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BACKGROUND 
The Clery Act, passed in 1990, promotes campus safety by ensuring that students, employees, 
parents, and the broader community are well-informed about important public safety and crime 
prevention matters. All postsecondary institutions that participate in Title IV financial assistance 
programs must disclose campus crime statistics and security information. They must also have 
specific campus safety and security-related policies and procedures in place. 
 
The Clery Act was amended in 2013 by the Violence Against Women Reauthorization Act 
(VAWA). This amendment expanded the original act to include dating violence, domestic violence 
and stalking. The amendment also created new requirements related to institutions' prevention 
and response efforts. 
 
In the spring of 2016 the district rebranded its technical education facilities as Orange Technical 
College (OTC). Subsequently, during the annual risk assessment process, OTC management, 
district Safety and Security management and the Legal Services Department all identified a risk 
that the technical college might not be complying fully with applicable provisions of the Clery Act. 
Consequences for non-compliance may include fines and loss of financial aid funding. As part of 
its risk treatment plan for this risk, in June 2016 the district created a new position titled 
Administrator for Clery Act Compliance. This position was filled on September 14, 2016. 
 
OBJECTIVE 
Our audit objective was to review and evaluate OCPS's compliance with applicable sections of 
the Clery Act. 
   
SCOPE AND METHODOLOGY 
Our scope included all campuses of Orange Technical College. We reviewed compliance 
activities for the period from July 1, 2015 through October 1, 2016. 
 
We developed an understanding of the Clery Act and the provisions that apply to OCPS from The 
Handbook for Campus Safety and Security Reporting, 2016 Edition, (the “USDOE Handbook”) 
published by the United States Department of Education (USDOE). We determined what 
compliance activities should be in place including policies, procedures and reporting practices 
and performed tests to determine whether they are in place and are functioning effectively. 
 
Our audit was conducted in accordance with the International Standards for the Professional 
Practice of Internal Auditing of the Institute of Internal Auditors and included such procedures as 
deemed necessary to achieve the objectives. Internal Auditing is an independent, objective 
assurance and consulting activity designed to add value and improve an organization’s 
operations. It helps an organization accomplish its objectives by bringing a systematic, disciplined 
approach to evaluate and improve the effectiveness of risk management, control, and governance 
processes. We are required to note any material deficiencies in accordance with Florida Statutes, 
School Board Policy and sound business practices. We also offer suggestions to improve controls 
or operational efficiency and effectiveness. 
  



3 
 

COMMENDATIONS AND GENERAL RECOMMENDATION 
 
The Safety and Security Department initially raised this risk concern about the importance of 
complying with the Clery Act. The Career and Technical Education (CTE) Department Financial 
Services/Compliance section has made an effort to stay abreast of compliance areas and keep 
district management and the Technical College campuses informed through emails and meetings. 
 
It is our understanding that the Administrator for Clery Act Compliance has already contacted and 
developed relationships with local law enforcement agencies and other post-secondary 
institutions to gain an understanding of Clery Act compliance best practices. We commend these 
proactive steps and encourage continued cross functional and cross organizational participation. 
 
As a general recommendation, we recommend the District use a collaborative approach to 
develop and implement processes and procedures to comply with the Clery Act. Departments 
such as Safety and Security, CTE, Real Estate and ICTS, among others, should be involved to 
accomplish this effort. 
 
We have the following additional findings and recommendations that we believe will improve the 
district’s compliance with the Clery Act. They are organized by subject matter with a recital of the 
requirements in the USDOE Handbook, our audit findings, and our recommendations in the table 
which follows. 
 
 
 
We wish to acknowledge the staffs of the Safety and Security and Career and Technical Education 
departments for their cooperation and assistance during this audit. 
 
 
Vince Roberts, CIA, Internal Auditor 
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FINDINGS & RECOMMENDATIONS 
 

USDOE Requirement Audit Findings Recommendations 
GEOGRAPHY   
Institutions must disclose statistics for reported 
Clery Act crimes that occur on campus, in or on 
non-campus buildings or property that an 
institution owns or controls, and on public 
property within or immediately adjacent to the 
campus. In order to accurately report crime 
statistics, it is essential to identify the geographic 
location. 

