUBAT [eldads
(2318 ‘s|Inq |eaiueyd3W ‘sjlem Suiquuipd
V/N V/N o) g4 v V/N 000°000Z$ ‘SOpLI |eAlUIRD) DiSIY YSIH :SIUdAF [erdads
V/N V/N o) g v V/N V/N Jainyoa/1oxeads
v/N 000°000°SS 5 g v 000‘000°TS 000°000°TS SJUBINSU[ |BIDIBWWOD /AUBWIZBUBIA MSIY
v/N a o) g v V/N 000°000°TS 1sAjeuy swie[)/i03elisiulpY swiep)
V/N V/N o) g v 000‘000°TS 000‘000°TS 1s130j09e YUY
v/N V/N o) g v 000°000°T$ 000°000°TS Josiesddy
Ajiqery uonnjjod uonesuadwo) Aujiqen Aigen Aupigen Y3H10 TV
/1eiuswiuodinug Wi ejjaiqun S DO 3jiqowoiny |euoissajoid |eJauan) ‘SNOANVYTIDIN
v/N V/N 2 d \ V/N 000°000°TS uo11oNpo.d/si01p3 olpny 13 0SPIA
Y/N V/N o) g4 N Y/N 000000°T$ Jsun] uedig/oueld
V/N V/N o) g v v/N 000°00S$ Jaydes3oapip/isydesdoloyd

V/N V/N V/N v/N v/N V/N 000°00S$ JSTRITE I

v/N v/N v/N V/N v/N V/N 000°00S$ juswdinb3 yum [enpialpu <

V/N V/N V/N V/N V/N V/N V/N [enpiAlpu] - <
1SIMY Sujwaoyiad
Vv/N V/N 3) q v V/N 000°00SS (4suueld Jusns y3nouyz Jou) uepisnin
V/N Y/N 9) qd \ V/N 000°000°TS Jauue|d Suieain/Ausang
v/N V/N 9) g 1 V/N V/N 938pnr uonadwo)
V/N V/N o) g v V/N 000°000°TS FEVEITR)
V/N V/N p ] v V/N | 000°000°T$ (elpaw jle) 3s1UY
V/N V/N 9 | v V/N 000°000°TS$ Jojein)/i0leAlasuo) Wy
v/N V/N 2 q v V/N 000°000°TS (uoisiAg|a} g olped) ‘4adunouuy
V/N v/N 2 g v v/N 000°00S$ (Jauueyd Juans ysnouyi Jou) 4oy
Aujiqery uonnijjod uopesuadwo) Aipgen Aupgen Ajiqen SIDINY3S
/leauawiuoainug sawiLD ej|siquin S A9)JoM 3jiqowoiny |euoissajo.d |edausn INIAT/ININNIVLYILNT
v/N V/N o) ! v 000°000°TS 000°000°TS I3
V/N V/N D g v 000°000°TS 000°000°T$ (lensia/oipne) Jsonpoud eIpsiA
V/N V/N o) d \ 000‘000°TS 000‘000°TS sioje|sued] Asesay
Aujiqery uonnjjod uonesuadwo) Apiqen Aujigen Ainqen "juo)
/leluswiuoliaug swul)y  ejjaaquun SA}OM  3iqowoiny  [euolss3j0.d JeJauap S3ADIAYAS A3LVT1IY LNIYd

3 juswyoeRy

XRILVIA :SINANTAINOTH IDNVIANSNI WAIWINIIN ADATTIOD VIONTTVA




GTOT 13qWaA0N [€T]

"paxmbar jou st £o1[04 AJI[IqerT [EUOISSejoI] ojeredas
© “A01[04 "TO JIoy) UI PAUTejuod s 9FeIoA00 AJIGeI] [EUOISSJ0I] JIOU) Jey} JUSWNOOP UBd JOPUIA/IOIOBIIUOD Y] JT

