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To the Members of the Board of Education and Audit Committee:;

In accordance with the terms of our engagement with the Huntington Union Free School District
we have performed the District's annual risk assessment update as required by Chapter 263 of the
Laws of New York of 2005 for the 2014-2015 school year.

Chapter 263 of the Laws of New York of 2005 requires that school districts establish an internal
audit function to perform a risk assessment of district operations including, but not limited to, a
review of financial policies and procedures and the testing and evaluation of district internal
controls.

Internal controls are procedures put in place by management to help achieve the stated mission
and objectives of an organization. The design and implementation of internal controls is the
responsibility of management. These control procedures help promote efficiency in operations,
reduce risk of loss and ensure reliability of financial data. In addition, internal controls are
designed to provide reasonable, but not absolute, assurance regarding the achievement of the
entity's objective to promote compliance with established policy, laws and regulations. The
concept of reasonable assurance recognizes that the cost of internal control should not exceed the
benefits derived. There are inherent limitations that should be recognized in considering the
potential effectiveness of any internal control system such as errors, mistakes of judgment,
carelessness, collusion or other factors.

Annual Risk Assessment

Risk assessment is the entity's identification and analysis of relevant risk to the achievement of
its objectives, forming a basis for determining how the risks should be managed. It should
identify risk and analyze the likelihood of occurrence and impact. This process allows the Board
of Education to determine how much risk it is willing to accept and to set priorities accordingly.
The assessment should focus on what can go wrong that would prevent the achievement of the
objectives, the likelihood and c¢onsequences of something going wrong, and what actions can be
taken to minimize the potential of occurrence.

An Independent Member of the BDO Alliance USA



In assessing risk, we consider both inherent risks: the risk associated with a system based upon
the nature of the transactions processed by that system (i.e. quantity, complexity, value, etc.) and
control risk: the risk that the system of internal control is not adequately designed to prevent or
detect errors or irregularities.

Risk assessment is an ongoing internal audit function. This process includes a review of policies,
procedures and controls that the District has in place to prevent errors, detect fraud, safeguard
District assets and ensure that financial reporting is accurate. Interviews and checklists are
utilized to confirm our understanding of the control process and assess changes in risk, with an
emphasis on increased risks related to changes in key personnel, changes in policies, laws and
regulations and new policies, laws and regulations. The scope of our risk assessment engagement
did not include testing the operating effectiveness of such controls. Risk assessments of key
operational and financial areas are documented in a matrix to facilitate monitoring of risks on an
annual basis.

Our procedures were not designed to express an opinion on the internal controls of the District,
and we do not express such an opinion. Because of inherent limitations of any internal control,
errors or fraud may occur and not be detected by internal controls. Also, projections of an
evaluation of internal controls to future periods are subject to the risk that procedures may
become inadequate because of changes in conditions.

The key operational and financial areas include the following general categories:
« Governance and Planning

» Accounting and Reporting
* Revenue and Cash Management

* Grants
» Special Education
« Payroll

« Employee and Retiree Benefits
* Human Resources

» Purchasing and Expenditures

» Facilities

» Fixed Assets

» Safety and Security

» Food Service

« Extraclassroom Activity Fund
» Student Related Data

» Information Systems

Upon consideration of the potential risks in the District's various operational and financial areas,
the audit committee directed us to perform detailed testing/evaluation procedures in one or more
key areas.
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Detailed Testing/Evaluation Procedures

As a result of the risk assessment process, with the assistance of the District's audit committee
‘and management, tests have been designed to evaluate the effectiveness of existing internal
controls and their implementation in the following area(s):

- Employee Attendance (pages 4 - 18)
« Employee Leave Benefits (pages 19 - 23)
» Employee Separation Payments (pages 24 - 30)

We have performed the testing and evaluation for the operational/financial area(s) listed above.
The results of this testing and evaluation, as well as our findings, recommendations and
management's response are reported in the following section. As part of the ongoing internal
audit function, we will continue to assess and monitor the implementation of any corrective
actions deemed necessary.

This report is intended solely for the use and information of the Board of Education, Audit
Committee and management of the Huntington Union Free School District and is not intended to
be and should not be used by anyone other than these specified parties.

We appreciate the opportunity to serve you as internal auditors and thank the District's
management and staff for their assistance and cooperation.

Very truly yours,
Sheehan & Company, C.P.A., P.C. v ,// 7

Brightwaters, New York
October 1, 2015
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Employee Attendance

Background

Depending upon an individual's employment classification, a collective bargaining agreement, a
personal contract, or Board policy governs compensation issues such as pay, time and
attendance, leave, and other employee benefits. Negotiated wages and benefits for District
personnel represent a significant commitment of public resources. To control these costs and
help ensure that the District receives fair value for its payroll dollars, all payments for personal
services and employee benefits should be regularly compared to properly negotiated contracts.

An effective system of internal controls over payroll processing helps ensure that employees are
paid only those wages, salaries and benefits to which they are entitled. Internal controls include
effective management oversight of those charged with processing payroll and adequate
segregation of financial duties so that no one individual can control all aspects of financial
transactions. Good controls include having and enforcing written policies and procedures to
provide reasonable assurance that complete and accurate time and attendance records are
maintained and the use of leave accruals is monitored and reviewed routinely.

District employees are contractually entitled to various leave benefits (vacation, sick leave,
personal leave, etc.) based on factors such as length of service and job title. Each employee's
leave benefits must be properly accrued and adjusted (reduced) as benefits are used. Certain
unused benefits may be carried over, year to year, and accumulated for future use (with some
employee classifications and types of benefits being subject to limitations), or paid out upon
separation from the District. Because the accumulation of unused leave benefits can be
significant, proper controls over the recording of attendance are imperative to be sure that
benefits used are properly charged against employees' accrued leave benefits.
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Overview of Procedures Currently in Place

It is important to understand the attendance process as a whole before specifically addressing its
role in tracking an employee's paid leave usage and entitlement. To assist in presentation, the
attendance process will be broken down into three general sections:

1. Monitoring
2. Reporting
3. Recording

The necessary controls should be incorporated into each of these "sections" in order to ensure the
integrity of the attendance information. Accurate attendance information, in turn, is essential to
accounting for the usage of paid leaves to which an employee is entitled.

Although accurately monitoring, reporting and recording the attendance of all employees is
important to the District, this report and the underlying internal audit was not designed to
specifically include the process as it applies to hourly employees or those without contractual
paid leave entitlements. For the most part, the attendance for this category of employees is
reported via biweekly timesheets. Contractual employees may work additional hours in other
capacities within the District (i.e. a teacher may also be a drivers' education instructor). These
additional hours are also reported via timesheets.

Monitoring

For operational and administrative purposes, the District has assigned each school and
department a building code. It is important to note that although each building code is a separate
reporting unit for payroll purposes, not all building codes report attendance.

The attendance process applies to all building codes with the exception of the Music Department
(whose attendance is maintained in the applicable schools or administrative departments),
Drivers' Education, Alternate High School and Saturday Academy. A designated person
(attendance taker) has been charged with collecting and reporting payroll and attendance
information for each reporting unit. In addition, a person has been designated to review and
approve the information submitted. Exhibit A details this information in tabular form. The
attendance takers are listed in the "Contact" column; the reviewers are listed in the "Authorized"
column.

-5-
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Monitoring - Reporting Unit is a School

The attendance taker in each school gathers attendance information in the same general manner.
Each uses a "sign in" system; this is not, however, administered uniformly:

«  Most schools require staff to sign in and out. One school requires staff to sign in only.

. Only one school requires all staff to indicate the time of arrival and the time of departure
when signing in. Others have a "time" requirement only for those staff members that are
hourly employees and whose hours / attendance is reported via biweekly timesheets.

. Only two schools require that their entire staff sign in - including the principal and
assistant principal. The other schools require sign ins of teachers, aides, monitors and
specials (staff that travels between locations and either teach a specialized subject - health,
foreign language, music, etc. or provide services - psychologist, speech therapist, etc.),
while others may include clericals, school nurses and other staff members.

The names of those required to sign in are preprinted on the weekly (or bi-weekly) sheets. The
sheets themselves are maintained on clipboards that are either kept on a counter in the main
office, on a ledge outside the main office, or hung on a bulletin board in the main office.
Enforcing the sign-in requirement is a difficult task. Many staff members, although listed on the
sign-in sheets, do not sign in. Reminders of the requirement are repeatedly made, both verbally
and in the form of notes in the staff members' mailboxes. One attendance taker explained the
way in which the requirement is enforced at her school. She noted that the clipboards that hold
the sign-in sheets are brought along during a fire drill - the sheets are used to account for the staff
once everyone has "evacuated" the building. If the staff member did not sign in that morning,
their name is not called while taking attendance during the drill.

Acknowledging that the sign-in sheets cannot be relied upon solely to account for attendance,
each school's attendance taker uses a combination of manual lists they compile of absentees on a
given day (some are maintained on daily calendars; others are more formal) and the district's
AESOP system. Although not required to, one attendance taker maintains an attendance card for
each staff member. In all schools, the manual lists, calendars or attendance cards are maintained
for at least one year in the event they are needed for reference purposes.

AESOP is an automated substitute placement and absence management system and is accessible
primarily on-line. Staff members are encouraged to use the AESOP system if they are going to
be absent on a given day - by entering their absence (either planned in advance or because they
are ill), substitutes are scheduled to fulfill their job responsibilities. accordingly. Although
encouraged to, many staff members do not report their absences on AESOP and that, according
to the District's Payroll Supervisor, is the reason that the District does not utilize the integrated
attendance system that AESOP makes available.

Reasons for absences can be broken down into two general groups: planned and unplanned.

