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I. VBRI INVESTIGATOR POLICY

Investigators and educators may participate in VBRI if there is at least one approved project with the research mission or the education and training mission or both.

· Investigators and educator are participating members of VBRI if they have approved education or research projects and the funds are managed by VBRI and the VBRI Board of Trustees does not object to their membership.
· Investigators are required to adhere to the policy and procedures described in   the VBRI Policy Manual as established by the Board of Trustees.

· The Board of Trustees will decide by majority vote whether a member shall   forfeit VBRI association when matters of unethical or inappropriate actions are brought to their attention.

Following are the general criteria to initiate association:

A. Research
1. VBRI investigators will be investigators of the Department of Veterans Affairs New Jersey Health Care System (VANJHCS). Appointment with VA must be active and can be with compensation or without compensation from the VA. Investigators will be engaged in the conduct of research or education as approved by the VANJHCS Research and Development (R&D) Committee.

The Board of Trustees will regularly review all memberships. New member accounts may be set up in the interim prior to the next Board of Trustees meeting.
2. Investigators are to conduct their professional activities in keeping with the VA policy for ethical conduct of research activities. Discovery of possible breach of such policy or accusations of such breach shall be referred to the VBRI Board

President and the responsible VA officials. 
Please refer to the policies on Research Misconduct and Objectivity in Research in this manual and the R&D policies and handbook.
B. Education

1. Education and training that can be supported by VBRI include:

a) Work-related instruction or other learning experiences for employees that (i) improve performance of current duties; (ii) assist employees in maintaining or gaining specialized proficiencies; or (iii) expand understanding of advances and changes inpatient care, technology, and health care administration.
b) For veterans under VHA care and their families and guardians, the education and training may include instruction or learning related to improving and maintaining health of veterans as patients.
Educators involved in education activities may be: a) individuals with staff appointments who are awarded an education or training grant; b) a service chief who receives funds for the benefit of the education and training of the service line employees, patients or caregivers, c) the responsible individual or designee for an education or training initiative or activity at the VANJHCS. 

All participating educators must have an active appointment and an active project research or education at the VANJHCS
2. To apply for association for education activities, the proposed educational activity needs the approval of the Education Committee (EC). Please see VANJHCS memorandum HR-39, dated September 2001 for the EDUCATION COMMITTEE policy and the procedures for approval of an education/training activity. This policy memorandum includes the procedures for approval of educational activities with non-VA funding. The policy memorandum is also available at www.VBRI.org.

The Board of Trustees will review all education participant membership regularly. New member accounts may be set up in the interim period between Board meetings, but will not be approved accounts until the Board of Trustees has met.

3. Educational activities, including patient /family oriented education, must be conducted under highest standards and in accordance with all guidelines of VANJHCS and the policies and procedures of VBRI.

Please note that the education and training programs described above do not include educational coursework towards a degree or other academic coursework. Generally, the approved education and training programs are seminars, workshops or specialty programs.

MEMBER RESIGNATION OR RETIREMENT

If a duly elected member resigns or retires from the VANJHCS and no longer has a VA appointment, association in VBRI is ended and all remaining unused funds will either be returned to the donor if required or become funds for VBRI to be used at the BOD discretion.

II. ACCEPTANCE OF FUNDS

VBRI accepts funds in support of the research and education mission of the VA New Jersey Health Care System. All funds deposited in the Institute and all equipment purchased with Institute funds are the property of the Institute and are subject to policies and procedures established by the Board of Trustees. Such policies and procedures will be consistent with applicable federal and state statutes and regulations.

The Institute may only invest in instruments backed by the full faith and credit of the U.S.

Government.  Interest earned on these investments are deposited into the Administration account.
Grantors or donors may send funds by check or electronic transfer. For deposit directly to VBRI’s account, the Executive Director will provide the necessary information.

All checks or other funds directed to VBRI should be made payable to the Veterans Bio-Medical Research Institute, Employer Identification Number (EIN) 222995785. Checks made payable to other individuals or organizations cannot be accepted. 

If funds are received in support of a specific research proposal, no funds may be expended until that project has received approval from the VANJHCS R & D Committee.

If funding is received in support of a specific educational or training activity, no funds may be expended until that activity has received approval from the VANJHCS EC.

Sources of Revenue: The general categories for revenue are: (A) voluntary health agency and private foundation research grants; (B) corporate sponsored grants or studies or gifts; (C) federally-funded programs; (D) transfer funds and (E) miscellaneous. The administration of funding may vary depending on stipulations of the funding source.

Funds derived from indirect support provided by sponsored research or education activities administered by the Institute will be used to support the operations of the Institute. These institutional funds may also be used to respond to needs for direct or indirect research costs or educational and training support as identified by the VBRI Board of Trustees. The Board of Trustees must approve all support provided. All support will be reviewed on a quarterly basis.
A. VOLUNTARY HEALTH AGENCY/PRIVATE FOUNDATION RESEARCH STUDIES

Funding in this category is derived from nonprofit entities to support a specific research or education proposal or career development award. Indirect cost reimbursement rates vary among sponsors. Some sponsors in this category do not provide overhead costs or have set limits for this support. The investigator should review the proposal and budget with VBRI prior to submission to the sponsor. If required, funds may be accepted and administered by VBRI with less than the approved indirect cost rate
B. FEDERAL PROGRAMS

Grants or contracts from federal agencies, including the National Institutes of Health or

Department of Defense, are included in this category. An indirect cost rate is negotiated with the cognizant agency, generally the Department of Health and Human Services. The indirect costs are provided to the grantee institution in addition to the direct costs provided for support of the studies.

C. CORPORATE SPONSORED RESEARCH OR EDUCATION GRANTS/GIFTS

Funding in this category is usually provided by pharmaceutical or other commercial sponsors involved in the development of new drugs or devices, or in the support of medical research or education. The studies may be investigator initiated or sponsored by the pharmaceutical company. Negotiations for this type of award should ensure that the VBRI indirect cost rate is provided as an additional cost to the funding required for the study. The applicable rate should be reviewed with VBRI administrative staff.

All agreements must be reviewed by VBRI. The Executive Director or designee has the

authority to sign for VBRI. Investigators cannot sign agreements that bind VBRI or VANJHCS. In general, the parties to these agreements are VBRI and the sponsor. The investigator should not be named as a party to the agreement.

D. TRANSFER FUNDS

Investigator investigators may transfer funds from accounts in other nonprofit institutions to VBRI. Indirect costs may have already been deducted or may not have been requested on these funds. Such exemption does not extend to funds in support of an active project being transferred; rather, project funds will follow the stipulations or guidelines of the funding agency or institution.

E. MISCELLANEOUS SUPPORT

Sources for funding in this category are broad and include speaker fees, and other miscellaneous donations. 

The following additional information on acceptance of this category of donations has been compiled in conjunction with the National Association of Veterans Research and Education Foundations (NAVREF).

VA investigators often choose to have an honorarium or speaker fee directed to a nonprofit corporation as a donation in lieu of accepting it personally. Unfortunately, the nonprofit cannot accept any donations in the form of a honorarium. 
Investigators sometimes also believe they will not be assessed personal income taxes on a speaker fee if they instruct the payer to send the check to a nonprofit.

However, the IRS is likely to view as income amounts earned any time there is a quid pro quo - an exchange of goods or services for payment - or when an individual exercises control over dispensation of payment. Such payments may be taxable to that individual regardless of whether payment goes to a nonprofit or the individual accepts it personally.

VBRI is not responsible for monitoring VA employees’ ethics except in regard to conflicts

of interest. Nor does VBRI give tax advice. However, VBRI can help prevent violations

of federal ethics regulations by requiring investigators to complete a simple form regarding donations of honoraria. This form must be filled out when donating speaker fees, writer’s fees or other similar funds.

Alternatively, a letter from VBRI to the sponsor can be sent requesting an unrestricted donation to VBRI in lieu of an honorarium. These funds may be deposited into general funds. Use of the funds will be under the control of the Board of Trustees. Special requests for use of these funds can be directed to the Board.
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Speaker Fee Donation Form

The VETERANS BIO-MEDICAL RESEARCH INSTITUTE (VBRI) accepts donation of speaker fees only if the individual earning the funds that enable the donation certifies that he or she has not violated federal ethics regulations regarding outside teaching, writing and speaking contained in 5 CFR §2635.807. You must certify below both 1 and 2 in order for VBRI to accept your donation. If you need assistance determining whether your presentation was related to your official VA duties, please consult the facility ethics official or a VA attorney.

I am directing payment of the honorarium/speaker fee in the amount of $ _____________ for my presentation at (facility, university, etc.) ____________________________ on (date) ______________ as a charitable donation to VBRI. I understand that VBRI will provide me with acknowledgement of this donation.

1. _______ I certify that the topic of my presentation is unrelated to my official duties and

2. _______ I certify that I was not on duty status as a federal employee at the time I made the presentation (“Not on duty” means after established duty hours, on annual leave or on leave without pay. It does not include authorized absence).

_________________________________________

Signature Date

_________________________________________

Name (print)

III . PROJECTS: BEGINNING TO END

RESEARCH PROJECT CYCLE

Research Grant Submission Process

Generally, VBRI will need to review all grants prior to submissions and receive the completed grants submission form. For projects that require services or subcontracts with other organizations, please submit the materials to VBRI no less than three (3) weeks or 15 business days prior to submission deadline. Shorter times may be acceptable if no other organizations are involved.

For investigator-initiated projects with corporate sponsors, a formal agreement is usually required by the sponsor prior to release of funding. These agreements will be reviewed and negotiated by VBRI. All such agreements must be signed by VBRI. Investigators cannot enter into agreements with sponsors that bind VBRI or VANJHCS in any way. Since negotiating agreements with corporate sponsors may be a lengthy process, please advise VBRI as soon as possible.