Maps of campus locations were provided but there were 
inconsistencies in the identification of each campus’ 
geography. 
 
 

Coordinate with Facilities Real Estate and Planning 
to include up-to-date lists of buildings and 
properties on campus, non-campus and adjacent 
public property. Specific suggestions are: 

• The Orlando Tech campus should also 
include the RBELC Building, Parking 
Garage, Tech College parking lot and 
Champs Cafe. 

• The Mid Florida Tech campus should also 
include the Magic Way complex area 
where students receive Commercial 
Vehicle Driving training. 

• The Avalon Tech campus should also 
include Timber Lakes Elementary School 
since this location shares the same 
property with the Tech College campus. 
 

Continue research to determine whether 
apprenticeship locations and locations for annual 
competition events should be included in campus 
geography. 
 

CRIME STATISTICS   
Institutions must collect, classify, and report 
crime statistics for campus geography to include 
four general categories of crime statistics:  
“Primary Crimes” as specified in 20 U.S.C. Sec. 
1092(f)(1)(F)(i)-(ix); Hate Crimes based upon 
actual or perceived race, gender, religion, 
national origin, sexual orientation, gender 
identity, ethnicity or disability; Violence Against 
Women Offenses, including domestic violence, 
dating violence, and stalking, and Arrest/ 
Disciplinary Referrals for violations of Weapons, 
Drugs, and Liquor Laws. 

We noted that the various campuses of Orlando 
Technical College use different forms to collect crime 
statistics. The following documents are used to collect 
potential crime statistics: 

• Daily Crime Log 
• Local Law Enforcement Statistics 
• Student Statement (Witness) form 
• Incident Reports 
• Safety/Disciplinary Referral form 
• District Police Reports 

Designate an individual to coordinate collection of 
internal crime statistics from all campuses. 
Develop and implement a uniform method of 
collecting, classifying, and maintaining crime 
statistics to improve consistency among technical 
colleges and to ensure accurate reporting. 
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 • Prop-5 form  
 
Our review of the Safety/Disciplinary Referral forms 
covering the past 15 months at the five campuses found 
approximately seven reportable offenses that should 
have been reported in the October 2016 Annual Security 
Report (ASR) and approximately six reportable offenses 
that will be reported in the October 2017 ASR. Four of 
the total reportable offenses for both years were related 
to Disciplinary Referrals for violations of Weapons, 
Drugs or Liquor laws. 
 

CAMPUS SECURITY AUTHORITIES (CSA)   
It is recommended by the United States 
Department of Education that institutions identify 
and train individuals or offices with significant 
responsibility for student and campus activities to 
collect and document reported crimes and 
forward information to designated campus 
security management. 

Administrators, Deans, Guidance Counselors, 
Instructional Support and Security Officers were 
identified as CSA’s in the ASRs. However, there was no 
evidence of training. A Security Officer at Westside 
campus was not identified as a CSA in the 2016 ASR. 

Reevaluate the identified CSAs at least annually 
and document the rationale for deciding who is a 
CSA. CSA designation should be driven by function 
not title. The USDOE Handbook suggests that the 
CSA designation be made part of the job 
description of persons who are so-designated. 
Periodic training needs to be developed and 
implemented. 
CSAs at each campus location should affirmatively 
inform the designated person in charge of the Daily 
Crime Log that there are no crimes to report when 
that is the case.  
 

LOCAL LAW ENFORCEMENT CRIME STATISTICS   
Institutions must make a reasonable good-faith 
effort to obtain crime statistics from all local law 
enforcement agencies that have jurisdiction over 
the school’s Clery Act geography each year. 
 

Crime statistics were requested and received from the 
Orange County Sherriff’s Office and the Winter Garden 
Police Department for three technical college campuses 
during August and September 2016. The Orlando Police 
Department’s email response stated that they would 
charge a fee to provide crime statistics. The Winter Park 
Police Department had been contacted through phone 
voice mail messages but no documentation was 
maintained and no crime statistics were provided. 