-6-
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Planned absences are those that are known about in advance. These generally fall under the "paid
leave" category and include personal days and vacation days. It is a requirement for such
planned absences to be pre-approved. An instructional staff member will fill out a Personal
Business Day Form and submit it to the attendance taker in his/her school. The attendance taker,
in turn, will submit the form to the authorized individual (usually the school principal) for
approval. Once approved, the attendance taker will access AESOP, enter the planned absence
accordingly and file the physical form (which will be used when the absence actually occurs and
needs to be reported). Non-instructional staff will fill out similar forms - for Personal Business
Days or Vacation Days (instructional staff are not entitled to vacation days per their contract),
which will go through the same approval process. Exhibit B is an example of a Personal
Business Day Form for Instructional Personnel.

Unplanned absences are generally due to illness. Although in theory, any staff member can
report their absence via the AESOP system, it is generally used only by teachers, aides and
monitors. Staff is encouraged to report an unplanned absence as early as possible on AESOP so
that substitute assignment/placement can get underway. After a certain point each morning,
AESOP is no longer accessible for the purpose of reporting an unplanned absence. Staff, instead,
will contact their school's attendance taker by telephone and sometimes by email, voice mail or
text. This is where the attendance taker's manual lists are important. As calls come in, the
attendance taker must ascertain that the absence is not only noted for attendance purposes, but
also that the staff member's responsibilities will be adequately addressed - either by a substitute
or coverage by another staff member.

It is important to note that even though a staff member may not be required to sign-in, there is
always a requirement to report all planned and unplanned absences to the person who is the staff
member's attendance taker.

At the end of each week, the attendance taker gathers all of the attendance information they have
compiled - sign-in sheets, AESOP reports (Exhibit C), manual absentee lists and paid leave
(planned absences) approval forms and prepares to report attendance accordingly.

Monitoring - Reporting Unit is a Department
School Lunch Program

Although the attendance taker is physically located in the High School, the School Lunch
Program staff members are located in each of the schools in the District. As such, each school
has its own sign-in sheets. All staff sign in and out each day, indicating their time of arrival and
departure. The staff names on the sign-in sheet for the high school are pre-printed; the staff
members fill in their own names on the sheets at the other schools.

Planned absences are administered in the same way as described for the individual school -
forms are submitted and approved. The AESOP system is not used in this department - all
unplanned absences are reported via telephone call - either to the attendance taker directly or to
the staff member's supervisor, who in turn notifies the attendance taker.

-7-
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Although not required to, the attendance taker in this department maintains attendance sheets for
each employee, recording absences of any nature accordingly upon notification.

The attendance taker receives the physical sign-in sheets on the Monday after the week has
ended. (Food Services has its own courier.) At this time all the attendance information 1is
gathered in preparation of attendance reporting.

Buildings and Grounds

Again, while the attendance taker is physically located in the High School, the Buildings and
Grounds staff (custodians) is located throughout the district. Instead of sign-in sheets, custodians
use time cards and punch in and out at their respective assigned locations. The custodians sign
their respective time cards and many also tally up their time and indicate the total hours worked
for the week.

Personal Business or Vacation forms are also required for all planned absences. The staff
obtains approval from their immediate supervisor and then submits the form to the attendance
taker who obtains final approval from the Director of Facilities. All vacation requests are
required to be submitted at the beginning of the year in order to ensure adequate planning for
coverage of various responsibilities. Because, per the custodian's collective bargaining contract,
unused vacation time cannot be carried from year to year, the attendance taker maintains records
to track usage and ascertain that staff uses all vacation days to which they are entitled. Unlike
other employees of the district, custodians might also work on days that the district is "closed" -
on a snow day, for example. If that is the case, the staff member gets comp time, which again,
cannot be carried forward and must be used by the end of the year. The attendance taker also
maintains records pertaining to comp time.

The Buildings and Grounds staff does not utilize the AESOP system. For unplanned absences,
staff members call the attendance taker or the Director. Daily logs, "DBG Absence Registers"
are maintained that indicate the name of the staff member absent, the reason for such and other
operational information pertaining to assignments, etc. If needed, these sheets can be used as
sources of reference.

In preparation of weekly attendance reporting, the attendance taker reviews the timecards and
marks them up accordingly. She indicates reasons for absences, using the DBG Absence
Registers and Personal Business and Vacation forms as references.

All Other Departments

These departments report attendance for significantly smaller groups than those detailed above.
Sign-in sheets are not utilized. The attendance taker or another individual in the department is
notified of unplanned absences via telephone call or email. The AESOP system is used by only
one of the departments, and in that instance, it is not used by the staff, but instead by the
attendance taker, who updates AESOP when she becomes aware of an absence. Two of the
attendance takers indicated they do not have access to the system.

-8-
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Planned absences are administered in the same manner as in all other reporting units. One
attendance taker indicated that when she receives these forms, they have already been approved.
Instead of retaining the forms until the applicable reporting week, that same attendance taker
immediately submits them to the payroll department.

All attendance information is compiled for the purpose of reporting.

Reporting

Finance Manager is the comprehensive software used by the District. Attendance data is
maintained in the Employee Maintenance module of this software. It is important to note that
only absences are recorded; if an employee is present on a regularly scheduled work day, there is
no data entered to indicate attendance.

The attendance reporting process begins in the Payroll Department. The Payroll Department staff
member (the payroll staff) generates from Finance Manager, weekly Attendance Worksheets for
each of the reporting units. Each weekly worksheet details all employees assigned to the
reporting unit and provides spaces for the respective attendance taker to enter potential absence
reason codes for each day of the applicable week. At or before the beginning of the reporting
week, the payroll staff distributes the weekly Attendance Worksheets to each business unit via
Interoffice Mail. As a control of completeness, she maintains a log on which she tracks the
generation and distribution of the sheets; when she receives the completed Attendance
Worksheets from the reporting units, she logs them in on this sheet as well (Exhibit D).

At the end of a reporting week, or on the Monday morning following, all attendance takers
complete their Attendance Worksheets using the attendance information they have compiled
during the applicable week. The compiled documents can consist of any combination of the
following:

« sign-in sheets

. planned absence approval forms

» timecards

« AESOP reports

. attendance taker's manual lists or calendars
. attendance cards

All days for which a staff member is absent are indicated accordingly on the Attendance
Worksheet, using the applicable reason code. There are instances whereby a staff member's name
may not appear on the Attendance Worksheet. In most instances, this is because the employee
works in different schools within the District (Specials). A Special generally appears on the
Attendance Worksheet of the reporting unit they begin their week at. If the Special is absent on a
given day from a school they did not begin their week at, it is that school attendance taker's
responsibility to call the Special's reporting unit and advise of the absence. In addition, the
attendance taker writes the Special's name in on their Attendance Worksheet and indicates the
applicable absence code. Principals are included on the Human Resources' Attendance
Worksheets (Building Code 11). In the instance where a Principal is absent his/her name would
also be written in on the applicable school's Attendance Worksheet and the absence reported
accordingly. -9-
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Once all planned absence approval forms are attached, the Attendance Worksheet package is
submitted to the reporting unit's "authorized person" (usually a school principal, superintendent,
chairperson, etc., see Exhibit A) who reviews and signs it accordingly.

The completed package is then sent to the payroll staff via interoffice mail or, if the business unit
is located in the administration building, it is personally delivered.

Exhibit E details a completed sample page of a weekly Attendance Worksheet.

Recording

As the payroll staff receives the Attendance Worksheets, she logs them in (Exhibit D). The
worksheets are due each Tuesday morning; by referencing the log, the payroll staff is able to
determine if any worksheets are not accounted for; she follows up with the respective attendance
takers accordingly.

Once all are accounted for, the payroll staff will review each Attendance Worksheet, line-by-
line. Data entry into Finance Manager's Employee Maintenance module will be required for any
staff member that has an absence code entered on any day or days during the week.

Certain absences require supporting documentation. This documentation must be attached to the
corresponding Attendance Worksheet:

. "P" (personal) or "V" (vacation) codes require completed authorization forms.

. "S" (sick) code for absences of greater than 5 days (3 days for custodians) require a
doctor's note. This requirement is specified in the applicable contract.

. "CS" (cancer screening) code requires documentation from medical professional that
screening took place. Employees of the district are entitled to one annual 4 hour paid
absence for cancer screenings.

. "JD" (jury duty) code requires documentation from the respective court.

. Documentation for staff members that are absent for extended periods of time (i.e.
workers comp, maternity leave, extended sick) is generally already in place and need not
be attached to the individual Attendance Worksheets.

As the payroll staff reviews each Attendance Sheet she ascertains that, if required, supporting
documentation is appropriately attached. If such is missing, she contacts the respective
attendance taker - either by phone or by email - to follow up. Based upon the follow-up, any
necessary changes are made to the original entry as noted on the Attendance Worksheet; such are
supported by a printed history of email correspondence or other appropriate documentation.

Once the payroll staff ascertains that all required documentation has been received, she proceeds
to enter staff absences into the Employee Maintenance module - indicating the absence code and
the applicable calendar date. See Exhibit F for an example of an Employee Maintenance screen
updated as a result of the data entry of an Attendance Worksheet and Exhibit G for the
information from the related Employee Maintenance detail screen exported to Excel format.

-10-
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For each line item on the Attendance Worksheet that requires data entry, the payroll staff places
a checkmark to the left of the line to indicate that entry was made. She runs a report to verify all
entries and initials the bottom left hand corner of each worksheet once completed. The payroll
staff double checks the detailed attendance reports within a maximum two week time frame and
indicates such with a check mark to the right of each Attendance Worksheet line item.

Employees also have opportunities to ascertain their absences were properly recorded. Their
paystubs provide a detail of their paid leave history through the week ended on the Sunday
before the pay date. The history includes prior balances carried forward, current year accruals,
time taken and the balance available - see Exhibit H. Also, at their end of year evaluation,
instructional employees are provided with a recap of their paid absence activity for the current
year-to-date.

-11-
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Internal Audit Objective and Procedures
Objective

Review the District's procedures for monitoring, reporting and recording attendance, which
incorporates the process by which used paid leave benefits are properly charged against
employees' accrued leave benefits.

