Longwood Central School District

Review of Employee Attendance

For the 2023-2024 School Year
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Board of Education:

We have been retained to function as the internal auditor for the Longwood Central
School District (hereinafter, “the District”). Our responsibility is to assess internal control
systems in place within the District, and to make recommendations to improve upon
possible control weaknesses or deficiencies. In doing so, we hope to provide assurance to
the District’s Board, management, and residents that the fiscal operations of the District
are being handled appropriately and effectively.

BACKGROUND:

In our Risk Assessment report performed during fiscal 2021, we identified payroll as a
risk area since it represents the largest expenditure of the District. A good payroll system
ensures that employees receive compensation and benefits to which they are entitled and
includes an adequate timekeeping system/process that ensures employees are accurately
paid for time worked. Therefore, we identified employee attendance tracking as the risk
area for review for fiscal 2023-2024.

Employees are entitled to be absent from their regularly scheduled position for a variety
of reasons including personal matters as well as school-related functions such as training
and meetings. In some cases, the District is required to have a substitute worker fill in for
staff that is absent, which is an additional cost. It is therefore imperative that the District
has procedures to ensure that employee absences are properly monitored.

The Board is responsible for establishing policies and procedures (through contractual
agreements) regarding employee work hours, work environment, and time off. District
officials are responsible for implementing controls over employee attendance to ensure
that employees are following appropriate and required notification procedures if they will
not be at work, and to ensure coverage is provided for certain positions (e.g., teacher,
nurse, or security guard). As most employees in the District are contractually able to carry
over their unused time (e.g., sick/vacation/personal days), it is critical that the District
has strong internal controls to assure that absences are accurate and properly maintained
as it could lead to incorrect payment(s).

Controls over attendance include:
¢ Maintaining an adequate timekeeping system/process that limits employee
absences based on contractual agreements.
¢ Documenting daily attendance via electronic sign-in, sign-in sheets or timecards.
e Reconciling daily attendance with attendance maintained in the financial system.
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e Requiring pre-approvals of time off for personal or vacation reasons.

e Requiring supervisory review and approval of the employee’s timesheet before
being submitted to payroll.

e Requiring pre-approvals of time off for cancer screening, conferences/ trainings.

¢ Obtaining medical notes to substantiate extended periods of time off; and

¢ Ensuring time off is being charged to the correct absence code.

These measures can help ensure that employees are accurately paid for time worked. The
absence of adequate controls over timekeeping may leave a payroll system susceptible to
error, abuse, or even fraud.

SCOPE:

Our review consisted of evaluating the policies and procedures related to tracking and
communicating attendance in the District. This entailed gaining an understanding of the
processes utilized by the District to review and record hours worked, to document
employee absences, and to track employee time-off balances. This includes how the
District uses Frontline Absence Management (formerly known as AESOP) for recording
absences and TimePiece for recording when employees are starting and ending their day.
In addition, we reviewed the applicable bargaining unit contracts to gain an
understanding of the contractual obligations regarding the procedures and payment for
time off.

We then obtained an export from the District’s financial system, nVision, of the
attendance recorded for every employee during fiscal 2023 and performed various
analyses to assess absence trends as well as compliance with District policies and
employment agreements.

TEST PERFORMED:

Using the exported nVision “Attendance Detail Report” for the 2022-2023 school year, we

performed the following tests and analyses:

e Selected a sample of employees who had taken the highest number of sick days in
comparison to other employees to assess whether what oversight is in place to reduce
potential abuse of time off, and to confirm that those who were absent more than 5
days in a row provided a doctor’s note as per the applicable contract bargaining
agreements (CBAs).

e Assessed the sick time carried forward and assessed whether any employee charged
more time than available.

¢ Reviewed a sample of those employees who charged time to School Business to assess
whether the employee was eligible to use this absence code and sufficient support was
maintained to charge that absence code.

e Reviewed a sample of those employees who charged time to the Cancer Screening
attendance code to ensure the amount of time taken is in compliance with State laws.

e Reviewed a sample of those employees charged time to bereavement pay to assess
whether the absence taken was in accordance with the terms of his contract.

e Selected a sample of employees who had jury duty to determine whether the
employee provided sufficient support to charge that absence code.