Designate an individual to coordinate collection of 
external crime statistics from all local law 
enforcement agencies for all campuses. The 
agencies should be contacted early in the calendar 
year for crime statistics for the previous year. 
Documentation to support a reasonable good-faith 
effort to obtain crime statistics should be 
maintained. 
 

   
DAILY CRIME LOG   



6 
 

Institutions must create, maintain and make 
available a daily crime log. Nature of Crime, 
Date/Time reported/occurred, General Location 
and Disposition are required elements of the 
daily crime log. The daily crime log for the most 
recent 60 day period must be open to public 
inspection. 
 

No Daily Crime Logs were maintained during 2015/2016. 
Daily Crime Logs for the current period have been 
developed but entries for each day, including weekends, 
were not always evident. 
 

The Daily Crime Log should have an entry every 
day even if the entry states that no crimes were 
reported on that day.  
Completed daily crime logs for the most recent 60 
day period should be available for public inspection 
as required by the Clery Act. We recommend these 
be maintained in the campuses’ front offices. The 
portion of the log that is older than 60 days should 
be available within two business days of a request 
for public inspection.  
 

EMERGENCY RESPONSE AND EVACUATION 
PROCEDURES 

  

Institutions must have and disclose written 
emergency response and evacuation procedures 
that would be used in response to a significant 
emergency or dangerous situation involving an 
immediate threat to the health or safety of 
students or employees occurring on campus. 
The procedures should be tested at least 
annually to identify and improve any 
weaknesses. 
 

The District Safety department requires and monitors 
monthly emergency evacuation drills. All campuses were 
in compliance with the monthly emergency evacuation 
drills. 
The Emergency Management section of the Safety and 
Security Department Handbook requires a 
comprehensive Safe School Plan to be completed each 
year. Section 3.3 of the Safe School Plan requires 
schools to conduct an annual tabletop exercise. 
A Safe School Plan for the 2016/2017 period were 
completed and available for all campuses. 

None. 
 

TIMELY WARNINGS   
Institutions must alert the campus community to 
certain crimes in a manner that is timely and will 
aid in the prevention of similar crimes. They must 
include in their ASR a policy statement that 
accurately reflects their current timely warning 
procedures. The intent of the Timely Warning 
Policy is to alert the campus community to 
potentially dangerous criminal situations to 
enable people to take appropriate precautions to 
protect themselves. A warning should be issued 
as soon as pertinent information is available. 
 

The ASR and Safe School Plan section 4.4 state that 
timely warning notifications are issued through a variety 
of methods such as the intercom system, radios, staff 
email, staff and students via the Connect Orange system 
and social media. 
During site visits, we were made aware of two incidents 
that appeared to meet the criteria of a timely warning 
notification but there was no documentation that a timely 
warning was issued. 
 

Consider compiling email addresses and/or 
cellphone numbers for students at each technical 
college to provide more communication options and 
provide documentation of timely warning 
notifications. 
Decisions to send or not send timely warning 
notifications must be documented. 
 

ANNUAL SECURITY REPORT (ASR)   
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Institutions must publish an ASR by October 1 
each year and distribute it to all enrolled students 
and all employees for each campus. The report 
must contain three years’ worth of Clery Act 
crime statistics reported by year and by 
geographic location in a table format as well as 
13 policy statements. 
 

The ASR for each Orlando Technical College campus is 
available on the campus’ website. The reports included 
a link to the USDOE site for crime statistics but did not 
contain crime statistics for campus, non-campus and 
public property in a table format as required by the Clery 
Act. 
The campuses used a variety of methods to inform their 
communities of the availability of the ASR. We noted 
disclosures in orientation presentations, classroom 
signs, handouts and statements on the back of 
staff/student ID badges. 
 
The current ASR for all campuses stated that the College 
does not offer programs to inform students and 
employees about the prevention of crimes. These 
programs and policy statements are required. 
 
None of the current ASRs included drug and alcohol 
prevention programs offered to all students. 
 
The current ASR for the Winter Park campus stated that 
the school employs a full time security attendant but 
during site visit meetings it was learned that this 
statement was not accurate since the individual 
transferred to another school location on March 10, 
2016. 
 