Clinical Studies

For clinical studies sponsored by pharmaceutical companies, the investigator should advise VBRI as soon as the determination to participate is made. Sponsor contact information including name, email, and phone number will be needed. VBRI will work with Regional Counsel to process the Clinical Research and Development Agreements.
VBRI will also assist with budget review and finalization including any requirement for human subject review costs or the Facility Human Protections Program fees.

Clinical studies that are investigator-initiated will follow the grants process.
The investigator should ensure that all regulatory and compliance issues are addressed, including possible requirements for an FDA Investigational New Drug application.

Post Award

For all research studies, projects cannot be signed, initiated, or have any funds expended prior to VA R&D Committee approval. R&D Committee approval will not be given until committee and all subcommittee reviews and approvals have been received. This may take up to eight (8) weeks or more if Human Subjects Committee approval is required.

In order to avoid a significant delay in study start up, the approval process should begin as soon as notification is received by PI and/or VBRI that a grant or project will be funded.

For pharmaceutical studies, generally the research agreement is negotiated at the same time that the project is being reviewed for IRB approval, so that the project will not be delayed. If any other subcommittee approvals are required, they will need to be completed prior to R&D Committee approval.

The following are the relevant committees for approval of research projects as applicable:

R&D Committee

IRB Subcommittee

Safety Biohazard Committee

Institutional Animal Care and Use Committee (IACUC)

Once a study has received all required approvals and funding has been received, an VBRI account will be opened. The account number will reflect the VBRI number assigned and promise number issued by R&D after R&D Committee approval.

Funds may be expended from the project account according to the study budget and all relevant guidelines of the sponsor and VBRI policy. Financial reports will be provided monthly to investigators for each project or separate fund.

For all studies utilizing VANJHCS clinical resources that are considered over and above the standard care required for normal patient care, the VANJHCS must be reimbursed. The completed clinical impact form should accurately reflect the resources used, whether for standard care or research only. VBRI will review projects at least annually to verify that bills of collection have been received for these services. If not, staff will follow up with the appropriate services.

When required VBRI will send all required financial reports to sponsors. The principal investigator will be responsible for any scientific progress reports.

Study Closeout

A study should not be closed in VBRI prematurely and generally not until it is removed from the R&D list of approved projects.

For grants requiring final reports to sponsor, the fund will not be closed until submission of the final report and its acceptance by the grantor.

Most granting agencies will require return of all unencumbered or unexpended funds. However, requests for no cost extensions are usually allowed if appropriate scientific rationale is provided. This allows an extension of the grant period and continued use of the project funds.

If residual funds remain after completion of the project, all expenses have been paid, and there is no requirement by the sponsor to return unexpended funds, these monies may be transferred to a general research account (“0”) and used for general research expenditures. For VA approved research projects all expenditures must be consistent with VBRI policies.
EDUCATION ACTIVITY CYCLE

Initiation and approval

All educational activities must be approved by the VANJHCS Education Committee (EC. The Education Committee will base its recommendations for proposed nonprofit education activities on applicable VA Education Manual policies pertaining to conflict of interest and appropriateness to VA’s education missions as well as the definition of education and training established by PL 106-117, Section 204 (Title 38, Section 7362). 
No educational activity can be initiated until approval of the Education Committee has been received.

Post Award

Funds received in support of educational programs usually have explicit restrictions on their use.

Educational grants and activities will be tracked separately by VBRI and will have a designated fund number and name. Financial reports will be provided monthly to the responsible member or designee. 
The Board of Trustees will require an annual report on ongoing activities. For one-time events, the Education Committee will notify the responsible member or designee for the necessary report. The financial data for the report will be provided by VBRI.

Generally, funds received in support of an accredited program have additional restrictions. If some funds remain after the initial approved activity, these remaining funds cannot be used in support of other similar accredited programs unless it is allowed for in the grant agreement.

Closeout

As indicated above, educational grants are usually received with explicit restrictions to a particular program or activity. Therefore, funds remaining at the end of an activity may have to be returned to sponsor or used only as allowed for education in the same fashion as original donation. If possible, VBRI will include wording in all requests that will allow as broad usage as possible for educational activities.

INACTIVE ACCOUNTS

After research study closeout or completion of an educational activity, residual funds may remain. Some accounts may have funds remaining from gifts or other unrestricted grants not associated with a specific project.

If there is no activity on any given account for the period of a year, the member will be contacted to determine an appropriate plan for expenditure.

If an inactive account has $100 or less and there is no plan to spend the funds in a timely way, the fund may be merged with that of a collaborator or other member. If there is no recommendation for either expenditure or merger, the funds will be utilized for general research support, as provided for by the Board of Trustees.

REPORTS REQUIRED FOR RESEARCH AND EDUCATIONAL ACTIVITIES

VBRI was established under 38 USC §§7361-7368. Section 7366 requires that each VA-affiliated institution submit an annual report to the VA with specific information provided. The report includes information for both research and education revenue and expenditures. The report also includes copies of the Institute’s IRS 990 form and annual audited financial statements.

VBRI assists the VANJHCS R&D office in submitting the annual Research and

Development Information System (RDIS) Report on Expenditures, which is due for the government fiscal year October 1 thorough September 30. This report lists expenditure data for all projects.

VBRI has to maintain its status as a state incorporated nonprofit and files a report annually with the New Jersey Secretary of State for the Nonprofit Corporation Registration.
The state also requires an annual filing with the Charities Division as well as the Secretary of State. 

IV . FINANCIAL CONFLICT OF INTEREST POLICY

(OBJECTIVITY IN RESEARCH)
Effective October 1, 1995, the Department of Health and Human Services (DHHS) and the National Science Foundation (NSF) promulgated regulations which require institutions applying for research funding to have procedures to manage, reduce, or eliminate any actual or potential conflict of interest involving investigators responsible for the research. (References: 42 CFR Part 50; 45 CFR Part 94; Federal Register Vol. 60 No 132, July 11, 1995 attached)

The staff at the VA New Jersey Health Care System who apply for research funding through VBRI, whether from federal sources including DHHS and NSF or from other, non-VA appropriated sources, must meet the Standards of Ethical Conduct for Employees of the Executive Branch contained in Executive Order 12674 (April 12, 1989) as modified by Executive Order 12731 (October 17, 1990). This amended Executive Order is implemented by 5 C.F.R. Parts 735 & 2635, and 38 C.F.R. Part 0. In effect, these regulations are more restrictive than the ones put forth by DHHS and NSF

Procedure:

Before expenditure of any funds under a given award, conflicts of interest must be eliminated or resolved.

If there is not a financial interest to be disclosed, the question on the VBRI grant submission form should be marked accordingly and the application can be forwarded to the sponsor.

V. POLICY ON RESEARCH MISCONDUCT

VBRI follows the VA Research Misconduct Policy.
V I. TRANSFER OF FUNDS

If the member is moving to an academic nonprofit or other nonprofit research institution, or VAMC, to continue an ongoing VA-approved research project, remaining VBRI funds attributable to that project may be transferred to that institution at the discretion of the VBRI Board of Trustees. Equipment purchased with VBRI funds attributable to that project may also be transferred at the discretion of the Board of Trustees. Sponsor notification and approval is usually required.

If such funds retain donor-imposed restrictions, VBRI may be required to return remaining funds to the donor.

If an investigator resigns before a project is completed, the investigator may request that another VBRI investigator assume responsibility for research or education activities with VBRI funding. This request requires either R&D Committee approval or EDUCATION COMMITTEE approval, and may require the approval of the VBRI Board of Trustees and sponsor approval.

No funds or equipment may be transferred to for-profit organizations.

The investigator should submit a written request to the Board of Trustees for review. This request should be sent through the Executive Director as soon as possible in order to obtain necessary information for review by the Board.

If the request is approved, the transfer will be completed within a reasonable time. For transfer amounts above $25,000 a longer period of time may be required to complete the transaction. Investigators are encouraged to notify VBRI well in advance of the need for major fund transfers.

Any residual funds and equipment attributable to completed research projects or educational activities must continue to benefit VA research or education. The Board may consider a request to transfer these funds to another VA-affiliated nonprofit corporation established under 38 U.S.C. §§7361-7368. A request may be made to the Board of Trustees, that residual funds which are not eligible for transfer, be used to support another member’s research or education activity.
VI I. PERSONNEL AND PERSONNEL AGREEMENT POLICY

VBRI may directly employ management, technical, and administrative staff to support the research, educational, and training programs and the administrative functions of the Institute. VBRI may also enter into agreements with private and public institutions to cover salary costs of personnel conducting VBRI business through and IPA or MOU. The Executive Director will have discretion to modify all such agreements to correspond with available funds in member accounts.

VBRI will verify the availability of sufficient funds for scheduled salary payments.

Payroll obligations are the primary responsibility of the investigator and must be met before any other payments will be made. VBRI policy does not allow for overdrafts.

VBRI is an equal opportunity employer. We do not discriminate against any person in any matter of employment on the basis of race, color, creed, religion, national origin, sex, age, disability, marital status, sexual orientation, or status as a disabled veteran or a veteran of the Vietnam era.

This EEO policy applies to all staff levels within the organization and includes (but is not limited to) the following:
(1) recruiting and solicitation for employment; 
(2) hiring, placement, promotion, transfer, and demotion; 
(3) employment training or selection for training; (4) pay rates, compensation, and benefits; 
(5) layoffs and termination.

DIRECT EMPLOYMENT BY VBRI
VBRI may employ full and part-time persons for support of the administrative, research and educational activities of the corporation. The length of employment for such individuals from investigator accounts shall be indefinite, with no time commitments made. VBRI maintains an employment relationship with employees that is "at will" of the employer and the employee. Investigator request will be considered in the hiring, termination, assignment of duties, and the determination of reasonable salary levels but ultimately, determination of these items will be made by VBRI.

An Employee Request Form must be completed and submitted to the VBRI office prior to employment by VBRI. The requisite personnel forms for VBRI employment are available in the VBRI office and the website at www.VBRI.org. Completed forms need to be submitted to the VBRI office before the employee can be hired.