RESULTS OF REVIEW:

Based on our review of procedures and tests performed, the District has implemented
internal controls to document and track employee attendance. We noted some areas
where the District can improve internal controls and also gain efficiencies through using
computer applications and standardizing attendance procedures District-wide. The
results of our review are documented below.

I. GENERAL ANALYSES:

Based on the Contract and Rate Report from the District’s financial system, nVision, the
District had approximately 1,790 employees during the 2022-2023 school year. To assess
employee absences, we obtained a report from nVision of all absences recorded from July
01, 2022 through June 30, 2023. The District established approximately 54 absence codes to
track the various absences; however, they utilized about 30 of these codes in that school
year.

The chart below shows the average hours absent! by bargaining unit during the 2022-2023
school year.

Average Hours Absent in 2022-2023 by Bargaining Unit
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The chart below indicates the total number of days reported absent for the top six (6)
codes most used during the 2022-2023 school year. The majority of absences taken were
related to sickness and family illnesses.

Total Hours Absent in 2022-2023
Top 6 Absence Categories
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The chart below indicates the top 6 absence codes as used by the different employee
groups.
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II. ABSENCES BEFORE/AFTER HOLIDAY OR SCHOOL CLOSURE:

In the 2022-2023 school year, there were 184 school business days (non-holiday
weekdays). We performed an analysis of absences that occurred the day before or after a
holiday break to inform the District of days that may be prone to misuse of sick time or
other time off categories.

SICK TIME:

We calculated the total number of employees that utilized the “sick” absence code (we
excluded employees who were absent due to FMLA, maternity, workers compensation,
cancer screening, conferences, or bereavement) the day before or after each holiday or
school closure based on the District’s school calendar. Below are the results of our
analysis.

EMPLOYEES WHO CHARGED SICK TIME BEFORE/AFTER HOLIDAY OR SCHOOL CLOSURE
Employees
Holidays (per school calendar) Date Absent
Friday before Labor Day 9/2/2022 29
Day after Labor Day 9/6/2022 23
Friday before Rosh Hashanah 9/23/2022 57
Day after Rosh Hashanah 9/28/2022 59
Day before Yom Kippur 10/4/2022 50
Day after Yom Kippur 10/6/2022 44
Friday before Columbus Day 10/7/2022 55
Day after Columbus Day 10/11/2022 49
Day before Veteran's Day 11/10/2022 52
Monday after Veteran's Day 11/14/2022 59
Day before Thanksgiving Recess 11/22/2022 74
Monday after Thanksgiving Recess 11/28/2022 66
Friday before Winter Recess 12/23/2022 72
Monday after Winter Recess 1/3/2023 67
Friday before Dr. Martin Luther King's Day 1/13/2023 81
Day after Dr. Martin Luther King's Day 1/17/2023 48
Friday before Mid-Winter Recess 2/17/2023 82
Monday after Mid-Winter Recess 2/27/2023 72
Friday before Spring Recess 3/31/2023 69
Day after Spring Recess 4/11/2023 46
Friday before Memorial Day 5/26/2023 23
Day after Memorial Day 5/30/2023 26
Friday before Juneteenth 6/16/2023 73
Day after Juneteenth 6/20/2023 50
Average absences before/after holiday 55




Auditor’s Comment: On average, there were 55 employees absent on a school
business day before or after a holiday/school closure who utilized sick time. The
District’s current employment contracts provide employees with time off due to
sickness which can be carried forward every year and allowed to accumulate. The
District should track employees who habitually are absent before/after a holiday
or school closure to assess whether an employee is abusing their time off
privileges to extend a school holiday or closure.

PERSONAL TIME:

We calculated the total number of employees that utilized the “personal” absence code
(we excluded employees who were absent due to FMLA, maternity, workers
compensation, cancer screening, conferences, or bereavement) the day before or after each
holiday or school closure based on the District’s school calendar. Below are the results of
our analysis.