Procedures

. Interview the attendance taker at each of the District's nineteen reporting units to obtain
an understanding of procedures and controls pertaining to attendance monitoring and
reporting. (Two of the reporting units have the same attendance taker.) Document our
understanding of such.

o See Employee Attendance - Overview of Procedures Currently in Place - Monitoring
and Reporting.

. Interview Christine Doherty in the Payroll Department to obtain an understanding of the
procedures and controls pertaining to attendance recording.

o See Employee Attendance - Overview of Procedures Currently in Place - Recording.

. Determine if an adequate, effective system is in place to 1) capture employee absences 2)
accurately report them and 3) accurately record them in the District's software.

o For each reporting unit, a random week was chosen. The Attendance Worksheet
package, sign in sheets (if applicable), AESOP reports and any other attendance
related documentation was obtained from the attendance taker for the chosen week.
For all employees that were absent as indicated on the sign in sheets (if applicable),
the AESOP report and the Attendance Worksheet, the following steps were
performed:

. Verified that the day noted as absent on the sign-in sheet and/or AESOP report is
indicated accordingly on the Attendance Worksheet.

. Verified that the absence is supported by an approved absence form (if required).

. Verified that the code indicated on the Attendance Worksheet matches the
supporting documentation (i.e. approved paid absence form, AESOP report, other
supporting documentation).

. Verified that the Attendance Worksheets were reviewed by the authorized person,
which is indicated by their signature or initials.

. For one absent employee in each reporting unit, an additional step was performed.
Their Employee Maintenance screen (in Finance Manager) was viewed to verify
that the absence code and date agreed to that which was reported on the
Attendance Worksheet.

-12-
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Results

We would like to point out that the attendance process, especially at the school reporting unit
level is a behemoth task. The attendance takers must address staffing needs each morning in a
very short period of time - ascertaining that necessary substitutes are in place, etc. During our
interview process we found the attendance takers in all reporting units to be knowledgeable,
conscientious and efficient; they all took their responsibilities seriously. Especially because the
monitoring and reporting of attendance is not an automated process, human errors are likely and
anticipated.

1. Finding The District has no standard, uniform attendance procedures and no written
attendance policy. Many employees do not comply with the requirement to sign in and
out each day.

Each reporting unit monitors attendance, but each has its own procedures and forms of
documentation. The controls in place have evolved through practice, and although
effective at the reporting unit level, may not serve to provide adequate checks and
balances for the attendance system as a whole - incorporating all facets: monitoring,
reporting and recording.

Recommendation
In general, a standard method of tracking attendance should be put in place for all
employees of the District. This can be accomplished in various ways.

All employees of the District have been issued key cards or fobs. These can be used to
monitor attendance. With the key card system already in place, the District has the
groundwork upon which to implement automated attendance-taking features. Another
option would be a biometric time clock (which uses fingerprint recognition). Both of the
options, of course would involve a cost, which the District may not be able to incorporate
into its budget.

Another option would involve little or no cost - using the sign-in sheet and timecard
systems already substantially in place. Currently, Food Services, and all of the reporting
units that are schools, make use of sign-in sheets; buildings and grounds use timecards;
administrative reporting units use neither.

The system of timecards used by Buildings and Grounds staff appears to be effective as it
is now currently operating. There are, however, staff members in that reporting unit that
do not use timecards. The recommendations here apply to those staff members in
addition to all others in the District.

-13-
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All staff members, regardless of their reporting unit should be required to sign in and out
each day. This includes all those in administrative reporting units as well as those staff
members in school reporting units that, at the present time, do not sign-in (this includes
those who just don't comply and those who currently are not required to sign in).
Requiring everyone to sign-in automatically makes the sign-in sheets the primary source
of attendance. At the present time, that is not the case - the attendance takers make use of
several sources of documentation in order to report attendance (sign-in sheets, AESOP,
planned absence approval forms, attendance cards, etc.).

The attendance related documents themselves should be standardized. This will serve to
enforce the fact that the procedures are District-wide and will streamline any review or
research that might need to be done.

Sign- in sheets - although the general format of all the current sign-in sheets is the same,
there were some differences between reporting units.

Pre-planned absence approval forms - for the most part two variations of the form are
used - one for instructional personnel and one for non-instructional personnel. Some
additional differences were observed, however, between reporting units.

Standardization will serve little or no purpose unless a written policy is put in place that
states the sign-in requirement. That policy must also be enforced. Within legal
parameters, the policy should be that a staff member who does not sign in will be deemed
absent; without a pre-planned absence approval form, an AESOP report, or other
unplanned absence communication (telephone call, email, etc.), this absence will be
deemed unsupported and the employee will not be paid.

. Finding An employee was docked for two days that she actually worked.

Although not a paid leave issue, in conjunction with our attendance-related test work it
was noted that the STEM Attendance Worksheet selected for test work (November 17 -
November 23, 2014) indicated three docked days for a staff member while the sign-in
sheet reflected her as present on two of the three days.

We asked the attendance taker to look into the situation; it was researched and we were
provided with the following information: The staff member is not entitled to paid leave
benefits and, therefore, when she notified the attendance taker that she would need to be
out for three days, the attendance taker updated the Attendance Worksheet accordingly.
The staff member wound up coming to work on two of those days, signed-in accordingly,
but did not notify the attendance taker. As a result of our inquiry it was concluded by
both the attendance taker and the payroll department that the staff member needed to be
paid for those two days and payment was arranged.

Recommendation
We acknowledge that this was an unusual situation and would have expected the staff

member to realize that she was underpaid and follow up accordingly. (Being docked for
three days would mean her paycheck was significantly less than usual.)
-14-
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That being said, the attendance takers should perform a process similar to our test work -
cross-reference absences noted on their Attendance Worksheets to those indicated on the
sign-in sheets; a review of the AESOP reports and cross-referencing those to the
Attendance Worksheets is important as well. That review process would have identified
the discrepancy, which in turn, could have been addressed and resolved. (It is important
to recognize that, as noted earlier, many staff members do not sign in. Implementing this
review process would identify many discrepancies, that when researched, would be found
not to indicate true absences.)

. Finding Employees have occasionally signed in and out for the entire week at once.

A STEM staff member signed in on November 17, 2014 and was reflected as present on
the Attendance Worksheet. AESOP, however, reported her out due to family illness. We
requested clarification from the Payroll Department. With the assistance of the STEM
Principal, it was concluded that the staff person was in fact absent on November 17,
2014. The Attendance Worksheet was incorrect and her available sick days required an
adjustment.

A staff member in the High School signed in on September 9, 2014. The Attendance
Worksheet, AESOP report and supporting authorized Personal Business form reflected
her as taking a personal day. We requested clarification from the attendance taker who
confirmed the staff member did, in fact, take a personal day. The Attendance Worksheet
was correct.

Recommendation

In the instance involving the STEM staff member, a review by the attendance taker as
recommended in #2 above would have identified the discrepancy, initiated further
clarification and ultimately the correct reporting would have been made on the related
Attendance Worksheet.

In the case that occurred at the High School, it is very possible that the attendance taker
performed a cross-reference review of absences, as recommended in #2 above. The
Attendance Worksheet did, in fact, report the correct information.

In addition to the recommendation in #1 above pertaining to a written attendance policy,
there are two possible additional ways to address the situation whereby a staff member
can be prevented from signing in for the entire week on a single day:

« Instead of a weekly sign-in sheet being posted on Monday and retrieved on Friday, a
new daily sheet could be used - posting a new sheet each morning and retrieving it
each afternoon. Staff members would only be able to sign-in one day at a time.

. Have the attendance taker check the weekly sign-in sheets on a daily basis. This
would identify advance, multiple-day sign-ins.

-15-
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4. Finding A staff member was reported as taking a sick day, but it was not entered into
Finance Manager.

The High School Attendance Worksheet reported an employee taking sick day on
September 12, 2014, but our review of her Employee Maintenance screen in Finance
Manager did not reflect the sick day as being recorded. We requested clarification from
the Payroll Department. It was determined that although the review and verification
process had been performed, an error had been made.

Recommendation ‘

The review process is in place. It appears that this instance was a case of human error.
As a result of this finding, the Employee Maintenance module for the employee was
updated to reflect the sick day.

Again, there are two possible ways to address this situation:
. Have a second person check/compare the entries.

« Make use of hash totals. A hash total is defined as the sum of actual or arbitrarily
assigned numerical values computed as a verification device for documents or
records.

Applying that concept here, the employee numbers for all those staff persons with
absence codes on the Attendance Worksheet can be added to arrive at a hash total.
When the payroll staff generates the attendance report from Finance Manager,
against which she reviews her data entry, a second person can add the employee
numbers shown there, arriving at a second hash total. The two hash totals should
match; if they do not there is the possibility that an absence was not entered.
There is also the possibility that there was an error in arriving at one of the hash
totals. In either case, this would trigger a second look.

5. Finding An Attendance Worksheet package was not signed by the authorized individual
of the reporting unit.

The week of December 15 - December 21, 2014 was chosen for testing at Washington
Primary. It was noted that the Attendance Worksheet was not signed by the Principal
(authorized individual). We followed up with the attendance taker who indicated that her
copies (that she provided to us) may have been made before the package was submitted
for review and authorization. We then, requested the copies on file in the Payroll
Department. These copies were also not signed. The Payroll Supervisor explained that
although they prefer them to be signed; there is no policy that they must be signed. A
missing signature is not something that is addressed before data entry is made.

-16-

& COMPANY



Recommendation

Although the process of review and authorization is a control, as it applies here it might
be more a case of form over substance. Acknowledging the complexity of the attendance
process (especially in its current form and when the reporting unit is a school), it is
unlikely that the authorized individual is performing an actual review of the Attendance
Worksheet package. As such their signature or initials may not substantiate the existence
of a review process. ’

Creating a policy that requires Attendance Worksheets to be signed would need to be
accompanied by language that such signature/initials indicates that the documents were in
fact, reviewed.

