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BACKGROUND 
 
Since 2006, Orange County Public Schools has engaged the services of an outside firm to 
recruit, interview, select, hire and assign substitute teachers. The substitute teachers are 
employees of the outside firm, not OCPS. Within OCPS, the Substitute Services Division of the 
Human Resources Department administers the agreement with the outside firm and coordinates 
the services provided and the district’s payment for those services. 
 
Successful administration of this arrangement requires attention to detail, follow-through on 
matters requiring attention and close coordination between and among district personnel and 
the outside firm’s personnel. 
 
OBJECTIVE 
 
Our audit objective was to determine whether the Substitute Services contract is managed in an 
efficient and effective manner and whether management practices include appropriate controls.  
 
SCOPE AND METHODOLOGY 
 
Our audit covered the period from July 1, 2010, through June 30, 2011. 
 
Our audit was performed in accordance with the International Standards for the Professional 
Practice of Internal Auditing issued by the Institute of Internal Auditors. The procedures 
performed were those we deemed necessary to meet the audit objective. 
 
COMMENDATION 
 
In general, the Substitute Services Department is managing the substitute teachers process 
effectively. The absentee fill rate is very high and school principals have expressed, via a survey 
conducted by Substitute Services, satisfaction with the arrangement. The results of our tests 
revealed no significant issues. However, we do have several findings and recommendations 
that we believe will further improve the substitute process. 
 
FINDINGS AND RECOMMENDATIONS 
 
Eleventh Day Pay: 
When a substitute with a Bachelor’s degree or higher serves more than 10 consecutive days in 
the same position, (s)he is paid based on the instructional salary schedule of OCPS, exclusive 
of benefits. 
 
We noted 7 of the 62 substitute transactions we tested involved 11th day pay. Two of those 7 
transactions had errors in the 11th day pay. In one case the substitute was paid at the 11th day 
rate when she should not have been. In the other case, the substitute was not paid at the 11th 
day rate when she did meet the criteria and should have received it. Neither of these errors was 
detected by the outside firm or OCPS personnel. 
 
We recommend that the 11th day process be clarified and re-communicated to the involved 
parties. We also recommend that billings for these particular substitutes be adjusted as 
appropriate. 
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Error in Computer Program for Absences: 
A key control in the payment procedure for substitute services is a process that matches each 
day’s billing for a substitute with a recorded absence in OCPS time and attendance records. 
This matching is performed by a computer program developed by the district’s ICTS 
Department. 
 
Our testing revealed that deductions of sick time for contribution to the district’s sick leave bank 
are read as absences by the matching program. In our test, this resulted in false verification of 
an absence for an employee who was, in fact, not absent on the day in question. 
 
We recommend that the computer program be revised to properly read the code for sick leave 
bank contributions so that they are not read as absences. 
 
 
Changes to Employee Leave Records: 
During our audit we noted the reversal of leave recorded at a time when a substitute teacher 
was on duty. A five day absence that was originally recorded in September, 2010, was reversed 
in May, 2011. The substitute did work at the school on the day in question and the outside firm 
has been paid for those services. 
 
We recommend that the OCPS Payroll Department develop a procedure to periodically review 
changes in recorded leave to ensure that they are proper. 
 
 
School Board Policy GCG: 
School Board Policy GCG, Part-time and Substitute Professional Staff Employment, has 
become outdated due to procedural and statutory changes. 
 
We recommend that this policy be reviewed and updated as necessary. 
 
 
Invoice Reconciliation Procedures: 
While there are written procedures describing the reconciliation of billings from the outside firm, 
they lack a clear narrative of the overall process and a clear identification and description of the 
approval points for non-routine transactions. 
 
We recommend that the process be refined to add these clarifications. 
 
 
We wish to thank the staff of Substitute Services for their cooperation and assistance during the 
audit. 
 
 
Robert Sicolo, CIA, Auditor 
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