No offer for employment through VBRI shall be made without prior consultation with appropriate VBRI staff (e.g. Executive Director).

All VBRI employees must obtain WOC (without compensation from the VA) status.

Employees are paid on a bi-weekly basis. All employees must complete a time sheet that is signed by the employee and supervisor.   Time sheets must be submitted to the VBRI office by the scheduled date, which is noted on the Payroll Schedule.  
Employees certify by signing their timesheets that the hours worked for VBRI do not conflict or overlap with hours worked for any other employer.

Specific work schedules will be set by the direct supervisor, but full-time shall mean 40 hours per week.

A full-time VA employee who is covered by the Fair Labor Standards Act (FLSA) working additional hours for VBRI must be paid subject to FLSA. This means the employee will be paid at overtime rates.

The following is a brief description of fringe benefits.

Medical insurance plans are available to eligible employees.  VBRI contributes to 2/3 of the employee’s health insurance premium and the remaining 1/3 is automatically deducted from the employee’s paycheck.   
TIAA-CREF is offered as the group retirement plan. For eligibility, an employee must work 1,000 hours in a 12-month period from the date of hire, and must work for six months before contributions may be made. All employees are eligible to participate in a supplemental retirement plan offered by TIAA-CREF with no waiting period.

All employees are entitled to Social Security coverage, Workmen's Disability, Unemployment Compensation, and New Jersey State Industrial Coverage.

Employees with appointments of more than three months accrue sick and annual leave at the same rate as permitted by VA policy. Limitations on carryover differ from the VA policy. Holidays will be paid for employees whose regularly scheduled tours of duty fall on these dates. The ten paid holidays will be the same as observed by the VA.

Please refer to the VBRI Personnel Policy for more detailed information on all personnel policies, procedures and benefits.

If you intend to hire staff, please allow three weeks prior to employment for all employee documentation to be processed.
PERSONNEL AGREEMENTS

VBRI may enter into agreements with eligible institutions, for example, VANJHCS, for repayment of personnel salaries. All personnel agreements are executed in advance with the approval of the Executive Director of the Institute and the appropriate official of the participating institution.

Personnel agreements include the Interagency Personnel Agreement (IPA), the Memorandum of Understanding (MOU), the Joint Personnel Agreement (JPA) or the subgrant or subcontract. In some cases, the reimbursement to the employing institution may be done via a purchase order. The preferred agreement between VBRI and the VANJHCS is an MOU. 

There are specific requirements and review processes for each type of personnel agreement. VBRI staff will review the options with the requesting party to make sure the appropriate mechanism is executed.

These agreements may be used when a VBRI employee will be temporarily assigned to a grant administered by another organization, e.g., a VA merit review award. However all such mechanisms are intended to be temporary assignments. The employee is expected to return to a VBRI paid appointment.

Alternatively, a VBRI administered award may fund an employee of another institution and require a personnel agreement.

All grants that may require a personnel agreement must be reviewed with VBRI staff prior to submission to a sponsoring agency.

Personnel agreements can only be instituted for professional or technical personnel that have regular, continuing appointments. Administrative staff and temporary or intermittent personnel are not eligible.

Reimbursement payment schedules will be part of the personnel agreements. Reimbursement for salary support will not be made in the absence of a formal, executed personnel agreement.

The member will attest invoices or time keeping records are accurate and in support of a VA approved research project or education activity before VBRI will initiate payment to the participating institution.

VBRI will track effort as required by a funding agency.

VBRI timesheets are available on the www.vbri.org website and must be submitted in accordance with VBRI’s payroll schedule.
Specifics on VA Personnel Agreements

VBRI and the VA have agreed that generally dual-appointment faculty would not be paid directly from VBRI administered awards. Instead the standard procedure would be for VBRI to reimburse the VA for VA-based faculty effort on grants whether federal or non-federal. Any exceptions to the standard will not be approved from VBRI funds unless authorized by VA department chairs.

In addition, long term VA staff would be allowed to stay as VA employees because of the perceived loss in state retirement if such employees made a switch to VBRI employ.

The VBRI Board of Trustees understands that staff on sponsored projects including federal awards should generally be employed by the administering entity. Wherever possible this will be the rule followed by VBRI so that VBRI will be credible as the appropriate grantee.

A staff person with 10 years status as a VA/state employee will be a long term employee.

Staff with less than 10 years as VA/state employee will be considered for VBRI employment on a grant administered by VBRI.

Exceptions will be made in hardship cases at the discretion of the VBRI Board management committee.

It is understood that VBRI cannot in any way require a VA employee to switch to VBRI employ. However, if the employee meets the criteria (<10 years as VA/state employee), funded by grant or grants administered by VBRI and does not qualify for an exception, VBRI will not implement a salary reimbursement agreement (referred to as a joint personnel agreement) with the VA.

VIII. PURCHASING

GENERAL GUIDANCE

The Executive Director, President,  or designee and the Treasurer of the Board are the only officials authorized to commit the expenditure of VBRI funds.

If it is unclear whether any item or service should be paid by VBRI, the Executive Director will determine the appropriateness of the request. Disagreement can be appealed to the Board of Directors.
Purchases considered to provide personal benefit are not allowed. Please note that some of the IRS rules in this area are not intuitive. VBRI will try to provide guidance, but final authority for payment rests with the Executive Director or President. Please review this section for guidance or discuss the proposed purchase with VBRI before ordering.

Purchases that may give the appearance of a conflict of interest are not allowed.

The following requirements apply for all purchases:

· Sufficient funds must be available in the requester's account to cover costs.

· A research rationale must be provided for each research-related purchase, or for education activities the expense must be within the scope of the proposal as approved by the EC.

· Professional licensure payments are not allowed. Costs of CME credits cannot be paid.

PAYMENT OR REIMBURSEMENT DETAILS

· Investigators may give signature authority to designated individuals on their VBRI accounts. The authorization may include dollar limits on the purchasing authority. VBRI will periodically review the signature authority on investigators’ accounts.

· All Check Request and Travel Reimbursements must be accompanied with original receipts. Photocopies or facsimiles are not acceptable.

· All requests for payment or reimbursement should be made in a timely manner. NOTE: VBRI reserves the right to deny payment for invoices held for more than 90 days.

· VBRI is exempt from state sales tax.  If sales tax is charged, VBRI is not allowed to pay unless extenuating circumstances persist. 
SPECIFIC GUIDELINES:

· It is recommended that purchases greater than $25,000 be submitted for competitive bid. Competitive bids are required for purchases of $100,000 or more.

· Subscriptions must indicate a business, not a residential, address for delivery, or a credible explanation be provided.

· Certain memberships and dues may be paid/reimbursed through VBRI.

For research oriented memberships, the organization must have a research focus demonstrated by provision of a research journal(s) and/or scientific meetings. Payment of such memberships and dues is predicated on the membership providing a journal or other subscription that would be at a much higher cost to non-members possibly in excess of the total membership if purchased separately. In some cases, organization journals are not available to non-members. Alternatively, a relevant research membership may provide access to the annual research meeting at a significantly reduced membership rate to justify membership as the prudent business decision.

Unless the membership/subscription is obviously beneficial to the approved education projects, prior approval of the Education Committee is required for educational memberships/subscriptions without research relevance. Educational subscriptions must show a benefit to VA or VBRI employees or to VA patients 

If the subscription rate or annual meeting costs are not sufficiently reduced, VBRI may not be able to pay for these expenses.

· No expenditures will be authorized for donations to organizations engaging in general charitable or other philanthropic activities unrelated to research conducted at the VANJHCS.

INDIVIDUAL EXPENDITURES EXCEEDING $25,000

An investigator's request for expenditure of funds for amounts greater than $50,000 during any 30-day period shall require 60 days' prior notification and VBRI approval.

Exceptions may be granted in an emergency by the concurrence of the Executive Director and the Treasurer.

Funds for payroll costs (including properly executed personnel agreements) are excluded from this policy.

Furthermore, an approved transfer of funds for continuing research projects or educational activities in excess of $25,000 from VBRI to another 501(c)(3) organization may require a longer period of time to complete. Depending on the specific situation, transfers may be made on a quarterly basis.

PURCHASING PROCEDURES

At this time, orders must be placed by either investigators, an authorized designee, or by the assistant to the Executive Director. 
Appropriate forms, i.e., Purchase Requisition forms, Purchase Order numbers, and Authorization of Purchasing Designee can be obtained from the VBRI Administrative office.  In general the purchase order form must be completed with the sequential purchase order number that is investigator generated (example below) or the investigator may obtain a purchase order number from the Assistant to the Executive Director:  
Ex) First 4 letters of PI’s last name – Year (4 digits) – Month (2 digits with preceding zero if needed – day, Dr. Smith places an order on October 22, 2006, SMIT-2006-10-22.
One purchase order number per vender per date.

Similar application of purchase order number applies to purchases made using VBRI vendor accounts. Forms can be found on our website or by contacting the accounting office. Please clearly indicate VBRI as the “bill to” party with the mail stop of Building 5 Room 101A included.

VBRI maintains accounts with many vendors. A list of current vendors is available from the accounting office and on the VBRI website.

The VBRI accounting office will establish and approve new vendor accounts in advance of the purchase. Please contact the accounting staff with the vendor information. You will be contacted once an account has been set up with the new vendor.

An authorized signer on the VBRI account must sign the PO. The signed PO serves as authorization for payment by VBRI upon receipt of the invoice from the vendor.

Fax the completed, signed order request to the VBRI office at 973-677-7683 as soon as possible-within 1 business day.

Receipt of incoming packages must be verified, inspected for damage, defects or errors and identified by the information available on the packing slip included in the order.

The packing slip must be endorsed and sent to the VBRI accounting office. Please note discrepancies or damaged items on the packing slip. This process will serve as documentation to verify discrepancies between items ordered and items shipped.