. Finding One of the attendance takers was not sure of the procedure to follow if she
needed to call in sick.

During the process by which we interviewed the attendance takers in each of the
reporting units, one attendance taker indicated that she did not know how she would
report her own unplanned absence/sick day. She noted that she had not had occasion to
call in sick since she started and had not given thought to finding out what the process
would be. During the interview process, one of the other attendance takers assisted in
clarifying the process for her.

Recommendation

It is likely that if the need arose for the attendance taker to call in sick, she would have
eventually spoken to the correct person and/or the correct person would have eventually
been informed. If, though, the person authorized to sign the Attendance Worksheets was
not informed, there would be no control in place - the attendance taker completes the
Attendance Worksheet on which her own name appears. Omitting her own absence
would not be detected by the authorizer if they had no knowledge of it.

Again, a written policy of attendance procedures would be useful in this instance. If
procedural questions arise, such a policy could serve as a guide/reference material. Ata
minimum, the responsibilities involving, and the procedures applicable to, monitoring
and reporting attendance should be explained to anyone newly charged with the
responsibility.

. Finding Although an instance was not specifically identified, the potential for
inaccuracies in attendance exists as applies to Specials.

As a reminder, Specials are defined as those staff members that travel between buildings
in the District. A Special may be absent from a school to which they are assigned on a
given day, but, because that is not their "home" school (the school at which they begin
their week), they do not appear on the assigned school's Attendance Worksheet. The
attendance taker may inadvertently omit reporting their absence, because to do so, it
would need to be written in. As an alternative to writing in the Special's name, the
attendance taker might also contact the home school and report the absence to them; the
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home school, would, in turn report the absence accordingly on their Attendance
Worksheet. This contact "process" also has the potential to be omitted.

We were advised through discussions with the Payroll Supervisor, that if the Payroll
Department is provided with all the details as to which buildings a Special is assigned
during the week, his/her name is entered into Finance Manager accordingly; therefore
he/she will appear on the related Attendance Worksheets. She noted, however, that
sometimes the Payroll Department is not provided with changes that take place later in
the school year and, accordingly, the related updates to the Attendance Worksheets are
not made.

Recommendation

To avoid the necessity for updates and to ensure that Specials will appear on the
necessary worksheets, we recommend that the necessary entries be made in Finance
Manager so that all Specials appear on all school reporting units' Attendance Worksheets,
thus eliminating the need for the attendance taker to remember "alternate procedures".
For this implementation to be completely effective, however, the recommendations in #1
would need to be put into action: all staff members would have to be required to sign in
everyday.

The attendance taker would have to perform one additional step as applies to Specials.
The very nature of their job responsibilities is to travel from school to school; as a result,
they may not be in a particular school every day. An omitted "sign-in" would not
automatically indicate an absence. Their scheduled days for that school would need to be
referenced as part of the reporting process.
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Employee Leave Benefits

Background

Leave benefits represent time off earned by employees. Leave benefits, such as vacation, sick
and personal days, are compensation to employees in addition to wages or salary. These benefits
must be clearly defined and authorized by the Board by resolution, collective bargaining
agreements, or individual employment contracts.

A good system of internal controls ensures that employee leave accruals are granted in
accordance with applicable employment contract provisions and that records are kept of each
employee's accrual and use of leave time to ensure employees only accrue and use leave time to
which they are entitled. Well written policies and procedures, as well as periodic independent
reviews of leave time accrual records and balances throughout the year are essential to ensure
that the accruals and use of leave time is accurate and in accordance with contractual terms.

In certain instances, unused leave days can be converted into cash payments. Therefore, it is
imperative that the District maintains complete and accurate leave records, ensuring that District
employees are only compensated for the benefits to which they are contractually entitled.
Management's failure to ensure that leave benefits are accurately recorded and accounted for
may result in errors in employees' accrued leave balances, which when converted to cash may
not accurately reflect the correct amount due to employees.
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Overview of Procedures Currently in Place

The District's obligation to provide leave benefits to employees is dictated by collective
bargaining agreements and, in the case of non-bargaining unit staff, Board policy. In accordance
with these contracts and policies, the District maintains an accounting for each eligible employee
which tracks his/her accumulated leave benefits - adding benefits when earned and subtracting
benefits when used.

Annually, on or about July 1st (the beginning of each fiscal year), the Payroll Supervisor obtains
copies of all new collective bargaining agreements and employment contracts/Board policies in
order to extract the particulars pertaining to leave benefits. For those employees who, according
to their contract and tenure, receive their annual amounts in a lump sum at the beginning of the
contract year (upfront), the Payroll Supervisor updates each contract/employee group in Finance
Manager (the software utilized by the District). This is the same module/section of the software
into which attendance is recorded; it tracks the "usage" of paid leave days by employees of the
District. The Payroll Supervisor also reviews each District employee's unused paid leave
amounts carried forward from the previous year. In some cases, carry forwards are contractually
"capped" at a certain amount; in other cases, amounts not used cannot be carried forward at all;
some categories of benefits change their nature when they carryforward (unused personal days,
per one contract carry forward "without limit and are treated as unused sick leave"). Parameters
can be input into the Employee Maintenance module which will administer "caps" and
carryforward unused time accordingly. Updated annually as well, the Payroll Supervisor
‘maintains a one page reference sheet that provides leave benefits in tabular form, by
contract/policy.

The Payroll Supervisor also maintains a "master list" of all employees in the form of an accrual
spreadsheet which has a tab for each contract/policy; each tab lists all applicable District
employees. For each employee, the sick, personal and vacation time to which they are
contractually entitled is listed. There are employees who, because of their contract particulars
and tenure, are not yet entitled to upfront leave benefits. Although they are included on this
spreadsheet as well, with their contract particulars noted accordingly, their leave benefits are
posted to Finance Manager on a monthly/accrual basis by the payroll staff. It is important to
note that after the Payroll Supervisor sets up the accrual spreadsheet for the year, she has
members of her department review her input by cross-referencing to the source documents; she
assigns tabs to be reviewed by other employees of the Payroll Department. This accrual
spreadsheet is updated as needed throughout the year.

The payroll staff prepares a Monthly Attendance Accrual Form (Exhibit I) for each employee
who is not yet entitled to upfront leave benefits. This form lists the employee name, assigned
employee number, date of hire, whether they are a 10 or 12 month employee, the contract/policy
under which they fall (employee type) and the particulars of their leave benefits - most
importantly, when the accrual period begins, when it ends, what type of benefit is to be accrued
and the monthly accrual amount. On the first day of the months indicated, the payroll staff will
post the employee's accrual in Finance Manager and indicate that the posting was done. For the
purpose of monthly accruals and because partial day accruals are not a part of the District's
contractual obligation, leave benefits for employees with hire dates on or before the 15th of the
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month are accrued as if they were hired on the 1st of the month; for employees with hire dates
subsequent to the 15th, leave benefits are accrued as if they were hired on the 1st of the
following month. This convention was adopted to standardize the process, thereby preventing
each instance from being handled in an arbitrary manner.

Finance Manager, maintains a Leave Benefits tracking system for each employee (Exhibit J).
The accruals, whether upfront, or accrued on a monthly basis, are added to available leave
balance on a category-by-category basis (i.e. sick, personal, vacation, etc.).

All new employees are added to the "master list" and a Monthly Attendance Accrual Form is set
up, if applicable. Board Action is required for any new employee. Upon receipt of such,
arrangements are made for the employee to fill out the appropriate paperwork. The Payroll
Supervisor then begins the systematic process of setting them up in the payroll system, which
includes the Employee Maintenance/Attendance module in Finance Manager whereby leave
benefits and accruals are tracked. See Exhibit K for the New Hire Check-off Sheet which is used
to verify that all necessary steps are performed to properly account for a new hire.

Exhibit L is a chart which summarizes those benefits that are substantially common to most
contracts/policies and which can potentially become part of an employee's separation payment.
Employees may be entitled to other forms of "leave benefits" (i.e. jury duty, bereavement leave,
annual cancer screening, etc.); however, they are generally not significant or eligible for payout
upon separation and, as such, are not incorporated.
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Internal Audit Objective and Procedures
Objective

Review the District's procedures for recording annual paid leave accruals - both upfront and
monthly - according to prevailing collective bargaining agreements, employment contracts and
Board policies (contracts). Determine that unused amounts from the prior fiscal year (2013-
2014) are carried forward accurately and in accordance with the prevailing contracts.

Procedures

. Interview the Payroll Supervisor, to obtain an understanding of the process by which paid
leave accruals are posted to each employee's data base within Finance Manager.
Document our understanding of the process.

o See Employee Leave Benefits - Overview of Procedures Currently in Place

. Interview the payroll staff to obtain an understanding of the process by which monthly
accruals are posted to each applicable employee's data base in Finance Manager.
Document our understanding of the process.

. See Employee Leave Benefits - Overview of Procedures Currently in Place

« Determine if an adequate, effective system is in place to 1) accurately carry forward
employees' prior year unused leave benefits, both mathematically and in accordance with
the applicable contract, 2) accurately post annual accruals (both upfront and monthly in
nature) in accordance with the applicable contract, and 3) ascertain that the Employee
Maintenance screen for new hires does not reflect prior (carried forward) balances as
pertains to their paid leave activity. '

. We requested a listing of three different staff populations/groups:

1. Employees whose employment terminated during the 2014-2015 fiscal year

2. Employees who received separation payments during the 2014-2015 fiscal year

3. Employees for whom separation payments were made to their deferred
compensation account (VOYA/ING) during the 2014-2015 fiscal year

From each of those lists, 4 employees were selected for testing. An additional person
was selected from list #2, and a document walkthrough was performed. For each of
these employees, the following steps were performed:

« Verified that their unused paid leave balance at the end of the prior fiscal year was
properly carried forward to the 2014-2015 fiscal year - both mathematically and
in accordance with their contract. i

« Verified that the accrual for the 2014-2015 was in accordance with their contract.
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« We requested a listing of employees hired during the 2014-2015 fiscal year,
selected 4 employees from that list and the following steps were performed:

« Verified that their Employee Maintenance screen in Finance Manager did not
reflect a carried forward unused paid leave balance.