The current ASR for the Mid-Florida campus stated that 
the school does not have any on campus law 
enforcement presence, but during site visit meetings we 
learned that this statement was not accurate since the 
campus pays for off duty law enforcement. The School 
Funds Online accounting system records shows over 
$92,000 was paid to Orange County Sheriff’s Office 
during the last 15 months for security. 
 
Three ASR’s did not provide adequate information to the 
campus community on how to access registered sex 
offender information. 
The current ASR for all campuses did not indicate the 
types of circumstances for which a timely warning will be 
issued and the identity of the individual(s) or office(s) 
responsible for issuing the warning.  

Enhance the ASR publication to include crime 
statistics, all required policy statements, 
prevention/ educational programs and accurate 
information. 
 
Several copies of the ASR should be available in 
the front office in the event a request for review is 
received from a member of the public. 
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The current ASR for all campuses included Sex Offense 
Policy, Procedures and Programs statements but did not 
include all of the VAWA policy statements and definitions 
for dating violence, domestic violence, sexual assault, 
stalking, and bystander intervention. In addition, VAWA 
prevention and educational awareness programs that 
are required were not listed. 
 

WEB-BASED DATA REPORTING   
Crime statistics from the ASR are to be submitted 
to USDOE via the annual Campus Safety and 
Security Survey web-based survey. This data is 
then posted to the USDOE’s public website for 
use by consumers and the public. 
 

Completion certificates indicated that crime statistics 
data were submitted by the required date during 
2015/2016 and 2016/2017. One campus could not locate 
the completion certificates. 
 

None. 
 

MISSING STUDENT NOTIFICATION AND FIRE SAFETY   
Missing student notification and fire safety 
procedures are applicable only for institutions 
with on campus student housing. Although these 
components are not applicable to the campuses 
of Orlando Technical College, the district’s 
Administrator for Clery Act Compliance 
recommends that the ASRs include a statement 
acknowledging that these sections are not 
applicable. 
 

The current ASR did not include an acknowledgement 
statement that missing student notification and fire safety 
procedures are not applicable. 
 

Include an acknowledgement statement in the ASR 
that there is no on-campus housing and therefore 
missing student notification and fire safety 
procedures are not applicable to the district’s 
technical college campuses. 
 

   
     
 
 



AUDIT RESPONSE MATRIX     FISCAL PERIOD OR AUDIT DATE:  January 2017 

Department / School Name Orange Technical College 
Administrator / Department Head Dr. Michael D. Armbruster 
Cabinet Official / Area Superintendent Dr. Jesus F. Jara 

Exception Noted 
(Finding / recommendation) 

Management Response 
(Corrective Action) 

Responsible Person 
(Name & Title) 

Expected Outcome & Completion Date    
What is the evidence of the corrective action? 

What is?  What should be? What needs to be done? Who needs to do it? When will the action be completed? 
(MM/YYYY) 

GEOGRAPHY: 

Maps of campus locations were 
provided but there were 
inconsistencies in the identification 
of each campus’ geography. 

Maps that outline our Clery 
Geography for each campus 
will be created. These maps 
will be provided as a 
handout during CSA 
training. 

Clery Administrator The Clery Administrator met with Brent Downs 
in GIS who created standardized maps that 
outline our Clery Geography for each campus 
(1/5/17). These maps will be provided as a 
handout during CSA training (4/1/17). 

CRIME STATISTICS: 

Designate an individual to 
coordinate collection of internal 
crime statistics from all campuses. 
Develop and implement a uniform 
method of collecting, classifying, 
and maintaining crime statistics to 
improve consistency among 
technical colleges and to ensure 
accurate reporting. 

Clery administrator position 
created to collect internal 
crime statistics.  Online CSA 
form created to streamline 
information from all tech 
colleges to the Clery 
administrator. 

Clery Administrator 

Tech Colleges Designee 

The Clery administrator was hired and started 
around Nov. 2016. A online CSA form was 
created to streamline information from all 
tech colleges to the Clery administrator 
(1/15/17). Training will be completed on how 
to access and utilize this form (4/1/17) 

1 



 AUDIT RESPONSE MATRIX                                                                                                    FISCAL PERIOD OR AUDIT DATE: ______________________ 

  
Exception Noted 

(Finding / recommendation) 
Management Response 

(Corrective Action) 
Responsible 

Person 
(Name & Title) 

Expected Outcome & Completion Date    
What is the evidence of the corrective action? 