EMPLOYEES WHO TOOK PERSONAL TIME BEFORE/AFTER HOLIDAY OR SCHOOL CLOSURE
Employees
Holidays (per school calendar) Date Absent
Friday before Labor Day 9/2/2022 11
Day after Labor Day 9/6/2022 10
Friday before Rosh Hashanah 9/23/2022 20
Day after Rosh Hashanah 9/28/2022 19
Day before Yom Kippur 10/4/2022 23
Day after Yom Kippur 10/6/2022 21
Friday before Columbus Day 10/7/2022 32
Day after Columbus Day 10/11/2022 23
Day before Veteran's Day 11/10/2022 25
Monday after Veteran's Day 11/14/2022 23
Day before Thanksgiving Recess 11/22/2022 22
Monday after Thanksgiving Recess 11/28/2022 11
Friday before Winter Recess 12/23/2022 14
Monday after Winter Recess 1/3/2023 5
Friday before Dr. Martin Luther King's Day 1/13/2023 20
Day after Dr. Martin Luther King's Day 1/17/2023 21
Friday before Mid-Winter Recess 2/17/2023 25
Monday after Mid-Winter Recess 2/27/2023 12
Friday before Spring Recess 3/31/2023 26
Day after Spring Recess 4/11/2023 9
Friday before Memorial Day 5/26/2023 22
Day after Memorial Day 5/30/2023 13
Friday before Juneteenth 6/16/2023 51
Day after Juneteenth 6/20/2023 31
Average absences before/after holiday 20

Auditor’s Comment: On average, there were 20 employees absent on a school
business day before or after a holiday/school closure who used personal days. The
District’s current employment contracts provide employees with time off due for
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personal reasons and in general, are required to be pre-approved before taken. The
majority of the employees that charged personal time during the above date
analyses were teachers.

III. ATTENDANCE PROCEDURES / TRACKING ABSENCES:

Each building has an attendance clerk who is responsible for keeping attendance of
employees who are assigned to that building. In addition, several departments have a
person assigned to track attendance for certain groups of employees (e.g., business office,
operations & maintenance, transportation, etc.). As part of our procedures, we gained an
understanding of the procedures for tracking attendance through discussions with staff
responsible for attendance in the Human Resources department as well as the attendance
clerks at 5 of the 7 District buildings (Coram Elementary, Ridge Elementary, West Middle
Island Elementary, Longwood Middle School, and Longwood High School).

Generally, teachers, nurses and teacher assistants sign in on a daily attendance sheet and
the buildings/attendance clerks will send to HR. In addition, maintenance and grounds
staff sign in at the building they are assigned to. Frontline is used primarily to note when
a substitute is needed for an absent employee. Employees who need a substitute
(predominantly teachers) are required to enter their absence in Frontline before the start
of the school day. In some cases, an employee may have an emergency that precludes
them from entering their absence in Frontline. If an absence cannot be entered into
Frontline by the employee, only HR can enter the absence. If the employee entered the
incorrect absence reason in Frontline, the employee must notify HR and only HR can
modify the entry. HR is responsible for importing the absences from Frontline to nVision.
If there are any discrepancies in absence codes being entered in Frontline, HR will
compare to the daily attendance sheets.

Auditor's Comment: Through our discussions with the Operations and
Maintenance department, we noted that substitutes are needed for custodians who
are out. Currently, this is being tracked manually by the department attendance
clerk and is a cumbersome process. The District should assess the feasibility of
using Frontline for custodians to record absences and assign substitutes.

All other staff (except for employees who have individual contract agreements) will
punch in and out using TimePiece. Each day, HR is responsible for importing the time
entries in TimePiece into nVision. HR will review the data imported to ensure the entries
were imported properly. If an employee missed punching in or out, the employee would
contact the attendance clerk and note in writing the reason why they missed their punch.
Attendance clerks in the buildings can utilize the cameras to substantiate when someone
enters or leaves the building or can use the sign-in sheets. Discrepancies in attendance
balances are handled by HR and only HR can make attendance corrections in nVision
with approval from District administration.

Auditor’'s Comment: Based on our discussions, we noted that HR and the
attendance clerks communicate frequently to ensure attendance is being properly
tracked, especially if an employee is out for 10 days or more. HR will run a
negative balance report twice per week to assess whether an employee has
exhausted all the time off available. We were informed that attendance balances
are printed on the payroll check stubs; however, there is a 2-week lag in updating
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the balances. As such, HR will notify payroll if the employee is to be docked pay
and will notify the benefits administrator should the employee need to pay for
their portion of the health benefits premiums. The District should inquire about
obtaining video tutorials to train new employees, especially those who review
and approve punches, and document absence codes in TimePiece.

