Financial Ethics

Standard Administrative Procedure

3.0405.01

Board Policy Reference: CDE, Accounting: Financial Ethics - CDE (LOCAL),
BBF, Board Members: Ethics, BBFA, Ethics: Conflict of Interest Disclosures,
CFE, Purchasing and Acquisition: Vendor Relations, DBD, Employment

Requirements and Restrictions: Conflict of Interest, DH, Employee

LAREDO
Standards of Conduct COLLEGE
Approved (10—23—2024) EST. 1947

Revised (10-23-2024)
Next Scheduled Review (10-23-2029)

Purpose Statement

The purpose of this procedure is to ensure all Board members, employees, vendors, contractors, agents, consultants,
and others involved in Laredo College’s financial transactions act with integrity and diligence, adhering to ethical
standards and preventing fraud or financial impropriety.

Definitions

Financial Transaction - is an agreement, or communication, between a buyer and seller to exchange goods, services,
or assets for payment.

Fraud - is a deliberate act of deception or concealment that is intended to gain an advantage, such as money, property,
or services.

Financial Impropriety - is a term that describes any dishonest, unethical, or illegal activity that can result in a loss of

capital.
Investigator - is a person who carries out a formal inquiry or investigation. An investigator can be either an internal or

external person.

Procedure

1. General Responsibilities
1.1. All individuals engaged with the College District’s fiscal matters must:
1.1.1. Act with honesty, transparency, and in compliance with the College's ethical standards.

1.1.2. Follow related policies and procedures, including conflict of interest regulations (referenced in BBF,
DH, BBFA, DBD, and CFE policies).

2. Reporting of Fraud or Financial Impropriety
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2.1. Any person who suspects fraud or financial impropriety is responsible to:
2.1.1. Immediately report suspicions to a supervisor, the College President, or local law enforcement.
2.1.2. Employees can also report fraud by calling the fraud hotline at 1-833-611-7870 or submit a report

online by visiting https://www.laredo.edu/ and selecting the fraud hotline link. Reports may be
made anonymously.

2.1.3. Reports must be treated confidentially, and disclosures should be limited to what is necessary for
investigation or legal compliance.

3. Prohibited Activities
3.1. Prohibited actions include but are not limited to:
3.1.1. Forgery or unauthorized alteration of financial documents.
3.1.2. Misappropriation of College assets, including funds, supplies, or time.
3.1.3. Improper handling of financial transactions or records.
3.1.4. Profiteering from insider knowledge.
3.1.5. Failing to disclose conflicts of interest or unauthorized disclosures of confidential information.
4. Internal Controls and Monitoring
4.1. The College President or designee will maintain a system of internal controls to detect and deter fraud.
4.2. Regular audits and checks must be conducted to ensure the integrity of financial reporting and transactions.
4.3. Supervisors must actively monitor their areas for potential fraud.
5. Investigation Process

5.1. Upon receiving a report of suspected fraud, the College President or designated investigator will promptly
investigate.

5.2. Legal counsel and external agencies may be consulted as necessary.
5.3. Employees involved in the investigation must maintain confidentiality regarding the investigation's details.
6. Consequences for Violations

6.1. If fraud or financial impropriety is substantiated, appropriate disciplinary action will be taken, including
termination for employees or contract cancellation for vendors.

6.2. The College may refer cases to law enforcement or regulatory agencies for criminal prosecution when
necessary.

7. Fraud Analysis and Prevention
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7.1. After an investigation, the College President or designee will analyze the factors contributing to fraudulent
activity.

7.2. Updated procedures or controls will be proposed to the Board to prevent future incidents.

8. Protection from Retaliation
8.1. The College prohibits any form of retaliation against individuals who report suspected fraud in good faith.
8.2. Those who experience retaliation should report it immediately to appropriate College authorities.

9. Disclosure of Federal Violations

9.1. The College must disclose in writing any violations of federal criminal law, such as fraud, bribery, or gratuities
that affect federal grants, to the appropriate federal awarding agency.

Related Statutes, Policies, or Requirements

CDE — Accounting: Financial Ethics CDE (LOCAL)

CFE — Purchasing and Acquisition: Vendor Relations

BBF — Board Members: Ethics

BBFA — Ethics: Conflict of Interest Disclosures

DBD — Employment Requirements and Restrictions: Conflict of Interest
DH — Employee Standards of Conduct

Appendix

Employee Handbook (available upon request)
Board Procedures Manual (available upon request)
Vendor Information Pamphlet (available upon request)

Contacts
Finance and Administration Compliance and Risk Management President’s Office
accounting2@laredo.edu safety@laredo.edu president@laredo.edu

956-721-5142 956-764-5950 956-721-5101
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