What is?  What should be? 
 

What needs to be done? 
 

Who needs to 
do it? 

When will the action be completed? 
(MM/YYYY) 

CAMPUS SECURITY AUTHORITIES (CSA): 
 
Administrators, Deans, Guidance Counselors, 
Instructional Support and Security Officers were 
identified as CSA’s in the ASRs. However, there 
was no evidence of training. A Security Officer at 
Westside campus was not identified as a CSA in 
the 2016 ASR. 

 
The list of employees and 
their functions will be 
reviewed for each tech 
college to determine 
CSAs. Training will be 
created and conducted.   

 
Clery 
Administrator 
 
Tech College 
Designee 

 
The Clery Administrator and representatives at 
each tech college have gone through the lists of 
employees and determined CSAs based on their 
function (1/18/17). Training has been created 
and will begin rolling out this month (4/1/17).   

LOCAL LAW ENFORCEMENT CRIME STATISTICS: 
 
Designate an individual to coordinate 
collection of external crime statistics from all 
local law enforcement agencies for all 
campuses. The agencies should be contacted 
early in the calendar year for crime statistics 
for the previous year. Documentation to 
support a reasonable good-faith effort to 
obtain crime statistics should be maintained. 

 
A list of all Crime analysts 
will be created with 
contact information.  A 
designated time will be 
decided to reach out via 
email for documentation. 

 
Clery 
Administrator 

 
A list of all crime analysts for agencies 
supporting each campus has been obtained 
with contact information (1/1/17).  In march of 
each year these designated analysts from the 
agency of jurisdiction of each college location 
will be contacted for crime statistics.  This will 
be done via email to enable a documentation 
trail for audit purposes. (4/1/17) 

DAILY CRIME LOG: 
 
No Daily Crime Logs were maintained during 
2015/2016. Daily Crime Logs for the current 
period have been developed but entries for 
each day, including weekends, were not 
always evident. 

 
A standardized daily crime 
will be created for each 
location to utilize.  A 
person will be designated 
at each location to 
maintain the logs.   

 
Clery 
Administrator 
 
Tech College 
Designee 

 
A standardized daily crime log has been created 
for each location to utilize (11/30/16).  
Designate a person at each location to maintain 
the logs (3/1/17).  Periodically these documents 
should be sent to the Clery administrator for 
records purposes (5/1/17).  
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 AUDIT RESPONSE MATRIX                                                                                                    FISCAL PERIOD OR AUDIT DATE: ______________________ 

Exception Noted 
(Finding / recommendation) 

Management Response 
(Corrective Action) 

Responsible Person 
(Name & Title) 

Expected Outcome & Completion Date    
What is the evidence of the corrective action? 

What is?  What should be? 
 

What needs to be done? 
 

Who needs to do it? When will the action be completed? 
(MM/YYYY) 

EMERGENCY RESPONSE AND 
EVACUATION PROCEDURES: 
 
The District Safety department 
requires and monitors monthly 
emergency evacuation drills. All 
campuses were in compliance with 
the monthly emergency evacuation 
drills. The Emergency Management 
section requires a comprehensive 
Safe School Plan to be completed 
each year. A Safe School Plan was 
completed and available for all 
campuses. 

 
Each tech college location will 
continue to ensure the drills 
are completed each month 
and the safe school plan is up 
to date. Information on 
compliance will be sent to the 
Clery Administrator for 
records purposes.  

 
Tech college 
designee 

 
Each tech college location will continue to ensure 
the drills are completed each month and the safe 
school plan is up to date.  Utilzing the Clery Act 
collaboration site information on compliance will be 
sent in for records purposes (5/1/17). 