"SJUSUWINLSUT 9[B1I0FIU JOYJO0 IO SALINISS ‘AOUOW BIOUS[E A JOISTUIIPE
7R} SWa)sAs 19ynduros 0} ss9008 SeY JO SO[pUuRY A[JO9JIP JOPUSA/IOJOBIUOD o) JI paImbai aq (4 958I0A00 oW

“(s)proysayy

JTe[op s Aorjod yoes Fursearour Jo oIy UI SI ST} SJUSWRINDAI WNWIIUILT POJEOIPUL S YIIA JULISISUOD ST JEY} JUNOWE U
ur Aorjod e[aIqui) Ue UIeIqo 03 Jo9[0 Aew sjuswanbar 959][0) WNWIUIW 9} JOOUI JOU SOOP PUL S0UBINSUI AJI[IqRI]
oIy Jo/pue AJI[Iqer] [BISUSL) UIBJUTRWI 0] PAIIMNbal ST JeYy) JOPUSA/IOORIIU0D AUY “000°000°]$ JO I WINTUIUIW

B ym Aorjod e[aIqui() Ue 9Ary 0} pasnbai osfe st DA\ Pue Ty “TD 9ARY 0] pasnbal ST ey} JOPUSA/I0JoBIUO0D AUy

*a1e82133e Aor10d 000°000°S$ pue asessip Teuonednoso yoes 1od (00°000°1$/ IUSpIooe [euorednooo

yoes 12d 000000 T$ 03 seseaour Juswambar oy ‘dn-ues[o o)sem snoprezey Jo JUSWOJEGE SOJSA]SE “UONI[OWAP
Suipying se yons sanIAnoe snoprezey JuruLiogrod ST JOPUSA/I0J0BIUO0O 913 J “o1eSei3Fe Aor1od 000°000°T$

pue aseasIp Jeuorednooo yoes Jod (00°00S$/ Iusprooe feuonednooo yoes Jod (00°00S$ e sywry Ariqer srekodug

"000°000°€$ 03 sosearour JuowaImbox
oy} “(xoALIp Surpnyour) suosiad 7] UBY) SIOW ALIRO UBD Pasn Jureq 9[9IyoA 9y J] ‘NI 9[SUIS pauIquio) 000°000°T$
SI 1| padmbal wnuurur 9y, *}0enu0o 9y} Jo 9ouetiofrad oy 03 [eISIUT ST S[OIYQA B JO asn JO seakojduwe erous[e A
podsuen ‘Kjredoxd erousre\ j10dsuer ASY 2I0UM SIOPUSA/SIOJOBIUOD JO PAInbal ST sourInsur A[Iqer] o[IqOoWoiny

AN XTY LV

v/N v/N o) 4| 000°0000ZS V/N 000°000°T$ 3[21yaA Jad sisduassed 07 JOAD  «
v/N V/N 2 g | 000°000°0T$ V/N | 000°000'T$ 9]o1yan Jad Js3uassed 0Z-TT  «
V/N v/N o g 000°000'S$ V/N | 000°000T$ 9|a1yan Jad sisduassed 0T-§  «
sng J914ey) :uonejiodsuel
V/N V/N 2 g 000°000°T$ V/N | 000°000°T$ Ixe | /AISAIT :uonepodsuel |
Ajiqery uonnjjod uonesuadwo) Aupgen Aipqery Aijgen "Ju0) “YIHLO TV
/leauswiuodinug awl) ejjaiqun S Ao ajiqowoiny |euoissajo.d |elsuan ‘SNOANVTIIDIN

3 juswyoepy

XTILVIA :SINTANTAINOTH IDONVIANSNI WAIWINTIA IDTATTOD VIONATVA




Attachrent
| of 2

CASH MANAGEMENT RULES RELATED TO FEDERAL STUDENT FINANCIAL AID (TITLE 1V)

On October 30, 2015 the US Department of Education (USDOE) released final cash management
regulations under Federal Register Vol. 80 No. 2010 which amends sections of the Student
Assistance General Provisions regulations under the Higher Education Act of 1965, as amended.
The final regulations are intended to ensure students have convenient access to their Title [V (Pell,
Direct Loans, SEOG) program funds, do not incur unreasonable or uncommon account fees, and
are not led to believe they must open a particular financial account in order to receive these funds.