In the event that we do not receive a signed packing slip or receive notification of an error, we will assume the order was received as requested. VBRI will pay the invoice as stated by the vendor.

VBRI will issue payment for the order upon receipt of the vendor invoice matching the authorized PO.
SUPPLIES

Laboratory supplies (including animals) and research office supplies may be purchased with research rationale provided.

Supplies purchased for an educational activity must be within the scope of the activity as approved by the Education Committee.

Laboratory Animals

The Animal Research Facility (ARF) supervisor or the Veterinary Medical Officer (VMO) must approve in advance any animal orders that are to be delivered to the VA. Approval must be obtained before the order is placed with the vendor. This policy is to assure that only animals for which there is an Animal Care Committee approved protocol are ordered; that an acceptable vendor is used; that space and caging are available; and that, should an expected order not arrive, it can be immediately investigated.

To obtain approval, you may send an email message to the VMO or ARF supervisor. An approval response will be sent back to you. You may also contact the VMO or ARF supervisor by phone for approval. However, leaving a voice mail message is not sufficient. An email message and response will provide confirmation that the order is approved.

The request must include the following information:

· Principal Investigator
· Protocol number (IACUC number)

· Species of Animal 
· Strain

· Quantity 
· Age or Weight

· Sex 
· Vendor

· Source of Funds (VBRI) 

· Any special housing or care instructions

· Date of Arrival 
· Contact person/phone number
· VBRI purchase order number

Please contact the ARF Supervisor if you have any questions about this policy.

Radioactive Materials

The preferable method for purchasing radioactive substances is to order through the VANJHCS. In those cases where VBRI is used, the following should be done:

· The radioactive material must be under the site license. Check with the Radiation Safety Officer (RSO) prior to ordering any material to verify.

· Clearly note on every order that delivery should be to the RSO.

· The investigator name should appear as user so the RSO will know where to send the supplies after the material is checked.
· The RSO must be notified by telephone whenever radioactive material is ordered. Notification must include the PI’s name, isotope, quantity, and expected delivery date.

· Please inform the RSO that this order is for VBRI and supply the RSO with a  VBRI purchase order number.

Electronic Devices

VBRI funds may be used to purchase desktop and notebook computers for use in or support of VA-approved research. Purchase in support of an educational activity must be within the scope of the proposal as approved by the Education Committee for all education activities.

VA purchased computers/ laptops are defined as any computers purchased with VBRI funds and must have completed a form for “Personal Equipment put in VA use at the convenience of the user”. This VA form can be found on the VBRI website 
All computers purchased must be shipped to the VBRI Office c/o the investigator. Once received the equipment must be tagged by IRM with the appropriate VA form completed as above before it is released for use.

Any questions concerning this procedure please contact the Executive Director and the President.
Notebook computers require a specific rationale for purchase that explains the need for a laptop

Computers purchased with VBRI funds may in turn be donated to the VA for use unless this is specifically forbidden by the sponsor. Forms for this donation would indicate “equipment put in VA use” on the VBRI website.  Specifically, this can not apply for items purchased with Federal Funds. 
VBRI funds may not be used for the purchase of cell phone equipment unless specifically approved by the Board of Directors.  In general it is not allowed.
Other specialty devices or electronic items such as digital cameras may have a valid research rationale, but due to the potential personal use should be pre-approved before purchase and with written justification.

Donation of Animal Purchases and Expendable Supplies to VA New Jersey Health Care System

The mission of VBRI, established under Public Law 100-322 dated May 20, 1988, is to facilitate research carried out as a part of the Veterans Health Administration for the medical care and treatment of veterans and includes biomedical research, mental illness research, prosthetic and other rehabilitative research, and health-care services research. To this end, VBRI utilizes the facilities and the review and reporting mechanisms of the VANJHCS to comply with the law.

Research and development activities supported by funds administered by VBRI may involve the use of animal subjects. The VANJHCS Animal Care and Use Committee established in accordance with Federal law reviews all such studies. Only studies approved by this committee and its parent VANJHCS R&D Committee are conducted. The animal research program and facilities are accredited by the American Association for the Advancement of Laboratory Animal Care (AAALAC); a current Assurance is on file with the NIH Office for Laboratory Animal Welfare; the program is appropriately registered with the US Department of Agriculture.

Within the requirements of the law, and in order to eliminate duplication of registration, review and reporting activities, it is VBRI policy that any animals purchased by VBRI for the purposes of research are immediately upon receipt donated to, and become the property of, VANJHCS.

Within this framework VBRI also utilizes VANJHCS resources for such activities as handling and removal of medical and laboratory waste, including radioactive materials and other hazardous or controlled materials. In order to ensure conformance with requirements of the law and to eliminate duplication of activities, it is VBRI policy that all expendable supplies purchased by VBRI that are to be used in VA research laboratories for VA-approved research and educational activities are immediately upon receipt donated to, and become the property of, VANJHCS.

SUBJECT PAYMENTS

Subject payments and reimbursements to patients and volunteers for their participation in a study must be issued in accordance with the IRB  and the R&D Committee approvals for the project.

For all such participation payment or reimbursements, appropriate language must be in the human subjects consent form or Health Insurance Portability and Accountability Act (HIPAA) addendum to notify the participant that the individual’s Protected Health Information (PHI) will be released to VBRI in order to process such payments. If the study will require release of PHI to VBRI in order to pay for diagnostic tests not available at VANJHCS and obtained from outside vendors for the participant, the consent form should also include this information.

Subject participation payments are taxable income.  Individuals receiving payments of $600 or more in a given calendar year will be sent an IRS 1099-MISC form. VBRI therefore requires the Social Security Number and permanent mailing address of each individual to whom subject payments are made.

NOTE: The $600 threshold does not include reimbursement of costs (e.g., travel) to study participants.

SUPPORT FOR MEETINGS AND CONFERENCES

Meetings, conferences, workshops, seminars, grand rounds, town halls, symposia, and other similar meetings are all accepted features of conducting research and education. Additionally, certain events, such as retreats and board meetings as well as fundraising and public relations, are necessary for the conduct of business. Meals and refreshments may be considered for support only if they are incidental to the business purpose of such meetings.

Various laws and regulations, the federal ethics standards and the statute that authorizes VBRI control the extent to which expenditures related to such events are appropriate for VBRI support. Consequently, in order for such costs to be considered for direct payment or reimbursement by VBRI, the following policy has been established.

1. 
In order to be eligible for VBRI support, a meeting must have a documented research, education or VBRI business purpose. VBRI will not support “entertainment” expenses such as social activities, parties, ceremonial occasions or those that provide amusement.

· For a research related meeting: A request for VBRI support must include an explicit statement about the research rationale for the event; that is, its research related purpose and how it will further VA research. Accompanying documentation should include the program, agenda or topic of discussion, and a roster of attendees. When appropriate, the request should tie the meeting to an approved research project.

· For an educational program not related to research: The education activity itself must first be approved by the VA New Jersey Health Care System Education Council (EC). Documentation should include an explicit statement of the purpose and how the program will further the VA's education and training mission. See VBRI website at www.VBRI.org for the education approval request form to submit for Education Committee review.


For other VBRI business events: A request must include an explicit statement of how the meeting will further VBRI’s ability to facilitate research and education. Appropriate events include, but are not limited to, retreats, board meetings, annual membership meetings and investigator meetings, as well as fundraising and public relations events. Documentation should include the purpose, agenda, program or topic of discussion, and a roster of attendees.

2. The types of meetings that may be eligible for VBRI support are too numerous to list and the characteristics of appropriate meetings may vary. However, factors that VBRI will consider when evaluating a meeting for support include:


Whether at least one speaker makes a research presentation or presents educational instruction.


Whether there is a non-VA and or non-VANJHCS speaker and/or non-VA or
non-VANJHCS personnel are among the expected attendees.
· The frequency of similar meetings that may involve the same personnel.

Irregularly scheduled meetings may be eligible for support; monthly meetings will not.

· Whether the meeting involves at least one individual who is being recruited to conduct research or education at the PSHCS.

· Whether the meeting lasts more than two hours or extends through a normal mealtime.

Regardless of the type of meeting, the documentation required in #1 above is a prerequisite for VBRI support.

3. 
Requests for VBRI support will be reviewed and approved by the individual designated by the board, generally the Executive Director or the Executive Director’s designee. VBRI will provide direct payment for reasonable meeting costs, or reimbursement based on submission of original receipts. In the event of disagreement, the request may be referred to a designated member of the Board of Trustees or to the full Board as appropriate.

4. 
VBRI encourages meeting organizers to obtain pre-approval of VBRI support for meetings. Such approval is not mandatory, but events lacking pre-approval may be denied support or may receive only partial support. For meetings of significant size or cost, prior discussion and authorization by VBRI management is highly recommended.

ADDITIONAL FACTORS FOR MEETINGS AND CONFERENCES:

· Actual, reasonable costs will qualify for reimbursement.

· Credit card statements or receipts are not acceptable.   An itemized receipt will be necessary for reimbursement.

· VBRI does not pay for alcoholic beverages.

· Refreshments may be paid as part of a non-routine research or education meeting if incidental to the meeting. VBRI will not pay for refreshments for regular staff meetings.

· Lunch and/or dinner expenses for a meeting with only VA staff cannot be reimbursed.

· Please note that luncheon or dinner meetings with invited speakers may be an appropriate expense for reimbursement through VBRI. However, such an event should be reviewed prior to the event to make sure it is eligible for reimbursement.

GUEST LECTURER INFORMATION

When investigators are providing honoraria, speaker fees, or travel reimbursement to invited guest lecturers, the following apply:


· Check Request must include the Social Security or Tax Identification Number and the address of the guest lecturer.

· Sufficient credentials should be provided to show the expertise of the speaker as the basis for providing an honorarium. For example, part or all of the speaker’s CV.

· If the speaker is a VA employee, the decision tree following and on the VBRI web site should be filled out and provided to VBRI before honorarium can be paid.