« Verified that upfront paid leave days reflected on their Employee Maintenance
Screen was in agreement with their respective contract.

. Reviewed (if applicable) their Monthly Attendance Accrual Form noting
agreement to their contract as to date monthly accrual commenced.

Results

1. Finding There is no Board policy documenting the practice that for the purpose of
monthly accruals an employee hired on or before the 1 5’h~0f the month would be deemed
hired on the 1% of the month; an employee hired after the 15" of the month would be
deemed hired on the 1* of the following month.

Recommendation

The area of paid leave benefits is specifically driven by the applicable contracts. Any
interpretation of those contracts or practical method of applying contract particulars
should be documented in the form of a board policy.

2. Finding An employee's carried forward unused paid leave balance was 3 days too high.

In this instance, the employee was promoted from a clerical position to non-contractual
position on July 30, 2007. At the point of transfer she had 3 personal accumulated days
which were not carried forward. On October 13, 2014, a correction was made to her
unused paid leave history. The 3 personal accumulated days were added to her prior
balance. These same 3 days were also accounted for in the carried forward balance of her
unused personal days. ("Personal" days and "personal accumulated" days are two
separate paid leave categories.)

Recommendation '

There is no specific recommendation for an instance such as this. It was as a result of
human error and involved an unusual set of circumstances. A correction could not be
made as a result of this finding since the employee has since retired. Since the payout of
sick time at separation for this particular contract occurs at a rate of 1 day for every three,
the result was an overpayment of only 1 day. See further information in the Employee
Separation Payments Procedures section of this report.

23-

& COMPANY



Employee Separation Payments

Background

School districts often provide cash payments to employees for all or a portion of their earned and
unused leave time when they leave district service. In many instances, employees have
accumulated a substantial amount of unused leave time and the cash payments to departing
employees can be significant expenditures for the district. As such, it is important that the Board
ensure that these payments are properly calculated, supported and approved by the Board.

Internal controls should include written policies and procedures that describe employee
responsibilities in preparing, approving and disbursing separation payments, including a review
and verification of the accuracy of the separation payment calculations. Procedures should
ensure that payment calculations are in compliance with terms of employment contracts.
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Overview of Procedures Currently in Place

As an introduction to a description of the procedures in place, the following is an illustration of
the significance of these expenditures to the District:

« During the 2013 - 2014 fiscal year, a total of $534,214 in separation payments were made
" to atotal of 22 individuals.

o From July 1, 2014 to May 1, 2015, a total of $542,056 in separation payments were made
to a total of 22 individuals.

These separation payments include retroactive amounts paid to individuals as a result of prior
period contract settlements. It is also important to note that payments for people that retire as of
June 30 do not get paid until the month of July - therefore "retirement" itself occurs in one fiscal
year, but the related separation payment occurs in the next fiscal year.

All retirements require Board approval. Teachers, superintendents and chairpersons are generally
only permitted to retire at the end of a fiscal (school) year. A letter advising of his/her intent to
retire must be submitted by the staff member by January 1st if the plan is to retire that year. Once
the Board approval is in place, the employee cannot change his/her mind.

All other employees must provide 90 days notice of intent to retire.

Resignation, by its nature has no notification timeframe requirement. It is of course requested
that the employee advise the Board of his/her intent as soon as possible.

The Payroll Supervisor begins to accumulate the necessary employee information upon
notification of intent to separate, but nothing is finalized until Board resolution is in place and
the employee has completed their final day of employment.

An employee's separation payment calculation is documented on one of two different forms,
depending upon the contract under which their employment applies. For teachers,
superintendents and chairpersons who are retiring, a New York State Retirement Report is
created (Exhibit M). For all other employees, a Payroll Final Authorization Sheet for Extra Pay
is prepared (Exhibit N). The calculations on both forms include data extracted from the unused
paid leave information that has been tracked via the Employee Maintenance module in Finance
Manager.

Teachers, Superintendents and Chairpersons ("Teachers™)

Per the contract in effect through June 30, 2017, the predominant separation payment option
includes an amount based upon an employee's unused sick and personal day paid leaves (unused
personal days become sick days when they carry forward from year to year). For days up to and
including 100 days, payout equals the number of days squared ($10,000). An amount of $100 per
day is paid for days exceeding 100 and up to 275. Maximum potential unused paid leave payout
is $27,500. Although not specifically a component of this report, an additional retirement
incentive of $15,000 is also provided for in the contract. The total maximum separation payment
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is therefore $42,500. The related Board resolution will reference this maximum amount.
(Exhibit O)

The Payroll Supervisor will prepare the NYS Teachers' Retirement System QTR-78/Retirement
Report based upon the retiree's Employee Maintenance information pertaining to unused paid
leave and the stipulations of the contract. She signs the report, certifying the accuracy and
completeness of the amounts indicated.

Teachers get their separation payment in the form of a non-elective deferral. The District makes
payment to Voya (formerly ING) on the retiree's behalf. Unless a particular exception applies,
one annual payment is made to Voya and is processed through the accounts payable system. This
incorporates the amounts being paid on behalf of all applicable retirees during the period.

All Other Employees

The Payroll Final Authorization Sheet for Extra Pay details three potential components of a
separation payment:

1. Unused vacation days

2. Unused sick days (which includes unused personal days)

3. Contractual retirement increment (although not pertaining to unused paid leave benefits,
this will be briefly addressed in conjunction within the topic of "separation payments")

Per their respective contracts, twelve month employees receive vacation time upfront; this time
represents the amount earned in the prior year. At the point of separation, unused vacation days
are extracted from the tracking system in the applicable Finance Manager employee module.
Accrued vacation earned to date (but not posted, since it would technically be posted at the
beginning of the next fiscal year) is also brought into the separation payment calculation.
Accrued vacation earned to date is not specifically addressed in the individual contracts.
According to the Payroll Supervisor, by precedent and Board approval, this has been the
practice. It is felt that the employee earned the time and so is entitled to such a separation benefit
payment. The Payroll Supervisor also noted that the District's compensated absence accrual (as
per the Governmental Accounting Standards Board) also includes accrued vacation earned to
date.

For retirees, sick time exceeding 165 days is incorporated in the separation payment calculation.
The dollar equivalent of the 165 days is retained by the District and offsets the retiree's
contribution towards his/her post retirement health insurance premiums. When the value of the
165 days is "drawn down" to zero, the premiums will be deducted from his/her retirement benefit
payments. (There is also an option to apply 382 days to health insurance premiums, however,
according to the Payroll Supervisor, retirees rarely choose this option.) Some contracts provide
for % sick days. These, along with unused personal days are combined with unused sick days,
and then 165 days is deducted.
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Vacation and net sick days are paid out at the employee's daily rate of pay, the calculation of
which is specified in the applicable contract. If not specified, it is based upon his/her annual
salary and 260 working days. (Daily rate of pay may be different for vacation days versus sick
days; this is also contract-specific.)

Some contracts provide for a retirement increment based upon a percentage of the retiree's
salary, maxing out at a specified dollar amount. Certain criteria must be met to receive this
increment. The applicable Board resolution will indicate the retiree's entitlement and the
applicable maximum dollar amount. Absence of such reference would indicate there is no
entitlement. (Exhibit P)

The Payroll Supervisor incorporates all of the factors cited above and accounts for each on the
Payroll Final Authorization Sheet for Extra Pay. She signs the sheet and submits it, along with
all supporting documentation, for approval by the Assistant Superintendent of Finance.

The District encourages retiring/separating employees to incorporate tax planning into their
decision regarding the method of separation benefits payout. Although there is no requirement
(as with Teachers - see above), there is the opportunity to defer the compensation and make use
of Voya (among other institutions).

Once approved, a final check to the separated employee is processed through the payroll system.
If a deferral was in fact chosen, the applicable check is processed through accounts payable.
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Internal Audit Objective and Procedures
Objective

Review the District's procedures for calculating and paying the portion of separation payments
that applies to unused paid leave benefits. Verify that calculations of such are in accordance with
prevailing collective bargaining agreements, employment contracts and Board policies. Verify
that separating employees are receiving the unused paid leave payment to which they are
entitled. Verify that separating employees are not receiving unused paid leave benefits to which
they are not entitled.

Procedures

« Interview the Payroll Supervisor to obtain an understanding of the process by which
separation payments are calculated and processed. Document our understanding of the
process.

« See Employee Separation Payments - Overview of Procedures Currently in Place

« Determine if an adequate, effective system is in place to 1) accurately calculate the
portion of separation payments that applies to unused paid leave benefits, 2) ascertain that
separating employees are receiving the unused paid leave benefits to which they are
entitled, and 3) ascertain that separating employees who are not entitled to payments for
unused paid leave benefits are not receiving such payments.

. Werequested a listing of three different staff populations / groups:

1. Employees whose employment terminated during the 2014-2015 fiscal year

2. Employees who received separation payments during the 2014-2015 fiscal year

3. Employees for whom separation payments were made to their deferred
compensation account (VOYA/ING) during the 2014-2015 fiscal year

From each of those lists, 4 employees were selected for testing. An additional person
was selected from list #2, and a document walkthrough was performed. For each of
these employees, the following steps were performed:

. Reviewed the employee's notification of retirement/resignation, noting effective
date and nature of separation (retirement, resignation, etc.)

. Viewed board approval of retirement/resignation, noting whether an entitlement
payment has been approved.

« Agreed the separation payment calculation (on the corresponding New York
State Retirement Report or Payroll Final Authorization Sheet for Extra Pay) to the
applicable contract noting agreement of categories of payment and the
components of the calculation.

« Tied in the unused paid leave benefits to the employee's data in Finance Manager.