Under the new rules, the USDOE defines arrangements with a third-party servicer as either Tier
One (T1) or Tier Two (T2) arrangements. Valencia College’s current arrangement with Higher One
falls under the T1 category because they perform one or more of the functions associated with
processing direct payments of Title IV funds on behalf of the institution and offer one or more
financial (bank) accounts under our arrangement.

Unless otherwise noted, the following provisions are effective July 1, 2016.

1. Students must be informed in writing that they are not required to open an account with
a certain provider.

2. When either Valencia or Higher One describes refund choices, a student’s existing bank
account must be listed as first option, and there can be no preselected disbursement
method. .

3. Although checks do not have to be offered as a refund choice, Valencia must be able to
pay student Title IV funds within 14 days once the credit balance is posted to student
account. Consequently, if student does not select an electronic payment method (i.e.
student does not supply bank account information), a check must be issued.

4. Student choosing an existing bank account may not be subjected to a process that is any
more cumbersome than the one used to select bank account tied to third party servicer.

5. For Higher One bank accounts only:

a. Valencia must acquire a student’s written consent to open bank account before
Valencia Debit Card (access device) is mailed to student.

b. Valencia may only share with Higher One directory information (important to
define institution’s elements of “directory information”), VID, disbursement
amount, and a “shared secret” such as birthdate. However, rule states that this
information can only be shared to support making direct payments of Title IV
program funds which raises concerns since Title IV dishursements may be
comingled with other types of refunds payments.

c. Valencia must inform students of terms and conditions of Higher One bank
accounts, including major features and commonly assessed fees by linking to URL,
before account is opened. Note: USDOE is working in conjunction with Consumer
Financial Protection Bureau to develop a uniform disclosure template, so this
provision is not effective until July 1, 2017.

d. Student must have convenient access to their Title IV funds in part and up to the
entire credit balance through a surcharge-free ATM network with a “sufficient
number of machines” so funds are “reasonably available” to students. This
means that a student must be able to withdraw entire Title IV credit balance,
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CASH MANAGEMENT RULES RELATED TO FEDERAL STUDENT FINANCIAL AID {TITLE iV)

regardless of the amount, from the Higher One ATMs. Students may not be
redirected to other ATMs, such as Central Florida Credit Union, to obtain Title IV
funds since ATM fees may be charged.

e. A student may not be charged any fees by Higher One until amount of Title IV
funds in account has been depleted, a considerable challenge, since student
disbursement may be a mixture of Title IV and non-Title IV program funds.

6. Valencia must publish Higher One contract on website and provide USDOE with URL of
contract, so agency can include in a centralized public database. Effective September 1,
2016.

7. Valencia must report on website number of students with Higher One bank accounts
during the most recently completed award year, as well as the mean and median costs

ineurred by the account holders.-Effective July-1,-2016.

8. Valencia must conduct due diligence reviews every two years to determine that fees
charged to Higher One account holders are “consistent with or below prevailing market
rates”.

9. Higher One contract must allow for termination of arrangement by Valencia based on
complaints received from students or a determination by the school that the account fees
are not consistent with or higher than market rates,

Given that the USDOE requires that Valencia take a proactive approach to ensure that Higher One is
complying with the new regulations for T1 financial arrangements, it is recommended that a group
including representatives from Legal Counsel, Financial Aid, Student Services, Accounting, OIT, and any
other key stakeholders convene in January 2016 to determine action items needed. Some of the items
for consideration are listed below.

1. Review terms of Higher One contract.

2. Determine if another method of disbursing student funds should be implemented to comply with
new rules by July 1, 2016 given system and time constraints.

3. Document how student disbursements beginning July 1, 2016 will meet new cash management
regulations.
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