· If the invited speaker is a non-resident alien VBRI must be advised in advance in order to determine if an honorarium can be provided.  VBRI will also need to withhold taxes on such a payment.
· VBRI must file IRS 1099 Misc forms for speaker fees and honoraria payments totaling $600 or more in a single tax year.
· The payment of travel expenses associated with this category follows the same policy as for general travel by investigators (see TRAVEL).
TRAVEL

VBRI may support expenses for the domestic or foreign travel of authorized individuals to bona fide scientific meetings or for other research or research-related educational purposes. The travel support will be consistent with VBRI policies and the stipulations of any relevant funding source(s).

The Education Committee must approve travel related to educational or training activities.

If the travel reimbursement is for a visiting fellow or scholar, the visa status of the individual must allow such reimbursement. All travel for foreign fellows or scientists should be pre-approved through VBRI.

Please see the Executive Director regarding per diem rates for domestic and International travel.  VBRI will use the Federal Rate available on the VBRI website.
Note: Original itemized receipts are required for reimbursement.  Credit card receipts or statements are not acceptable.
Meeting registrations can be pre-paid through VBRI directly to the meeting organizer.

Alternatively, the registration cost will be reimbursed after the meeting along with other travel expenses.

Travelers should purchase their own economy class tickets, pay for their costs, and seek reimbursement after the travel is completed. Cash advances and pre-paid airfare are generally not provided to investigators. Cash advances and pre-paid airfare may be available to employees.

The request should be submitted on the Travel Reimbursement Form. 

If another organization is providing partial reimbursement for a trip, sufficient information must be provided to VBRI to show that we are reimbursing appropriately. For example, the VA travel documents showing which items have been reimbursed and the amount.

Documentation of the meeting dates, location, and topic or theme must be provided. A program guide or brochure (a copy of the cover is sufficient if all the information is stated on it); invitation letter; or other written documentation that includes the dates, location and purpose must be submitted with the reimbursement request.

Full reimbursement of reasonable hotel expenses with appropriate documentation will be made.

The per diem reimbursement (meal and incidental expenses) will be at the federal per diem rate. These rates are posted on our website. Travel days will be paid at 75% of the federal rate, regardless of the time of departure.

If a member hosts a special dinner meeting with research collaborators, these costs may be paid separately with a clear research rationale. However, such events should be discussed with the Executive Director or designee to ensure that reimbursement will not be problematic. Note: the cost of the meal for the member should be deducted because the per diem provided would include that cost.

Individual items $25 or greater in cost must be accompanied by receipts. Items costing less than $25 need only be itemized.

Transportation reimbursement may be up to full reimbursement for reasonable costs of air, rail, bus or taxi and parking.

If the traveler chooses to take an indirect route, interrupt the business travel or utilize a mode of travel that requires additional accommodations en route, any resulting expense will be borne by the traveler.

The cost of a rental automobile may be allowable under certain circumstances. For example, if rooms are unavailable at the conference hotel, a shuttle service is not available, or cab fare is prohibitively expensive. However, car rental is allowable only as an exception. Specialty vehicles such as convertibles and SUV’s are not allowable

Please Note:

· Ground transport is generally limited to travel between the home or place of business   and the airport; the airport and meeting site, and the return.

· Mileage expenses for private automobile use will be at published government rates.

· Generally, only coach airfare will be reimbursed. Exceptions may be made under special circumstances. Such exceptions should be reviewed with VBRI prior to making travel arrangements
· VBRI recognizes the particular requirements of persons with disabilities and will make every effort to accommodate those needs. Please contact the VBRI administrative office for further information.

CONSULTANT AND PROFESSIONAL SERVICES

In order to distinguish it from work performed as an employee, professional services must be based on self-directed work towards an objective determined by the VBRI member. Such services will be arranged by contractual agreement with VBRI.

In order to retain an independent contractor, certain IRS criteria must be met to distinguish an employee relationship from a contractor relationship. A member considering arranging an agreement for a consultant or other professional services should review the criteria with VBRI staff. For your information, the 20 point test that the IRS has promulgated to distinguish an employee from an independent contractor is available at www.VBRI.org.

If the consultant or independent contractor is a non-resident alien, payment may be prohibited or subject to tax withholding based on INS or IRS rules.

Acquisition and payment for any service to be provided by technical, consultative or professional individuals or groups in support of member research programs or educational activities must be authorized by VBRI administration in advance of receipt of such services. The Executive Director’s signed approval of the standard professional services agreement will provide authorization. Investigators may not commit the Institute to pay for such services without approval.

Member or their designees will certify such services have been received before reimbursement or payment to the vendor by VBRI is initiated.
Additional details of the VBRI policy and the template for a professional services agreement can be found below. The template is available on the web site www.VBRI.org.
CONTRACTUAL SERVICES DETAIL INFORMATION

In order to obtain the written purchase agreement for individual professional/technical contractual services, a request to VBRI administration should be submitted in writing and should contain sufficient information for review and processing. The following list highlights the details needed to complete a service or contractor agreement. A template service agreement follows this list. The agreement form or an equivalent one covering all the pertinent information should be completed before services are initiated.

1. Contractor's name, address and phone number.

2. Contractor's social security number.

3. Contractor's State of New Jersey UBI or other relevant licenses.

4. Description of contractor's qualifications (a CV or resume may be used where    appropriate).

5. Period of the agreement.

6. Cost basis and rate of pay (cost reimbursement basis or fixed fee), for example: $___ per hour x ___ hours = $___ total cost, or 1 job @ $___.

7. A "not to exceed" amount, if other than the total cost above. This is particularly important if estimates are involved.

8. Description of work to be performed. This should be specific and should include end results or product desired; where work is to be performed; any technical requirements; a description of what measures will be used to determine the degree of completion by the contractor. A statement indicating that "the contractor's work will be self-directed to meet the goals and objectives as set by the Principal Investigator" should be included.

9. Justification of the use of the contractor, including (a) a certification by the member that such services are not available through existing R&D Cores, and (b) how this work is related to the principal investigator’s VA-approved R&D program, citing specific studies by title and RDIS number where possible.

10. Delivery and invoice/payment schedule. The requesting member must certify invoices before payment will be made.

11.  VBRI will need to ensure funds are available before entering into a contractual agreement.
Independent Consultant Agreement

I. This Agreement to furnish certain consultant services is made by and between the NJ VBRI, a nonprofit Corporation of East Orange, NJ (hereinafter called “NPC”), and _________________________, an independent consultant (Consultant).  The terms and conditions are as follows: 

A. Consultant shall furnish to NPC the following services:  (Describe work to be performed, deliverables, payment thresholds, etc.  If applicable, specify whether mileage, postage, travel, telephone, etc., will be billed at cost separately from the hourly rate.)

B. Place of Performance:

C. The period of performance for this agreement shall be ____________ through ___________.

D. NPC will compensate Consultant for service performed.  Payments will be made upon receipt of an invoice submitted by Consultant reflecting the purchase order number and setting forth specific charges as described in Paragraph A above.  The invoice will include the Consultant’s Social Security Number.  The established rate is as follows:

Rate per hour: 
   


$_______

Not to exceed:  



$_______

Itemized Expenses not to exceed:

$_______  

E. Either NPC or Consultant may terminate this agreement at any time by giving the other party written notice of such action.

II. Independent Contractor Indemnification

Consultant hereby declares that he/she is engaged in an independent business and agrees to perform services as an independent contractor and not as the agent, employee, or servant of VBRI. The work of the Consultant will be self-directed to meet the goals and objectives set by the Principal Investigator. The Consultant shall indemnify and hold VBRI harmless against any losses, claims, or suits (including costs and attorney fees) alleged by any other party occuring by reason of the act or neglect of Consultant or its agents or employees in connection with the performance of this contract.

III. Taxes

The compensation stated in Paragraph D above includes all applicable taxes and will not be changed hereafter as the result of Consultant's failure to include any applicable tax, or as the result of any change in the Consultant's tax liabilities.
IV. Assignment or Subcontracting

The Consultant may not assign or transfer this agreement or any interest therein or claim thereunder, nor subcontract any portion of the work thereunder, without the prior written approval of NPC.

V. Patents

Whenever any invention or discovery is made or conceived by Consultant in the course of, or in connection with this agreement, Consultant shall furnish NPC with complete information with respect thereto.  NPC shall have the sole power to determine whether and where a patent application shall be filed and to determine the disposition of title to and all rights under any application or patent that may result.

VI. Copyright

NPC shall have the sole power to determine whether or not a copyright application shall be filed for any published report or other document which results from the work performed under this agreement. 

VII. Consultant’s liability and insurance requirements

F. Consultant agrees to defend, indemnify and hold harmless NPC, its officers and agents, and employees from and against all losses and expenses (including costs and attorney’s fees) resulting from any injury (including death) to any person or damages to property of others arising out of the acts or omissions of the Consultant, its employees, or agents in performance of the work under this agreement.

G. If Consultant uses a personal automobile to carry out consulting duties, then Consultant shall furnish a Certificate of Insurance showing minimum coverage of 1) Comprehensive Automobile Liability of $_________ per person or $ _________ per occurrence for bodily injury and $_____________ for property damage.

H. All certificates of insurance shall specify that the coverage will not be canceled or reduced without thirty (30) days written notice to NPC.  Premiums on all insurance policies shall be paid directly by the Consultant.  

VIII. Records about individuals

If the Consultant creates records about an individual of a confidential or personal nature, including notes or tape recordings, the information shall be collected to the greatest extent practicable directly from the individual who is the subject of the information.  When collecting the information, the Consultant shall inform the individual that the record is being made and the purpose of the record. 

IX. Trade Secrets

Consultant agrees to honor VBRI's confidentiality with respect to trade secrets, research data, patient information, or any other information as to which VBRI requests confidentiality.