« Verified the calculation of accrued vacation earned through the date of separation.
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« Viewed payroll journal summary or accounts payable support for payment of
calculated separation benefit.

- For those separated employees that are not entitled to payment of unused paid
leave, verify that payment was in fact, not made.

Results

1. Finding An employee's carried forward unused paid leave balance was 3 days too high.
(Also cited in Employee Leave Benefits section.)

Unused paid leave benefits per the Payroll Final Authorization Sheet for Extra Pay
agreed to the date reflected in Finance Manager, however as determined in the test work
performed in the Employee Leave Benefits section of this report, the employee's carried
forward balance was 3 days too high. Since the payout of sick time at separation for this
particular contract occurs at a rate of 1 day for every three, the result was an overpayment
of only 1 day.

Recommendation

There is no specific recommendation for an instance such as this. It was as a result of
human error and involved an unusual set of circumstances. The result was an
overpayment in an immaterial dollar amount. ($230)

2. Finding Although ultimately corrected before the related separation payments were
made, two Payroll Final Authorization Sheets for Final Pay incorrectly included
retirement increments.

Retirement increments are not a part of this report's focus on Paid Leave Benefits,
however, during our test work, the following was observed and is therefore being
included here: As part of the separation calculation and payment procedure, the Payroll
Final Authorization Sheet for Extra Pay is prepared and approved and then submitted
along with supporting documentation for a second approval. In both instances, the
retirement increments listed exceeded the maximum per the contract and the related
Board resolution did not approve their payment.

After further inquiry, it was explained that in both cases, the error was discovered before
the separation payment was made and corrected Payroll Final Authorization Sheets for
Extra Pay were correctly prepared and approved. We were provided with those corrected
copies and agreed all amounts accordingly.

Recommendation

The important factor to note is that the errors were detected and corrected before
payments were made, which is an indication of a strong system of controls. The
recommendation here pertains to the procedures related to the review and approval
process of the Payroll Final Authorization Sheet for Extra Pay. In both instances, the
Sheets that included the errors bore two approval signatures. Persons charged with the
process of review and authorization should be reminded that before signing off on a
document, a thorough review should be performed.
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3. Finding An employee was permitted to use 12.25 personal accumulated days even
though, as per his applicable contract, annually "each employee shall be credited with a
fourth (4") personal day for purposes of accumulation and application under A-3(d)
below, only."”

Per several contracts, personal accumulated days cannot be used, but instead will
ultimately become part of the employee's separation payment calculation. While testing
one custodian's separation payment calculation, we noted that he had used 12.25 personal
accumulated days prior to his separation. This gentleman had been out sick for quite
some time and an exception was made to allow him to be paid for this time, because he
had run out of his other paid leave options.

His separation from employment was as a result of resignation, and as such, his
separation payment would have included his earned vacation accrual only. Any unused
personal accumulated days would have converted to sick days per his contract and would
not have been paid out. (He actually still had 6.75 available per Finance Manager at the
point of his separation, for which he was properly not paid.) In effect, he was paid for
12.25 days to which he was not entitled.

Recommendations

Even though paid via a paycheck and not a separation payment, this employee was not
entitled to the 12.25 personal accumulated days for which he was paid. At a daily rate of
$243.18, this amounts to $2,978.96. ’ _

Any exception to a contract's specifications pertaining to paid leave benefits should be
supported by a Board resolution; at a minimum it should be documented and signed off
on by an authorized individual.

4. Finding A separated employee was entitled to 25 unused vacation days (including
accrued vacation earned to date). He was paid for 3 of these days in his final paycheck
and the remaining 22 in his separation payment.

Per inquiry, we understand that when the gentleman's final contract salary payment was
calculated due to the effective date of his retirement he would not be receiving the
amount equivalent to his "normal" paycheck - he was "short" by three days. He requested
to be paid 3 of his accrued vacation days so that he would then get a full check. His
Payroll Final Authorization Sheet for Extra Pay reflected only 22 unused vacation days,
properly deducting the 3 he had been paid for previously.

Recommendation

Even though the end result was payment for the correct number of unused vacation days,
any deviation from the procedure by which a separating employee's unused paid leave
benefits are paid should be supported by Board resolution; at a minimum it should be
documented and signed off on by an authorized individual.
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Exhibit A
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Exhibit

HUNTINGTON UNION FREE SCHOOL DISTRICT
Huntington, New York 11743

PERSONAL BUSINESS DAY FORM
for

INSTRUCTIONAL PERSONNEL

DIRECTIONS: , '
is Applicant must register their request for & Personal Day on AESOFP

2, Print, compiete and present Ehis form directly to the Principal’s office

“ A i
To: -‘: ;