IV. TESTS OF VARIOUS ABSENCE CATEGORIES:
Employees are able to take absences either for half the day (.5 unit) or a full day (1 unit).

i. Excessive Absences: Excessive absences may increase a district’s costs to cover
vacancies. We noted that employees charged an average of 7 days sick during the
2022-2023 school year. Most contracts allow unused sick time to be rolled over to the
following school year. As such, we examined total absences per employee and
selected 6 employees who charged time off ranging from 15.5 days to 103.5 days. We
noted that the employees selected used available sick days. We discussed each
employee’s situation with the District and compared it to the Attendance Detail
Report to determine whether the selected employees’ time off was reasonable. No
exceptions were noted.

ii. Consecutive Sick Days: Most employees of the District are required contractually
or procedurally to provide a doctor’s note when out sick for more than 3 consecutive
days. We selected 14 staff who used the absence code “sick” for more than 3
consecutive days to assess whether a doctor’s note was provided for the dates of the
absence (we did not select employees who were using sick time and then went on a
leave of absence). No exceptions were noted.

iii. Personal Days: We selected 10 employees who took personal days that were either
before or after a holiday/school closure to assess whether the employee obtained the
required approval if applicable. No exceptions were noted.

iv. Health (Cancer) Screening Time Off: New York Civil Service Law Section 159-b
requires that public-sector employees receive up to four (4) hours or .5 units of paid
leave for any cancer screening, including prostate cancer screening. This leave time is
taken without any deduction by the employer to the employee’s respective sick,
personal, or vacation leave accruals. Employees are required to provide a note from
the doctor’s office as proof.

Issue #1: We noted 2 individuals took two half-days for health screening during
the 2022-2023 school year. Although both employees provided doctor’s notes for
the 2 dates of absence, employees are only entitled to charge one half-day (up to 4
hours) towards cancer screening. In addition, we noted 2 employees who had 1
unit charged for health screening, and 32 employees where the units charged for
health screening ranged from .5360 to .80. Per discussions with the District,
nVision is not set up to restrict an employee from taking more than .5 units for
cancer screening and no other analyses were performed to assess the time charged
to this absence code.

Risk: Employee charged more time than legally and contractually stipulated.



Risk Level: Moderate-High

Recommendation: We recommend the District perform a review semiannually to
ensure that employees do not charge more than .5 units for cancer screening
within the fiscal year. The District may be able to set a limit threshold within
nVision.

v. Vacation: The District’s bargaining unit contracts stipulate the number of days an
employee can take off for vacation (only civil service employees are entitled to
vacation time off). We selected 5 employees who took vacation more than 12 vacation
days during the 2022-2023 school year to assess whether the time taken was in line
with their contract agreement and the employee had available vacation days. We also
assessed whether the vacation was properly approved. No exceptions were noted.

vi. Blood Donation: The District’'s bargaining unit contracts stipulate the number of
days an employee can take off for blood donation. We selected all 4 employees who
took charged time off for blood donation during the 2022-2023 school year to assess
whether the time taken was in line with their contract agreement and whether
supporting documentation was provided. No exceptions were noted.

vii. Bereavement: The District’s bargaining unit contracts stipulate the number of
days an employee can take off for bereavement. Each Unit allows for different
amounts bereavement days per eligible deceased immediate family (i.e., immediate
family refers to spouse, child, father, mother, brother, sister, or other permanent
member of the household). In general, employees are allowed to take up to 5 days off
for a bereavement event. We selected 2 employees who charged 5 days for
bereavement to ass whether the days taken were in accordance with his/her contract.
In addition, we also assessed whether the District tracks the relationship of the
deceased to the employee to ensure that bereavement requests are not for the same
family member. No exceptions were noted.

viii. Jury Duty: District employees who participate in jury duty must provide proof
that they served on the day that they charged for this reason. Based on our review of
the attendance detail for 2022-2023, we selected 10 of the employees that charged time
off to jury duty, 2 of which charged 14 days and 16 days. We obtained and reviewed
support to the dates served agreed with the dates listed as absent. No exceptions were
noted.

We would like to thank the staff in the District for their cooperation and professionalism
during our testing.

We understand the fiduciary duty of the Board of Education, as well as the role of the
internal auditor in ensuring that the proper control systems are in place and functioning
consistently with the Board’s policies and procedures.



Should you have any questions regarding anything included in our report, please do not
hesitate to contact us at (631) 582-1600.

Sincerely,
Coc € bsoiete LLP

Cerini & Associates, LLP
Internal Auditor
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