X. Ownership and Access to Records

While ownership of confidential or personal information about individuals shall be subject to negotiated agreement between NPC and Consultant, records will normally become the property of NPC subject to its policies governing privacy and access to files, unless legally prohibited or otherwise negotiated with the Consultant.

XI. Examination of Records

NPC, and if the applicable contract or grant so provides, the other contracting party or grantor (and if that be the United States, or an agency or instrumentality thereof, then the Controller General of the United States) shall have access to and the right to examine any pertinent books, documents, papers, and records of Consultant involving transactions and work related to this agreement until the expiration of three years after final payment hereunder.

XII. Conflict of Interest

I. Consultant will not hire any officer, director or employee of NPC to perform any service covered by this agreement.  If the work is to be performed in connection with a federal contract or grant, Consultant will not hire any employee of the United States government to perform any service covered by this agreement.

J. Consultant affirms that to the best of his/her knowledge there exists no actual or potential conflict between Consultant’s family, business, or financial interests and services provided under this agreement, any questions regarding possible conflict of interest which may arise as a result of such change will be raised with NPC.

XIII. Affirmative Action

Consultant shall not maintain or provide racially segregated facilities for employees at any establishment under Consultant’s control.  Consultant agrees to adhere to the principles set forth in Executive Orders 11246 and 11375 and to undertake specifically: to maintain employment policies and practices that affirmatively promote equality or opportunity for minority group persons and women; to take affirmative steps to hire and promote women and minority group persons at all job levels and in all aspects of employment; to communicate this policy in both English and Spanish to all persons concerned who are in his/her employ, with outside recruiting services, and the minority community at large; to provide NPC on request a breakdown of the labor force by ethnic group, sex, and job category; and to discuss with NPC the policies and practices relating to this affirmative action program.

XIV. Payments to Consultant

Consultant will invoice VBRI for services rendered at least quarterly but no more than monthly. The invoice will include a description of services performed and will be signed by the Principal Investigator prior to submission to VBRI. It is expressly understood, agreed, and acknowledged by Consultant that the right to full compensation pursuant to this agreement is conditioned upon fulfillment of the services performed as described in this agreement.

XV. Miscellaneous

Any representations, warranties, promises or conditions not incorporated herein shall not be binding upon either party. No waiver or modification of any provision of this agreement shall be binding unless in writing and signed by all parties. This agreement shall not bind VBRI unless and until signed by its Executive Director.

XVI. Privacy Act

Pursuant to Federal Privacy Act of 1974, you are hereby notified that disclosure of your Social Security number is mandatory.  Disclosure of the Social Security number is required pursuant to Sections 6011 and 6051 of Subtitle F of the Internal Revenue Code and Regulation 4, Section 404.1256, code of Federal Regulations, under Section 218, Title II of the Social Security Act, as amended.  The Social Security number is to verify your identity.  The principal uses of the number shall be to report payments to federal and state governments.
 
The undersigned Consultant hereby certifies that he/she has read the above contract and that the fee(s) shown in Paragraph I.A.1. above is/are no more than his/her normal charges for the nature of the services to be provided to any other public institution or private client.

  
CONSULTANT
NPC
Name:






Name:
Deatte Clarino



SS#: 






Title:
Executive Director


Address:
           




Organization:VBRI
Phone#:                        
 Fax #:                           

Signature

            Date


Signature

     Date



12/2005
Part II.

P.I. Name:    
______________________________________

Project to be billed:  ____________________________________
Consultant Name:  _____________________________________

In accordance with the attached agreement, Please provide the following:

I.
Provide evidence as to why these services are essential and cannot be provided    by current salaried staff and its relation to the project:
______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

II. Please attach a Curriculum Vitae, or similar document.

P.I. Signature:
___________________________________



Date: 
___________________________________

EQUIPMENT

Equipment purchased with VBRI funds are property of VBRI and will be classified according to the depreciation policy as defined below.

In addition, the acquisition of any equipment requiring space, utilities or other resources not available in the investigator's assigned research space must be reviewed by VANJHCS R&D administration prior to placement of the order. Equipment to be purchased as part of an educational activity must be explicitly included in the proposal as approved by the EC.

Investigators should advise VBRI of any equipment purchase prior to placing the order to assure sufficient funds are available. Note that VBRI is not exempt from New Jersey state sales tax and the appropriate amount must be included in your cost estimate.

EQUIPMENT INVENTORY AND DEPRECIATION

A. 
FIXED ASSETS
1. Durable, non-expendable items with an acquisition cost of $5,000 or more with a useful life of more than a year will be considered equipment. All such equipment, including furniture, purchased at $5,000 or more will be VBRI property and listed as a fixed asset.

2. GAAP (Generally Accepted Accounting Principles) require that such fixed assets be depreciated over a reasonable term or the estimated useful life. Therefore, fixed assets will be depreciated using the straight-line method at a term set uniformly at five (5) years.

3. The equipment or furniture listed as part of the Institute’s fixed assets will be affixed with an VBRI property tag and tracked biennially for location and condition.

4. The acquisition cost will include all reasonable components that allow the equipment to function. The acquisition date will be the date of the invoice.

B. 
INVENTORY
1. Durable items (equipment/furniture/computer systems) purchased with VBRI funds for less than $5,000, but greater than $2,000 will be listed on the VBRI inventory and affixed with an VBRI property tag in order to maintain an inventory record.

2. These inventory items will be tracked biennially for location or status, but will not be depreciated as fixed assets by VBRI.

3. Individual components purchased for $2,000 or more and added to an existing computer system will be tagged as VBRI inventory, if reasonable to do so.

4. A durable item purchased for less than $2,000 will not be tagged or listed as inventory.

If an investigator transfers an active research project to another 501(c)(3) research institution, s/he may direct a request to the Board of Trustees to transfer fixed assets or inventory items purchased with VBRI funds. 
An investigator may request VBRI-purchased items be donated to VANJHCS for research support, except for equipment purchased with Federal Funds.
Payment for durable items listed as equipment or inventory must be requested on an Check Request Form. Section 10 “Equipment/Capital Goods” must be completed on this form when submitted for reimbursement or payment.

Durable items ordered through VBRI will ordinarily be delivered to VANJHCS and will be subject to acceptance based on available facilities and safety policy.

HIGH TECHNOLOGY SALES/USE TAX DEFERRAL

VBRI has received a certificate from the state allowing sales/use tax deferral for qualified machinery and equipment for the year starting 9/10/2004 awarded November 30, 2004 under RCW 82.63.

To excerpt from the state documentation:

Qualified machinery and equipment includes machinery and equipment that are an integral and necessary part of a pilot scale manufacturing or qualified research and development operation. The equipment is to be used exclusively for or in support of qualified research and development or pilot scale manufacturing.

Taxes are deferred under this program if the business uses the investment project for qualified research and development or pilot scale manufacturing during the year in which the investment is certified as operationally complete, and the next seven calendar years.

The equipment must be > $5,000 and be expected to last for 8 years. Tax is deferred in increments over the minimal 8 year life of the equipment. Therefore, if the tangible item does not last for 8 years, sales/use tax will be owed proportional to the remaining years. That is, if the equipment last 6 years, 2/8 of the total sales tax will be owed to the state. The amount deferred annually will need to be tracked for all qualifying equipment.

IX. COST TRANSFER POLICIES AND PROCEDURES

To comply with the requirements of OMB Circular A-122, NIH policy, and the requirements of other federal sponsors, VBRI has established the following policy and procedures for the processing of cost transfers. 

Reason for Policy 
To comply with the cost allowability and allocability requirements of OMB Circular A-122, it is necessary to explain and justify transfers of charges into federal awards from other federal accounts, non-federal accounts or residual accounts. Timeliness and completeness of explanation of transfer are important factors in supporting allowability and allocability in accordance with the principles of the Circular. 

NIH Grants Policy Statement (12/01/03, pp.83-84) states: 

"Cost transfers to NIH grants by grantees should be accomplished within 90 days. Transfers must be supported by documentation that fully explains how the error occurred and a certification of the correctness of the new charge by a responsible organizational official of the grantee. An explanation merely stating that the transfer was made 'to correct error' or 'to transfer to correct project' is not sufficient. Transfers of costs from one project to another or from one competitive segment to the next solely to cover cost overruns are not allowable. Grantees must maintain documentation of cost transfers, pursuant to 45 CFR 74.53 or 92.42 [record retention requirements] and must make it available for audit or other review. Frequent errors in recording costs may indicate the need for accounting system improvements and/or enhanced internal controls. NIH also may require a grantee to take corrective action by imposing additional terms and conditions on an award(s)." 

Who Must Comply 
All VBRI investigators, their staff and VBRI employees must comply with the cost transfer policies. 

Responsibilities 
The Principal Investigator (PI) is responsible for ensuring that their staff and administrators abide by this policy and accompanying procedures when requesting cost transfers. 

VBRI is responsible for maintaining the policy and for answering questions regarding the policy. Individuals requesting cost transfers are asked to first contact VBRI with questions on this policy, to ensure the grants management and accounting offices are aware of cost transfer questions and to ensure consistent guidance is provided. 

Procedures 
A cost transfer is a transfer to a federally funded sponsored account of a charge previously recorded elsewhere. Examples: 

• transfer pre-award costs from a holding account 

• correct clerical error 

• reallocate staff time and effort to reflect actual 

• reallocate shared services that were previously charged elsewhere 

Within 90 Calendar Days 
If the cost transfer is requested within 90 calendar days of the date the original charge (examples: invoice date 9/15/05, 90 days counted from 09/15/05): 

Submit the Cost Transfer Explanation & Justification Form with questions 1 and 2 answered and signed as indicated on form to the VBRI accounting office. Once it has been determined that the transfer is allowable, you will be notified within 5 days of the requested transfer. 

More Than 90 Calendar Days 
If more than 90 calendar days have passed since the date of the original charge, an explanation for the lateness of the cost transfer (question 3 on the Cost Transfer Explanation & Justification Form) is required in addition to questions 1 and 2. 

