Science Equipment Course Fees Reserve
Policy and Procedures
Natural Sciences Division – Hanover College
I. Purpose
The Science Equipment Course Fees Reserve supports the purchase and maintenance of equipment, software, and other durable resources essential for the safe and effective operation of laboratory courses and student research within the Natural Sciences Division. This fund provides a shared pool of resources for these departments/programs: Biology, Chemistry, Environmental Science, Geology, KIP, Physics & Astronomy, Psychology.

II. Funding Source and Structure
The reserve is funded by course fees assessed to students during Fall and Winter-Spring registration each academic year.

· Fifty percent of collected fees are deposited into account 1-0-12205-XXX in October and January by the Business Office. The remaining fifty percent remains in the College’s general operating fund as budget relief.
· Fees from all eligible Natural Sciences courses are deposited into this shared account.
· The Business Office reclaims fees from students who drop courses before the refund deadline.
· Unspent funds roll over from year to year.
· Additions, deletions, or modifications regarding fees covered by this policy are proposed and approved/denied through the College’s annual budgeting and fees approval processes.

III. Allowable and Prohibited Expenditures
Allowable Uses
Funds may be used for durable items and services that support laboratory instruction and student research, including:








· Laboratory equipment purchases or repair
· Service agreements
· Software and licenses
· Lab computers and accessories
· Durable lab supplies (e.g., reusable glassware)
· Human cadavers
· Lab animals


Prohibited Uses
Funds should not be used for expenses not directly related to laboratory instruction or student research or that are essentially one-time use:
· 
· Disposables (e.g., reagents, gloves, paper towels, ink)
· Faculty or staff compensation
· Student wages
· Travel
· Office supplies
· Events or food


IV. Governance and Decision-Making Process
Participating Departments
This fund is used collectively by the departments of:
· Biology
· Chemistry
· Geology
· Kinesiology & Integrative Physiology (KIP)
· Physics & Astronomy
· Psychology

Annual Planning Cycle
August–September
· Each department submits a prioritized list of funding requests for the current fiscal year (July 1-June 30).
· The department chairs meet with the Office of Academic Affairs to:
· Review current-year requests and establish spending priorities.
· Determine whether a portion of the fund should be held in reserve for the next fiscal year.
· Discuss potential cost-sharing and collaborative purchases.

Mid-Year and Emergent Requests
· Chairs may request access to reserve funds during the fiscal year.
· Emergent requests are submitted to and approved by the Office of Academic Affairs.
· The Science Center Support Coordinator processes all expenditures.

V. Spending Guidelines and Equity Considerations
· Over time, expenditures should reasonably reflect the distribution of fee revenue by department.
· Variations are expected due to differences in program needs and equipment life cycles.
· Departments are encouraged to propose joint purchases when appropriate.

VI. Unused Approved Requests
If a department does not spend approved funds within the fiscal year, the group may:
· Extend approval into the next fiscal year, or
· Require the request to be reconsidered in the next planning cycle.

Funds may be earmarked for multi-year purchases if agreed upon during the planning process.
VII. Transparency and Reporting
· Departments receive an annual report on expenditures and fund balances.
· All purchases must be submitted through the Science Center Support Coordinator to ensure proper tracking and accountability.

VIII. Conflict Resolution
If consensus on spending priorities cannot be reached among department chairs, the Office of Academic Affairs will mediate and make the final determination.

IX. Coordination with Other Funds
· Departments may co-fund purchases using departmental operating budgets or the Science Center Equipment Fund.
· Requests involving multiple funding sources should clearly indicate the split and justification.

X. Policy Review and Revisions
This policy is maintained by the Office of Academic Affairs. Revisions may be made in consultation with department chairs to reflect changing needs, budget realities, or institutional priorities.

