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Research Handbook on Research Policy
OVERVIEW

This overview provides a summary of the key policies and procedures described in the Research Handbook for seeking, submitting, and administrating federal, state and private grants and contracts. This Handbook was developed to ensure compliance with federal policies and regulations as provided in the Uniform Administrative Requirements, Cost Principles, and Audit Requirements for Federal Awards, issued by the Office of Management and Budget (OMB). 

Section 1: University Responsibilities and Authority 
A brief description of the governing board, and committees referenced in the Research Handbook, including a summary of the responsibilities and services of the Office of Research and Sponsored Projects that oversees the major research and service activities at Highlands.

Section 2: General Research Policies and Procedures 
Policies and procedures for conducting research and service grants, including information on the eligibility and responsibilities of PI/PD, and key regulations and procedures for creating/evaluating independent centers or institutes.

Section 3: Proposal Administration and Management 
Policies and procedures related to the preparation, review, and submission of proposals, including the monitoring and closing of sponsored grants and contracts (both on campus and off campus). 

Section 4: Fiscal Management and Administration 
PIs/PD’s Budget responsibilities, including how to prepare, submit and manage budgets. 

Section 5: Intellectual Property 
Policies and regulations related to inventions, patents, copyrights, licensing agreements, confidentiality agreements for licenses and patents, authorships, export controls, and other research property.

Section 6: Environmental Health and Safety 
Policies and procedures on biohazardous agents and hazardous chemicals in the work-place/laboratory as documented in Working Safely at NMHU, NMHU Chemical Hygiene Plan for Laboratories and Studios, and Hazardous Communication Program. 

Section 7: Research on Human Subjects 
Federal and state regulations on the protection and ethical treatment of human subjects, such as the types of research requiring an informed consent from the Faculty Research Committee and/or Institutional Review Board and procedures for obtaining informed consent from the University.

Section 8: Research on Laboratory Animals 
Policies and procedures required for conducting research on laboratory animals and the responsibilities of the Institutional Animal Care and Use Committee, PI, faculty, staff, visiting scholars and students. 

Section 9: Conflict of Interest 
Policies and procedures on minimizing and managing Financial Conflict of Interest. Included are the responsibilities of faculty, staff, and the dean, as well as FCOI procedures for annual certification, and NMHU’s code of ethics for consulting and other professional activities.

Section 10: Non-Faculty Research Appointments 
Policies and procedures on the appointment of non-faculty research appointments for all schools/college, departments, and independent centers or institutes. Non-faculty include postdoctoral fellows, visiting researchers or scholars and consultants.

Section 11: Research Misconduct 
Guidelines on the prevention and detection of the Research Misconduct by individuals including: faculty; academic staff; students; visiting scholars; and others with teaching and/or research appointments who use university resources and/or sponsored projects awards.



Top 10 Responsibilities of a Principal Investigator or Principal Director

1. Communicate with the Chair, Academic Dean, and Office of Research and Sponsored Project about your plans for submitting proposal and complete ORSP Proposal Routing Form. This form includes submission of a statement of work, budget, and proposal abstract or summary.

2. Seek prior approval of key personnel (from direct supervisors), facilities*, resources*, and subrecipient and/or collaborative costs for charging the sponsor and matching resources from your department, college, and ORSP. *Follow guidelines as outlined in the NMHU Policy on Allocation and Extended Utilization of Space (See ORSP and Faculty Resource webpage for more detail).

3. Pre-identify and seek prior approval on compliance requirements (i.e. human subjects, animals, safety concerns, export requirements and personal conflicts) that will need to be managed in the proposed project.

4. Complete all required disclosures of finances and outside activities prior to submission of the proposal.

5. Complete the proposal with sufficient lead-time to allow for a full and complete review by the Chair, Dean, subrecipient and/or collaborative partners and ORSP.

6. Recognize Highlands University as the recipient of any funds (i.e. grants are awarded to the institution, not the PI/PD). If the PI/PD receives an award, check or agreement, it should be immediately reported to ORSP for processing and communication to key administrative personnel.  

7. Oversee and comply with the terms of the award, including the scope of work, award conditions and requirements, and sponsoring agency policies and procedures, and state and federal laws and regulations. 

8. Oversee treatment of project staff in a timely fashion, as it pertains to vacation, holiday’s and sick leave according to University policies and procedures. Work directly with ORSP to ensure compliance paying special attention to HR guidelines for hiring students, faculty, and staff.

9. Retain project data and materials as required by the award and in compliance with NMHU policies.

10. Disclose inventions, discoveries, intellectual property and improvements to ORSP.

Cross Reference of Key Grant Proposal and Award Elements with Highlands’ Guidance and Policy Procedures

	Proposal /Award Elements
	NMHU Guidance and Policy Procedures

	Review of proposal
	Research Handbook
Section 3.2. Review and Submission of Sponsored Proposals
ORSP Website: See Research Forms (Pre Contract/Grant Forms: Proposal Routing Form)

	SF 424 R&R Coversheet
	ORSP Website: See Data For Completing Proposals (NMHU Identification Codes and  Numbers)

	University Need or Problem Area
	ORSP Website: See Data for Completing Proposals (University Faculty and Student Data Sources, links to OIER)
NMHU Website: NMHU Mission, Vision, Values, Strategic Goals

	Key Personnel
	Research Handbook 
Section 2.3: PI/PD Eligibility and Responsibilities
Section 3.2.2. Faculty and Staff Eligibility, Student-Initiated Research
Section 10: Non-Faculty Appointments

	Organizational Management and Institutional Management
	Research Handbook
Section 1: University Responsibility and Authority
Also see ORSP for more information

	Subawards 
(Sub-recipients or Collaborators)
	Research Handbook 
Section 3.4. Subawards and Contracts
Section 3.5 Fixed Fee Contracts

	University Space
	Allocation and Extended Utilization of Space 
(2017 Temporarily Approved Policy) 

	Human Subjects or 
Laboratory Animals
	Research Handbook
Section 7: Research on Human Subjects & Section 8: Research on Laboratory Animals
Contact: Institutional Review Board

	Environmental Heath and Safety
	Research Handbook 
Section 6- Environmental Health and Safety

	Conflict of Interest or Misconduct
	Research Handbook
Section 9: Conflict of Interest  
Section 11: Research Misconduct

	Budget:
Personnel, Indirect and Matching Funds
	Research Handbook  
Section 3.3. Budget Guidelines for a Proposal & Section 3.10. Project Monitoring
Section 4: Fiscal Management and Administration
ORSP Website: Data For Completing Proposals
(1) Breakdown of Fringe Benefits, (2) Contact Authorities at NMHU, and 
(3) Indirect Agreement Letter

	Submission
	Research Handbook
Section 3.2.1 Procedures for Submitting Proposals (first paragraph and #9).

	Acceptance of Awards
	Research Handbook
3.8. Acceptance and Negotiation of Grants

	Project Management and Monitoring
	Research Handbook
Section 2.2. Responsibilities of PI’s and PD’s in Managing Sponsored Projects
Section 3.10. Project Monitoring
Section 5: Intellectual Property
ORSP Website: See Research Forms/Annual Contract/Grant Forms/Investigators Annual FCOI & Project Disclosures

	Budget Monitoring
	Research Handbook 
Section 4-Fiscal Management and Administration

	Project Closeout
	Research Handbook 
Section 3.11 Project Closeout
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