Cost Transfers after the 90-day period need the approval of the VBRI Executive Director. Documentation justifying the lateness of the cost transfer should be attached to the form. 

Notes 
1. Approval for cost transfers submitted later than 90 calendar days (as defined above) will only be granted in extenuating circumstances; examples are given below. They DO NOT include absences of PI or responsible administrator, nor shortage or lack of experience of staff. It is the responsibility of VBRI and the PI to ensure the availability of qualified staff to administer and exercise stewardship over federally-funded projects in accordance with federal policies and regulations, including those relating to regular monitoring of expenditures and timely correction of errors and reallocation of expenses. 

Examples of Acceptable Extenuating Circumstances for Cost Transfers Over 90 Calendar Days: 
o Late issuance of a notice of grant award or full execution of a subcontract subsequent to the start of the budget year or other period of performance; supporting documentation required. 

o Failure of another department or service to take action, e.g. on a properly submitted payroll distribution change request; supporting documentation required. 

2. Federally funded accounts should never be used as repositories for expenses which will subsequently be transferred elsewhere. This includes continuations of the same project for which the notice of award or the new account number has not yet been received. 

3. Requestors are advised to submit explanations for lateness (i.e. over 90 calendar days) to VBRI for review before completing the form and assembling backup documentation. VBRI is available to assist departments in all aspects of cost transfer explanation and preparation of documentation, both for transfers within the 90-day time limit and for those beyond. 

Cost Transfers requiring only an explanation in writing (such as an email to the Executive Director) 
• Cost transfers made within the accounting period (month) of the original charge. 

• Cost transfers to correct transactions to invalid expense code combinations 

• Cost transfers between sub-activities of the same fund/activity not having concurrent budget periods as long as the award is under both expanded authorities and SNAP (or similar award conditions not requiring annual financial reporting). 

Roles and Responsibilities 
It is the responsibility of each VBRI member and their staff: 

• Ensure compliance with the VBRI Cost Transfer Policy. 

• Retain hard copies of all related documentation in accordance with applicable record retention regulations. 

• Ensure that all personnel engaged in the financial administration of federally funded awards are familiar with the VBRI Cost Transfer Policy. 

Forms 
Cost Transfer Explanation & Justification Form 
X . INSTITUTIONAL SUPPORT OF EDUCATIONAL ACTIVITIES

The VETERANS BIO-MEDICAL RESEARCH INSTITUTE is committed to supporting the research related educational endeavors of its investigators in conjunction with the VANJHCS R & D Committee for the benefit of the research community and the public. To this end, the Institute may sponsor or provide support, on request, for events such as seminars, retreats, lectures and conferences, as funds permit. The Board of Trustees will designate funding for such activities.

Requests for VBRI support will be reviewed under the following guidelines:

1. 
The event should be relevant to the R&D mission of the VA.

2. 
The event will usually be proposed or sponsored by a current member of VBRI.

3. 
The scope of the activity should be of interest and use to more than a single individual or small group.

4. 
A draft of the program, list of potential participants, and description of audience to be invited must be submitted as a written request. This should be done sufficiently in advance of the activity to reach the Board for consideration at its regular, quarterly meetings. In exceptional cases, the Board empowers the President to approve or disapprove requests based on the review and unanimous recommendation of the Vice President, Secretary and Executive Director.

5. 
Funding support for any one event will usually be limited to $1,000. Collateral funding from other sources is encouraged. The identities of other sources should be specified in the request.

6. 
If funding support is approved, a statement acknowledging support provided by VBRI must appear in brochures, letters of invitation, announcements, or other literature created for the event. The full name of the Institute, not its acronym, should be used for these acknowledgments.

7. 
Funding support provided by VBRI does not constitute endorsement of the theories, practices, data, policies or beliefs presented at such events.

XI . PERSONNEL AND SUPERVISION
Whereever possible VBRI will follow the guideline of the VA and Agreements established between the VA and the applicable Labor Unions.

EMPLOYMENT REQUIREMENTS

Applicants for employment by VBRI will not be hired without a completed employment packet. This packet should to be completed prior to the date of hire but not later than the first day of employment.

All VBRI employees must also secure status as a Without Compensation (WOC) employee to work at the VANJHCS. Fingerprinting is required.

Employees who work with patients or patient identifiable research data need to complete training in Human Subjects and Good Clinical Practices. They must have their credentials verified and a Scope of Work in their personnel file.

If the employee will engage in direct patient care activities, verification of professional credentials for nurses and obtaining of clinical privileges from the VANJHCS for physicians and ARNPs is required. No patient contact is allowed until license verification by
Nursing is complete or clinical privileges are granted by the VANJHCS. Equivalent permission and/or clinical privileging must be obtained from other institutions if such work is to be performed at these sites.

It is your responsibility as a Principal Investigator to insure your study personnel are properly credentialed to perform work on your research projects. DO NOT allow anyone to work on your research projects before completing this essential process.
SEPARATE EMPLOYERS

Work policies of the VANJHCS differ slightly from VBRI policies. If questions arise in the course of your staff’s employment because of differences in personnel policies, please refer these questions to the VBRI administrative office. VBRI employment policies will apply to VBRI employees, not the policies of the VANJHCS.

CLASSIFICATIONS OF EMPLOYEES

1. Full-Time Employee: An employee who is hired to work at least 30 hours per week and whose appointment is expected to exceed 1000 hours per year. Full-time employees with an appointment expected to continue for a year are eligible for all VBRI benefits.

2. Part-Time Employee: An employee who is hired to work less than 30 hours per week and whose appointment is expected to exceed 1000 hours per year. Part-time employees are eligible for all or some VBRI benefits.

3. Intermittent Employee: An employee who is hired to work on an intermittent or as-needed basis. These employees are not eligible for any VBRI benefits.

4. Temporary Employee: An employee who is hired with the expectation that he or she will be needed for a specified period of time of less than 12 months and less than 1000 hours. Temporary employees are not eligible for most VBRI benefits, but may be eligible for leave accrual (see benefits section).

In addition, employees will be either exempt or nonexempt as defined by the Fair Labor Standards Act (FLSA).

Exempt Employee: Employees who are paid on a salaried basis and who regularly work in certain executive, administrative, or professional positions are exempt employees. Exempt employees are paid on a salary basis for completion of their job and are not eligible for overtime.

Nonexempt Employee: An employee, whether paid on a salaried or hourly basis, who is covered under FLSA. Nonexempt employees are eligible for overtime pay and certain rest and meal breaks (see below).

Most VBRI employees are nonexempt. Each employee’s status under FLSA will be determined upon hiring. See VBRI for any questions regarding FLSA status.

WORKWEEK AND SCHEDULING

For payroll and accounting purposes, the workweek normally begins at 12:01 a.m. Sunday and ends at midnight the following Saturday. You may establish other workdays or workweeks for individual employees or certain positions. Please send VBRI notification of this change for the personnel file and payroll purposes.

REST AND MEAL PERIODS

All nonexempt employees must receive a 10 minute paid rest break for each four hours of working time. Ideally, a break will occur near the midpoint of each four-hour work period, but scheduling will be approved by you. Break periods for your employees should not be used to extend a lunch period, work overtime, arrive or leave early.

Nonexempt employees working more than five hours in a day are required to take a meal break two to five hours into their shift. However, they may waive this by signing a Lunch Waiver form, signed by both you and the employee and filed in the employee’s personnel file. The normal meal break is a 30 minute unpaid period. Employees who work three or more hours beyond an 8-hour shift should have an additional unpaid meal period before or during the overtime period.

OVERTIME AND TIME REPORTING

Nonexempt employees will be paid at an overtime rate when they work in excess of forty hours per week for VBRI. Comp time is not legal for non-governmental employees and may not be used for VBRI employees. Any overtime work must be authorized by you in advance. All overtime should be calculated prior to you signing the time sheet and before turning the time sheet into VBRI.

All hours worked must be paid. “Off the clock” work is strictly prohibited and any violations could lead to disciplinary action. DO NOT instruct any non-exempt employee to work without putting hours on their timesheet.

Each employee must fill out and sign a time sheet for the actual hours worked, and submit it with a valid signature (not a stamp) from you or your designee. Supervisors’ Signatures on the timesheets must be by a VANJHCS employee.
EQUAL EMPLOYMENT OPPORTUNITY

VBRI is an equal opportunity employer. We do not discriminate against any person in any matter of employment on the basis of race, color, creed, religion, national origin, sex, age, disability, marital status, sexual orientation, or status as a disabled veteran or a veteran of the Vietnam era or on any basis prohibited by federal, state or local law.

This policy applies to all staff levels within the organization and includes (but is not limited to) the following: (1) recruiting and solicitation for employment; (2) hiring, placement, promotion, transfer, and demotion; (3) employment training or selection for training; (4) pay rates, compensation, and benefits; (5) termination. All selection methods and criteria shall be based on job-related criteria and individual merit.

VBRI encourages men and women of minority status to apply for positions at all scientific and administrative levels.

Every employee has the right to work in surroundings that are free from all forms of unlawful discrimination. We will not engage in nor tolerate unlawful discrimination on any basis prohibited by local, state or federal law.

Please report any unlawful discrimination to the Executive Director or Assistant Director.

SEXUAL AND OTHER HARASSMENT

VBRI expects all supervisors and employees to accomplish their work in a professional and businesslike manner. Harassment of employees by supervisors, fellow employees, or non-employees in the workplace is a form of unlawful discriminatory behavior and is not permitted. Specifically forbidden is harassment based on sex, race, color, religion, national origin, age, disability, or engaging in protected activities, i.e., opposition to prohibited discrimination.

Harassment includes unsolicited remarks, gestures, or physical contact, display or circulation of written materials, e-mail or pictures derogatory to either gender or to racial, ethnic, or religious groups; or basing personnel decisions on an employee’s response to sexually-oriented requests.