TIMELY WARNINGS: 
 
The ASR and Safe School Plan 
section 4.4 state that timely 
warning notifications are issued 
through a variety of methods such 
as the intercom system, radios, 
staff email, staff and students via 
Connect Orange system and social 
media. 
During site visits, we were made 
aware of two incidents that 
appeared to meet the criteria of a 
timely warning notification but 
there was no documentation that a 
timely warning was issued. 

 
Currently the tech college 
locations utilize intercoms and 
bullhorns. Use of Connect 
Orange and other social media 
will be tested for use as a 
timely warning.  Dates/ times 
and reasoning associated with 
these notifications will be sent 
to the Clery Administrator for 
record keeping.  
 

 
Tech College 
Designee 

 
The addition of other notification tools will help to 
ensure compliance and timeliness.  The addition of 
notification information being sent to the Clery 
Administrator will also ensure documentation for 
records purposes. (10/1/2017) 
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 AUDIT RESPONSE MATRIX                                                                                                    FISCAL PERIOD OR AUDIT DATE: ______________________ 

Exception Noted 
(Finding / recommendation) 

Management Response 
(Corrective Action) 

Responsible Person 
(Name & Title) 

Expected Outcome & Completion Date    
What is the evidence of the corrective action? 

What is?  What should be? 
 

What needs to be done? 
 

Who needs to do it? When will the action be completed? 
(MM/YYYY) 

ANNUAL SECURITY REPORT (ASR): 
 
Enhance the ASR publication to 
include crime statistics, all 
policy statements, 
prevention/educational 
programs and accurate 
information. 
Several copies of the ASR 
should be available in the front 
office in the event a request for 
review by the public is received. 

 
One standardized ASR will be 
created and published that will 
include all crime stats 
presented in table format for 
each college as well as any 
information that is location 
specific and information that is 
uniformed for all campuses. 

 
Clery Administrator 
 
Tech college 
designee 

 
One standardized ASR will ensure compliance and 
streamline information (9/1/17).  

WEB-BASED DATA REPORTING: 
 
Crime statistics from the ASR 
must be submitted to USDOE 
via the annual Campus Safety 
and Security Survey web-based 
survey. This data is then posted 
to the USDOE’s public website 
for use by consumers and the 
public. 
 

 
Online reporting will be 
streamlined through the Clery 
Administrator who will also 
keep all reporting certificates 
for audit purposes. 

 
Clery Administrator 

 
This will ensure one location for record keeping and 
compliance purposes (10/30/17).  
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 AUDIT RESPONSE MATRIX                                                                                                    FISCAL PERIOD OR AUDIT DATE: ______________________ 

Exception Noted 
(Finding / recommendation) 

Management Response 
(Corrective Action) 

Responsible Person 
(Name & Title) 

Expected Outcome & Completion Date    
What is the evidence of the corrective action? 

What is?  What should be? 
 

What needs to be done? 
 

Who needs to do it? When will the action be completed? 
(MM/YYYY) 

MISSING STUDENT NOTIFICATION 
AND FIRE SAFETY: 
 
The current ASR did not include 
an acknowledgement statement 
that missing student 
notification and Fire Safety 
procedures are not applicable. 
 

 
A statement that acknowledges 
the requirement but explains that 
“OTC does not have on campus 
housing and is exempt from the 
missing student notification 
procedure and fire safety report” 

 
Clery Administrator 

 
The addition of the statement will ensure full 
compliance.  This will be placed into the Annual 
Security Report (9/1/17). 

GENERAL RECOMMENDATION: 
 
We recommend the District use 
a collaborative approach to 
develop and implement 
processes and procedures to 
comply with the Clery Act. 
Departments such as Safety and 
Security, CTE, Real Estate and 
ICTS, among others, should be 
involved to accomplish this 
effort. 

 
A collaboration website will 
created and a proposed member 
list will be created and 
implemented.  Designated 
meetings in a bi-weekly or 
monthly meeting will be 
conducted as necessary until the 
program is up to compliance. 

 
Clery Administrator 
 
All designated 
collaboration 
members 

 
A collaboration website has been created 
(1/20/17).  A member list will be created to be 
implemented (3/30/17).  Designated meetings in 
a bi-weekly or monthly meeting as necessary 
until the program is up to compliance (10/1/17).  
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