Please be advised that I plan to take a personal business day on ﬁ Jpl 4 //5— for the
foliowing reason that cannot be handled outside of regular work time: 7

~~~~~~~

{  } HOUSE CLOSING {
, : _ s OR CLOSE FRIEND
{ ¥ COURT APPEARANCE T T FEMERGENGY ARRANGEMENT FOR:
. ’ ~ NURSING HOME; HOSPITAL, ETC.
{ ¥ TAXAUDIT TI ¥ EMERGENCY REPAIRS REQUIRING

IMMEDIATE ATTENTION (Heating,
Plumbing, etc.)
3 ROBBERY. OR THEFT

} PRE-TRIAL HEARING

¥ ARREST ¥ FIRE IN HOME QR ON THE PROPERTY

T EMERGENCY TRANSFORTATION
PROBLEMS
T RELIGIOUS OCCASIONS

¥ ARREST OF FAMILY MEMBER

P R I P

} WEDDING OF FAMILY MEMBER

PO TN B S Y B

3 GRADUATION OF CHILD,PARENT,
SIBLING,SPOUSE,NEAREST
RELATIVE

. Please note: Verification should accompany the request for any “eason” persenal day If requested
' by the administration. If the personal day is the result of a personal accident emergency, verification
should be presented after the absence if requested by the administration. No additional reasons

should be added to this form. .
3/9)i5”
/

/ Date

Volpn Cemtitles 30905~

Administrator’s Sig Date

/]

"

‘ Note: Attach to Permanent Payrofl Record

[:\Forms\PersonalDayFormdoc



Exhibi+ C

Aesop - Administrator Page 1 of 2

Atomathi P EHNACAINE e
esup Subxdtutaﬁuemmt
B Absenoe Mansgemerd _ :
Navigation> Home > Daily Report | Logout Tuesday, June 02, 2015
Return To Homepage
Jefferson Primary Schogl Daily Report
Run Date: |03/27/2015 F\lﬁ MM Today MM school(s): [ Jefferson Primary School V|
Employee Types : | View All V| Type:[Absences/Vacancies | Order By: ®school O Employee
Name
Submit |
Display Options: ® Show All O choose Sections
Friday, March 27, 2015
i b v
UnFilled
Name Title Start/End Duration Reason Held More Time CONF# Absence
' Until Days Recorded Notes
School District: Flower Hill Primary School
Teacher
CORREEEENENS (viusic Jefferson 9:00 AM-4:00 PM Full Day  Half Sick Day -~ 3/24/2015 463428967
M/T _ 9:48 AM ,
School District: Jefferson Primary School
Teacher
O Elementary 9:05 AM-4:05 PM Full Day  Sick Day - 3/27/2015 363865221 WA
T 6:57 AM
Teacher 9:05 AM-4:05 PM Full Day (Vacancy -~ 3/16/2015 162471590 @j
Vacancy Position) 2:09 PM
Filled
Name Title Start/End puration Reason Replaced by Sub More Time CONF# Ahsence
' Phone Days Recorded Notes
School District; Jefferson Primary School
Teacher .
RN  Reading 9:05 AM-4:05 PM -Full Day Personal  ‘MSRR, (631) -~ 3/15/2015 152890362
[ Day ki 334- 9105 AM
- 2001
Teacher 9:05 AM-4:05 PM Full Day (Vacancy GeucEmEh, (631) - 3/16/2015 162442230 =l
Vacangy Position)  tisikie 885- 11:58 AM -
. . 3793
Teacher 9:05 AM-4:05 PM Full Day (Vacancy Gy (631) ---  3/16/2015 162442497 ot
Vacancy Posltion) Akl  335- 11:59 AM
0597
Teacher 9:05 AM-4:05 PM Full Day (Vacancy <hiksisheae®l, (516) ---  3/16/2015 162443017 1’_§ﬂ
Vacancy . Position) kel 473- 12:01 PM
- ’ 8303

https://www. aesoponline.com/ adminWeb/InstDailyReport. asp?x=x&&inst_i'd=27605 &start... 6/2/2015

v
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Exhibi+ £

03/16/15 HUNTINGTON UFSD . Page 17/71
ATTENDANCE WORKSHEET FOR: Building: JEFFERSON PRIMARY
** REASONS **
AE -ACCIDENTDUETCACHID B -BEREAVEMENT BB - BIRTH OF BABY BD - CUSTODIAN BIRTH DAY
BO - BLAGKOUT C - COMP TIME CD - CONFERENCE DAY CS - CANCER SCREENING 4 HRS
CT - COWP TIME - NON ACCRUAL DA - DATA DAY 1/2 DAY DB - DISTRICT BUSINESS DD - DOCK DAY
EC -EMERGENCY CLOSURE ES - EXTENDED SICK LEAVE FH - FLOATING HOLIDAY FM - FAMILY MEDICAL LEAVE ACT
FT -FIELDTRIP H - HOLIDAY 4D - JURY DUTY LV - CNLEAVE
M  -MATERNITY LOA MA - MILITARY ACTIVE DUTY P -PERSONAL PA - PERSONAL ACCUMULATION
PO - PUBLIC OBLIGATION DAY R - REASSIGNED S -SiCK SA - SPECIAL ASSIGNMENT
88 - SICK BANK SD - DONATION TO SICK BANK SF - SICK FAMILY SH - SICKHALF
SR - SNOW REMOVAL SU - SUSPENSION WITHOUT PAY  SW - SNOW DAY SX - EXTENDED SICK LEAVE
TT - TWINTOWERS UM - UNION MEETING FORREPS V- VACATION VA - VACATION DAYS ASST.SUP
WC - WORKERS COMP X - INDICATES SUB DAY WORKE Z - CONTRACT WORK DAY-SUM  ZP " ADDIT.SUMMER WORK W/PA

* - Primary Bldg ¢ -Confract S -Supplemental A - Annuat D -Dally H - Hourly

** - Position Bldg
MON TUE WED THU FRI SAT SUN

EMP# EMPLOYEE NAME TYPE BLDG 3123 324 3425 3i28 3127 3/28 3729

o4
TOTAL

TOTAL

308 CTCH25 * 04
: T T
2505 CTCHZE * 04 '
TOTAL e m—— '
884 A b ooe i \
TOTAL
2658 CTEHIB Y 0
TOTAL
4433 CTCHZE * 04 e




01/12/15 | HUNTINGTON UFSD Page 4/73
ATTENDANCE WORKSHEET FOR: Building: WOODHULL INTERMEDIATE [ x|y |4+ T

** REASONS ** i

AE -ACCIDENTDUETOACHILD B -BEREAVEMENT BB -BIRTH OF BABY BD - CUSTODIAN BIRTH DAY

BO - BLACKOUT C -COMPTIME CD - CONFERENCE DAY CS - CANCER SCREENING 4 HRS.
CT -COMP TIME - NON ACCRUAL DA - DATA DAY 1/2 DAY DB - DISTRICT BUSINESS DB - DOCK DAY

EC - EMERGENCY CLOSURE ES - EXTENDED SICK LEAVE FH - FLOATING HOLIDAY FM - FAMILY MEDICAL LEAVE ACT
FT -FIELD TRIP H - HOLIDAY JD - JURY DUTY LV -ONLEAVE

M - MATERNITY LOA MA - MILITARY ACTIVE DUTY P -PERSONAL PA - PERSONAL ACCUMULATION
PO -PUBLIC OBLIGATIONDAY. . R -REASSIGNED S S .-SICK. SA -SPECIAL ASSIGNMENT

SB - SICK BANK SD -~ DONATION TO SICK BANK SF - SICKFAMLILY SH - SICK HALF

SR - SNOW REMOVAL SU - SUSPENSION WITHOUT PAY  SW - SNOW DAY SX - EXTENDED SICK LEAVE

TT - TWIN TOWERS UM - UNION MEETING FORREPS V -VACATION VA -VACATION DAYS ASST.SUP
WC - WORKERS COMP X -INDICATES SUB DAY WORKE Z -CONTRACT WORK DAY-SUM ZP - ADDIT.SUMMER WORK W/PA

* < Primary Bldg C -Contract S -Supplemental A -Annual D - Daily H - Hourly

** . Position Bldg
MON TUE WED THU FRI SAT SUN

EMP# EMPLOYEE NAME TYPE BLDG 1/19 1/20 1/21 1122 1123 17124 1125

‘Alendane Staft Dats:” 08/017
Altendance Profte Name: TCHZS - -




07/02/15

ATTENDANCE DETAIL REPORT FOR THE PERIOD OF 07/01/14 - 06/30/15

HUNTINGTON UFSD

- EMP# LAST NAME FIRST NAME EMP TYPE BLDG ABSENT CODE ABSENT DATE UNIT

1578 R, TCH25 1p

1578 W
1573 o
15790

1575 oy

1573

1578 G
1578 N

1578
1578
1578
1578
1578
1578
1578
1578

1573 QP T2 1H

1578
1578
1578
1578
1578
1578
1578
1578
1578
1578
1578
1578
1578

72

4.000

12:03:00 PM

REASON

o —

7/1/2014 Annual Accrual
TCH25 1s 7/1/2014 55.000 -Prior Balance
TCH25 . 18 7/1/2014 15.000 Annual Accrual
TCH25 1H 9/1/2014 1,000 GLOBAL TAKEN DAY
TCH25 15D 9/1/2014 1.000 DONATION TO SICK BANK
TCH25 is 9/24/2014 1.000 SICK
TCH25 1H 9/25/2014 1.000 GLOBAL TAKEN DAY
TCH25 1H 9/26/2014 1,000 GLOBAL TAKEN DAY
TCH25 is 10/10/2014 1.000 SICK
- TCH25 iH 10/13/2014 1.000 GLOBALTAKEN DAY
) TCH25 18 10/28/2014 0.500 SICK
TCH25 18 10/30/2014 1.000 SICK
TCH25 1P 10/31/2014 1.000 PERSONAL
TCH25 1s 11/7/2014 0.500 SICK
TCH25 1H 11/11/2014 1.000 GLOBAL TAKEN DAY
TCH25 1H 11/26/2014 1.000 GLOBAL TAKEN DAY
11/27/2014 1.000 GLOBALTAKEN DAY
TCH2S 1H- 11/28/2014 1.000 GLOBAL TAKEN DAY
TCH25 18 12/2/2014 1000 SICK
TCH25 1s 12/4/2014 0.500 SICK
TCH25 1SF 12/17/2014 1.000 SICK FAMILY
TCH25 1H 12/22/2014 1.000 GLOBAL TAKEN DAY
TCH25 1H 12/23/2014 1.000 GLOBALTAKEN DAY
TCH25 14 12/24/2014 1.000 GLOBAL TAKEN DAY
TCH25 1H 12/25/2014 1.000 GLOBALTAKEN DAY
. TCH25 1H 12/26/2014 1.000 GLOBALTAKEN DAY
TCH25 1H 12/29/2014 1,000 GLOBALTAKEN DAY
TCH25 1H 12/30/2014 1.000 GLOBALTAKEN DAY
TCH25 1H 12/31/2014 1,000 GLOBALTAKEN DAY
TCH25 1H 1/1/2015 1.006 GLOBALTAKEN DAY
TCH25 1H 1/2/2015 1.000 GLOBALTAKEN DAY
TCH25 id 1/19/2015 1,000 GLOBAL TAKEN DAY
“TCH25 1S VAT LT Y (<
TCH25 1SW 172772015 1.000 GLOBAL TAKEN DAY
TCH25 1swW 1/28/2015 1000 GLOBAL TAKEN DAY
TCH25 15w 2/2/2015 1,000 GLOBALTAKEN DAY
TCH25 1H 2/16/2015 1.000 GLOBAL TAKEN DAY
TCH25 iH 2/17/2015 1.000 GLOBALTAKEN DAY
TCH25 1H 2/18/2015 1000 GLOBALTAKEN DAY
TCH25 1H 2/19/2015 1.000 GLOBAL TAKEN DAY
TCH25 1H 2/20/2015 1.000 GLOBAL TAKEN DAY
TCH25 1SW 3/5/2015 1.000 GLOBALTAKEN DAY
TCH25 1s 3/12/2015 0.500 SICK
TCH25 1SF 3/25/2015 1.000 SICK FAMILY
TCH25 1P 4/2/2015 1.000 PERSONAL
TCH25 1H 4/3/2015 1.000 GLOBAL TAKEN DAY
TCH25 1H 4/6/2015 1.000 GLOBAL TAKEN DAY
TCH25 1H 4/7/2015 1.000 GLOBAL TAKEN DAY
TCH25 1H 4/8/2015 1.000 GLOBALTAKEN DAY
TCH25 18 4/20/2015 - 1.000 BEREAVEMENT (Brother)
TCH25 18 4/21/2015 1.000 BEREAVEMENT (Brother)
TCH25 18 4/22/2015 1,000 BEREAVEMENT {Brother)
TCH25 1B 4/23/2015 1.000 BEREAVEMENT (Brother)
TCH25 1B 4/24/2015 1,000 BEREAVEMENT (Brother)
TCH25 1 SF " 5/14/2015 1.000 SICK FAMILY )
TCH25 1P 5/22/2015 .1.000 PERSONAL
TCH25 1H 5/25/2015 1.000 GLOBAL TAKEN DAY