Engaging in any act which discriminates on the basis of race, color, national origin, sex, religion, creed, marital or veteran’s status, age, the presence of a disability or any other basis prohibited by local, state, or federal laws will not be tolerated. Harassment is improper and illegal and is grounds for disciplinary action up to and including immediate termination.

If you are aware of conduct of this sort, or feel that the employee’s work environment has become a hostile or offensive place to work, you should immediately bring the matter to the attention of the Assistant Director, the President of the Board of Trustees or the Executive Director at VBRI. Do not wait for the harassment to become severe or pervasive. VBRI will protect the confidentiality of any complainant to the extent possible. It is important to our organization that all claims of discrimination or sexual harassment be thoroughly reviewed and investigated so appropriate steps are taken.
As a VBRI employee’s Supervisor at the VANJHCS you should have Sexual Harassment training at least once every 2 years.

ATTENDANCE AND TARDINESS

If an employee will be unable to report to work or will be late, they must let you know as soon as possible, and always before their scheduled starting time. If you are unavailable, the employee should leave a message for you on your voice mail, stating their reason for being late or absent and a telephone number where you can call back.

If the employee’s absence or tardiness is due to an emergency, he/she should call in as soon as possible, or he/she may have someone call in for them.

If an employee fails to report to work for three days without notification to you, the employee will be deemed to have voluntarily resigned his/her position.

Attendance or tardiness problems, including failure to call in, may result in discipline up to and including termination.

CONFLICT OF INTEREST

VBRI expects investigators and employees to avoid situations that might cause their personal interests to conflict with the interests of our Institute or to compromise its reputation or integrity. A conflict of interest, or the appearance of one, occurs when an employee or a member of his/her immediate family uses his/her position with VBRI for personal benefit through an investment, association, or business relationship that interferes with their ability to exercise independent judgment on our behalf.

Employees are discouraged from accepting meals or other gifts of more than a nominal value from salespeople, vendors, suppliers, or any other solicitors. Exceptions to this rule may be approved by you (the supervisor). Also refer to Standards of Conduct and Discipline in the following section.

EMPLOYMENT OF RELATIVES (NEPOTISM)

Employment of relatives is permitted, except in circumstances where an appointment places related people in supervisory and subordinate roles, or in a situation where influence could be exerted, directly or indirectly, on future decisions concerning the status of employment, promotion, or compensation.

ALCOHOL AND DRUGS

VBRI has adopted a drug-free workplace policy. All employees of VBRI are expected to comply with this policy as a condition of their employment.

The unlawful manufacture, distribution, dispensing, possession or use of a controlled substance or alcohol is prohibited in the workplace. Violators are subject to disciplinary action, up to and including termination.

Employees should determine with their physician or pharmacist whether any prescription drugs being taken might impair their ability to perform their jobs safely and effectively. If the employee performance might be so impaired, he/she should not report to work and they should discuss the issue with you to determine whether some accommodation may allow them to perform the essential functions of the position safely and effectively.

Any employee convicted of a violation of a criminal drug statute, which occurred in the workplace, must notify you and the Executive Director of VBRI in writing within five days of the conviction. VBRI is then required by law to notify all federal agencies providing funds to VBRI of the infraction within ten days after receiving notice from an employee.

STANDARDS OF CONDUCT AND DISCIPLINE

VBRI expects each employee to contribute to the quality and reliability of the Institute within the scope of his or her job responsibilities. Failure to meet this standard of performance may be the basis for adjustment in compensation or disciplinary action, up to and including termination.

We will take appropriate action based on the seriousness of the situation and the circumstances. The evaluation of the facts will be made by you in consultation with the Executive Director and or the Assistant Director.

In addition, 38 U.S.C. § 7366 (c)(2) requires that each employee must certify that he or she will comply with the federal laws and regulations applicable to Federal employees with respect to conflicts of interest . The Standards of Ethical Conduct are codified in 5 CFR Part 2635.

TERMINATION

The employment relationship with VBRI is "at will." It can be terminated, with or without cause, at any time by either employer or employee. The provision of benefits does not constitute a promise that employment will last one year or longer. No agreement inconsistent with this policy is valid, unless it is in writing and signed by the Executive Director. The Employment Request Form does not constitute an exception to the at will policy.

COMMUNICATIONS

On occasion you will receive memos about your employees. Most notices are sent to keep you informed about your employee’s status, renewal of employment, salary and compliance requirements. It is important that you keep VBRI well informed of updates and changes that need to be made in the personnel file. It is also important for you to make sure employees follow through with their compliance requirements and other important paperwork pertaining to their employment.

SAFETY AND SECURITY

VBRI functions within the VANJHCS facilities. As an VBRI supervisor, you are expected to take an active part in maintaining the safety of this environment. Please ensure that the R&D Laboratory Safety Manual and Radiation Safety Plan are available in your laboratory and that each employee is aware of and has read these documents. Attendance to the annual safety meeting and other mandatory trainings are required for all VBRI employees.

No minors (under 18) are allowed in the laboratories of the VANJHCS. 
Report any accidents or injuries - including any breaches of safety - and report any unsafe equipment, working condition, process or procedure, at once to the Safety Committee.

Your employees may report safety violations or injuries anonymously to the Safety Committee, if they are not the injured or violating party. No employee will be punished or reprimanded for reporting safety violations or hazards. However, any deliberate or ongoing safety violation, or creation of hazard, by an employee will be dealt with through disciplinary action by VBRI, up to and including termination.

ACCIDENTS AND ACCIDENT REPORTS

An employee must notify you immediately if he/she is injured on the job. It is your responsibility to help him/her evaluate the situation and assist them in obtaining appropriate medical assistance, should that be necessary.

VBRI employees are insured under New Jersey State Industrial Insurance. Please see the Assistant Director for more information.

As soon as practical, but in no case later than 24 hours following the employee’s injury or suspected injury, he/she must complete a VANJHCS accident report, online on the VA intranet, describing the circumstances surrounding the incident.

Failure to report the accident to VBRI may result in a claim denial. This report will permit us to better assist the employee in obtaining insurance benefits if he/she qualifies for them. Please note that this accident report form is an internal requirement of working at a VANJHCS facility, and does not register a claim for workmen’s compensation.

SNOW / INCLEMENT WEATHER

If there is snow or other inclement weather VBRI will follow the closure decisions of the VANJHCS. Please have your employees listen to local radio or TV broadcast to find out if the VANJHCS will be closed for all but essential personnel. Employees are to use their best judgment in their decisions to come to work and not put themselves at risk. They should call you or an VBRI administrator to confirm or leave a message regarding their absence.

HOLIDAYS

VBRI observes the same paid holidays as the VANJHCS. Part-time employees receive pay only for those holidays falling on work days in their scheduled tour of duty, and only for the number of hours which they would have been scheduled to work had the holiday not fallen on that date. Intermittent employees and those who work on an unscheduled number of hours per week or month will receive no holiday pay.

ANNUAL LEAVE

Annual leave should be approved by you at least a week in advance. However, you may grant leave with shorter notice. You may consider workplace coverage in approving leave. Annual leave must be approved by you; unauthorized time off will not be paid.

Annual leave can accrue to a maximum carry-over of 104 hours per calendar year. At termination of employment, unused annual leave will be paid to the employee. Annual leave may not be used during the first thirty days of employment and unused annual leave will not be paid to employees terminating after less than six months of employment.
SICK LEAVE

A maximum of 208 hours sick leave may be accrued. If an employee who is at the maximum accrual of sick leave uses some of this leave, accrual will restart until the 208 hour cap is reached again. At termination of employment, unused sick leave will not be paid to the employee. For an absence of more than three days due to illness, the employee may be asked to confirm the illness with a supporting statement from the personal physician of the employee.

BEREAVEMENT LEAVE

An employee is permitted to use a reasonable amount of accrued sick or annual leave when an employee is absent due to the death a family member.

MILITARY LEAVE

Employees who are required to attend annual military reserve training or other active military duty are granted leave with regular pay for up to 15 working days per year. Leave for additional military service may be taken as regular vacation or as unpaid leave. Employees who take military leave are entitled to return to their jobs as provided under federal and state laws. A copy of the orders must be supplied to the VBRI administrative office.

JURY DUTY

Unless an employee’s job responsibilities require it, we will not ask or encourage him/her to request to be excused from or postpone a call to jury duty. If they are required to perform jury duty, they will be paid their regular pay up to a maximum of 10 days for regular full- or part-time employees. The employee will be expected to work his/her regular schedule on any day they are not required to be present in court. In order to receive compensation during jury duty, they must provide VBRI with a letter or other confirmation from the court clerk indicating the time they served.

COURT APPEARANCES

An employee may take annual leave to appear in court as a witness. He/she is responsible for notifying you immediately after receiving the summons to appear for a court appearance during scheduled work hours. A copy of this notice should be given to the Assistant Director attached with their timesheet.
VOTING

In most situations, a person should be able to vote before or after work or by absentee ballot. If they are unable to vote during these times due to their work schedule, they may take up to 2 hours off work with pay to vote. The employee must request this time off in advance from you, and must have a valid reason why they cannot vote by absentee ballot or during non-working hours. They will be expected to take the time off at the time of day which will require the least time missed from work, usually at the beginning or end of the workday.

Other Unpaid Leaves of Absence

Unpaid leave of absence for reasons other than those covered under FMLA may be granted under certain conditions, for a specified period of time. Requests for personal leave will be evaluated based on an employee’s work record, the department's staffing needs, and the employee’s reason for requesting the leave. Circumstances will determine the length of leave granted. During an unpaid leave of absence, the employee may be required to pay their full group health premiums. Employees returning from a personal leave are not guaranteed a return to their former job.

As a supervisor, all unpaid leaves of absence, including FMLA, must be approved by you. Employees taking leave without your approval may be considered to have abandoned and resigned their job.

Please see the full Personnel Policy Manual for more information or contact the Assistant Director.
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