’TCHZS 1P 5/25/2015 1.000 PERSONAL
TCH25 1SF 6/10/2015 1.000 SICK FAMILY
1SF 6/18/2015 1,000 SICK FAMILY




BOARD OF EDUCATION
HUNTINGTON UNION FREE SCHOOL DISTRICT

P.O. Box 1500
HUNTINGTON, NY 11743

. : Périod Ending 5/015 Chegk Date: 06/0)
o de GRQSS. ] FIGA BAsna State Eogal fedisare Exempk | | _Retine
CPP |8 T1966,44 s 105238 1840 |§ 7066 § 246l IS MR | (S
VI |3 2manel s weasely fomecso | 7,80 s o955 |FeD: 0D | [Hou41a54D
R L% o Tl s £ e e 7 M S
B { Inits Amoun Faiilr yeguetion Amdrmt Yoo T o] pdustio -Ansong. (-T-0.
AZG% 1e3R.2r i3 46%65-. 76 BES‘ABN@%‘ 82 1§ 53,62  |AFLACCAN 24,54 269.94

Az $ $
£2630160 3 175,07 |{$ 4376.76 |[ERSLN...|$ 100.00 | $ 1100,00 [DN+12%,, 1$ . .
1.50 {$ 58.10 |$ 8433.49 ||LIFNON.,|$ 0,88 |$ 9.7%  [HFNON*,, |$ 135.67 1492.37
‘ ‘ e N TSAFIDEL |$  100.00 |$  1100,00
€ Fonloyee Atfegdddee Baltan hrough  05/0472016___ 2
Base £ JRen. ~ Balanhee: |
S1ck, ... 91.50 15.00 12.75 88.75 *
Parsonal. 0,00 3.00 2,00 1.00
Vagat fon, 21,00 22,00 | 17.00 26,00
iConp Time 106,00 10,00 0.00 110,00
Message: Please note the June checks have triple deductions for 10 month Admini Direct Depdsit Total - > §1,136.61
strators, Chairpersons and Teachers,....... This check is for the Extra

Pay / Sub Pay for 5/11/15 - 5/21/15.

«v’=-4’<?:~:":*‘ BOARD OF EDUCATION NO 400
AR, HUNTINGTON UNION FREE SCHOOL DISTRICT b
AL HUNTINGTON, NY 11743 JPMorgan Chase Bank iy
R e Huntington, NY 11743 DATE: 06/05/2015
e i i B
VOID UVOID VOID VOID VOID VOID VOID VOID G+ o1 186,51
AY TO THE ORDER . ‘Bank Acct Type Amount
_ - 18 WASHMUT ¢ $  1136.61
NON-NEGOTIABLE

Direct Deposit Advice Only

% 8 shub details P@u‘d
\eave history —for
Wee ke endad ~Hre Sundayf
BOARD OF EDUCATION e —ﬁ(e, the date o {3 P&\/chec,k

HUNTINGTON UNION FREE SCHOOL DISTRICT
P.Q. Box 1500
HUNTINGTON, NY 11743

19"
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Monthly Attendance Accrual Form

School Year 2014/2015
irst Ni ! Empl # _‘
24 DM, A
Date of Hire 10 or 12 Mo. Emp. Emp Type/Unit

Sick Accrual Begins q [;Z,@ j 4
Slck Accrual Ends % 52,0* Z (ﬂ )

d&\i fr*; x@ﬂ 0 62 morth
T ﬁ \Iﬁ'zo S
} Number of Days Entered
Sick Days to be Accrued Monthly ;f
Personal Days to be Fronted \ ”5 .
Sick 1/2 to be Fronted
Vacation
I_Jersonai Accumulation Day to be Fronted
Month of Eligible Accrual Monthly Accruals to be entered Date Entered
July-2014 N /A
August-2014 ™ f!:,‘
September-2014 _ .
N eptember +1 \/
October-2014 +\ !’
¥
g November-2014 +1 v/
/ December-2014 ‘ + \ J
January-2015 + | /
5; February-2015 + | ‘ /
g March-2015 + /
/ ,
H April-2015 + \ \/
g
; May-2015 3 \ J
i June-2015 ‘ :
; u +\ ol

y;‘g byee dotd 15 “he @spﬁ
l@wﬁ "% J’}ﬁﬁt{ peq zf’ﬁ%’ﬁg@

A A #fm/@é

é @g ¥ g%%i‘a %é’iﬁ?&% "§u

- :L-té"—" f&
ﬁsﬁg Qee éf“éﬁﬁé’“ 1wl ’%i‘ﬁi{%ﬁf wﬁéi’é‘ga E‘?ﬁw‘

e fm»% e, SHO %ﬁ@
o terug’ Wps’ m“ﬁ"ﬂfe ol

g

+,



. Computer  retire2001
- 5h

. !nterqet
-+ Explorer

QuickTime  Exce]
Player- .

Roxio Creator Outlo}d
Starter

TOTAL PERSONAL

TOTAL VACATION

TOTAL COMP TIME

HOLIDAY

“This arhwmy entlof ee’s

| eaue i/}gm{:ﬁ‘f’ﬁ, aft acewued

Lélr is'é

: ‘;‘;J i)

931 AM P
SA/2015




New Hire Check off Sheet

Board Action

Original Work Sheet:

Change Status:

Time Sheet:

Salary Change Sheet:

Attendance Accrual:

Attendance Sheet:

Folder - Label

Others:

Exhibit K



Eschibil- L

Leave Benefit Provisions By Contract
Note: This table presents provisions under current contracts

Sick Days Personal Days Sick 1/2 Days Vacation Days
!gperintendent J | 13 days upfront 3 days upfront l 13 (iays upfront J | 23 days max of40
4 days upfront 4
Teachers ) 15 days upfront max n/a n/a
4 days upfront 4 .
Administrators 15 days upfront max n/a n/a
4 days upfront 4 . . :
Chaiipersons 15 days upfront max n/a n/a ;
3 days upfront 1
extra day for
Clerical - 10 Month (hired before 7/1/93) 15 days upfront accumulation only 6 days max 150 n/a :
|
1 day per month for 2 days upfront 1 l
first year, then 12 days extra day for ) |
Clerical - 10 month (hired afier 7/1/93) upfront accumulation only 6 days max 150 wa ;

' 10 days 1-3 yrs 15
1 day per month for 3 days upfront 1 days 3-7 yrs 22 days 7

first year, then 15 days extra day for +yrs prorated if hired
Clerical 12 month upfront accumulation only 10 days max 150 after 7/1;  max 30

1 day per month after
completing 5 months; at
Food Service (hired after 9/1/82 and work 20 completion of 2 yrs, 10
hours or more) days upfront 3 days upfront n/a n/a

Nurses | r 15 daysupfrontgl r 4 days upfront I r 10 days max 150 ! r n/a J

1 day per month after
completing 5 months; {
Aides, Monitors and Teaching Assistants (20 or at completion of 2 yrs
more hours) . 10 days upfiont 3 days upfront n/a n/a ‘

1 day per month
starting on 6th month;
after completing 1 yr,

10 days upfront; 95
Hallway Assistants max 3 days upfront n/a n/a

1 day per month

starting on the 6th
month; after completing
1 yr, 10 days upfront;
Security (full time) max 95 3 days upfront n/a n/a
1 day a month for 1st
¥r; 1.25 days per
month for 2nd yr; 3 days upfront 1 10 days 1-3yrs 15 .
after 2 yrs 15 days extra day for days 4-8 yrs 20 days
Custodians upront accumulation only 10 days max 150 9+ yrs ,
Non-contractual (non-bargaining unit staff) non-
instructional 15 days upfront 3 days upfront 10 days max 150 22 days after 1 year

Non-contractual {non-bargaining unit staff
instructional 15 days upfront 4 days upfront 10 days max 150 22 days upfront




EX//\J‘B{/\L M

QTR-78/ RETIREMENT REPQRT Date: 07/21/2014

NYPA409 ‘ . .
NYS Teachers’ Retirement System

Name: Huniiﬁgtbn Union Free Schools
MEMBER NAME

District Number: 2255
EMPLID
0835523

RETIREMENT DATE
B 07012014

Last Day Salary Was Earnedy. (O |5
If employment is pqrttim 8, provlde the I?ﬂs’tfday WGFE(F‘d pr Torto the dale of retllemen’c

TtTLE (;fnthea than, teaaher) ’ . I

: Does Member Have Am lndxwdual Cantraaf* :

[T Ves

Eopensaton

- for other than
egular dufles

07/01/09-
1 08/3011.

| omowioe |

 06/30/12.

07/01/1%- 1

Q7/01/12-
08/80/13

07/01/13~ | 07/01/14~

i 08/30/14. | 08/30118

- Unused Leave
: {slok, vacation personal,
- goimpensatofy, &lc.).

| OBI30M0

<

Refirement Incentive

{payments in anﬁdpatlon ‘

. ofretirement).

I health yyalver henus, eg_g?

T Were the above amounts

f Inciuded In saiary reptzrted '

f

Yes

No [

Yes No |

Yes No |

Yes No { Yes No

List all Gthel‘ Payments matie on oraffer 07/02014

mobh

‘ Date F’ald

1| (Ingluding payments made to |

403(%

Amad A0

Date(s) Eamed

Bt (ot Sga e g

T ey

| hereby oertxf_y that &l ‘.: i ;

Authorlzed Signatuie: ki




Coufidential Schedﬁle A ' : EX(A \l? it N
Huntington Union Free School District
Payroll Final Authorization Sheet for Extra Pay

Employee Namg L] o BEmp. #___ 4458

Bargalning Unit Custodlan Position ¢ MW
Dato of Hire:__ 8I8/08, . _ ‘Last Date of Service: _____ 6127/14

Salary: $57,521.00
{Bage Salery ! ncfudss stipendsy

Daily Rate of Pay :
B?ﬁg;ﬁ ;m- Current Year | Days takento | Total Umused days prior
- _ Manager Acorual ‘ Dg_tg_ . to Reﬂrafmen;
| Vacation Days | - 0.00 | 16,00 0.00 | 16,00 |
Slek & Personal . won T
Diays 18.25 _VO.Of‘J 18.26
" Sick Days @ | . T
. 172 Pay ?0‘0,(.)' i SQ'Q'G . 90,00
 Totel Days | Less 188 " Totl | Divided by 3 _
c:ommnea'éuék T apas| 188004 (1191.75‘)’:.'1 R X3 !

Tote Days 1o be| Days &ue@ e RoUnt owed
5= FOUOROON W 411119 Dally Rae Q. Termination
{Vacaflon . ’15 00 _ $8 318, 45 ;
Sek L 000 o0}
' _ Retlrement Incremant in Gontract $0.0§) -

Grand total to be pafd at Terminaion | $3,318.45 |

o
J o . .
‘ ik, : Vo ' .
Approvals: w"{zﬂ 5&”{ ¥ A P e mff
Payroll SupgvEdT U Asst upt. 0?%% R

e,



CRMARSRARSAINY .

Memo toy

Froms
D'a_te-x

Subjeets

HUNTINGTON UNION FREE SCHOOL DISTRICT

HUNTINGTON, NEW YORK

. James W, Polansky

Office of Humaﬁ Resources -

December 30, 8013

Human Resouyces Persornel Changes
{Meeting of January 6, 2014)

- Adminstration récommends approva‘l of the following changes in Perspnnel:

| 6/30/14

| Mot to exez
| $42,500,00 .

E)C \/;\ l;)i'f'

o HS/ Gridancs =~ T

Closg of Busxneés
| 6/30 /14

1 Not toexceed
1. $42,500,00

| Blno/lia

- Not to exceed
i fags00.00

Close of Busiiess

“:%ED/K%&T:J% '

Gla0/i4

" Nottoexesed
! '$42,5oo fol¢)

“Cloge of Busmess

' I;IR/Sééx*etaltial'

| Close of Business
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