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BACKGROUND 
 
Orange County Public Schools closes most schools and work locations during school breaks in 
order to conserve resources. Only a few schools and buildings remain open. These are termed 
“Alternate Work Locations”. These locations are used to accommodate 12-month employees who 
do not want to use their vacation time during these periods. Since there is no requirement to take 
leave during these times, employees of closed schools are able to go to the open schools and 
work locations to perform their work. Shutdown procedures do not apply to 10-month employees 
as they occur during periods when those employees are not scheduled to work. Central Office 
core services, as determined by the Executive Cabinet, remain open. 
 
Typically the District’s shutdown periods each year are:  Thanksgiving, Winter Break, Spring 
Break, and July 4. The length of the shutdowns range from 2-3 days to a week. 
 
The shutdown procedures are outlined in a memo distributed before each of these breaks. These 
procedures include: 
 

 Collect information (on Work Location Assignment Sheets) regarding all persons who will 
be working during the break, the alternate work location to which they will be assigned 
and the specific days and hours they intend to work; 

 Each Alternate Work Location is to ensure that an administrator is on site during the break; 

 Time records, which include the times employees begin and end their day, should be kept 
on each employee who is working; 

 If an employee’s plans change, any adjustment must be noted on the time sheet by the 
alternate work location site supervisor and the employee should submit online leave 
requests via “My OCPS;” and, 

 Accurate time and attendance records must be kept just as is done during all other 
workdays. 

 
 
OBJECTIVE 
 
Our objective was to review the process for conducting the shutdown and recording time and 
attendance at the Alternative Work Locations. 
 
 
SCOPE AND METHODOLOGY 
 
This engagement is a strategic assessment of the holiday shutdown process. It was performed 
as a part of the Strategic Assessment program. This program is designed to periodically review 
areas of potential risk or concern with short, focused analyses of key data. 
 
The assessment period covered the Thanksgiving break activity that occurred from November 23 
– 27, 2015. Two of the days that week, November 26th and 27th, were paid holidays so the 
alternate work location assignments applied only on November 23, 24 and 25. 
 
We reviewed the “Thanksgiving Break Work Location Assignment Sheet”, “Employee Sign-In” 
sheets, and SAP time and attendance records. 
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ASSESSMENT FINDINGS   
 
We noted inconsistencies in documentation and record-keeping among the various learning 
communities. 

 Twelve of 21 tested employee records showed no evidence of the alternate work location 
supervisor’s verification of time worked. 

 Many locations used the Work Location Assignment Sheet as a time sheet. As a result, 
these locations had no record of the employees’ time-in, time-out, or hours worked as 
outlined in the procedural memo from the district. Some sign-in sheets had employee 
signatures (the best practice), but many had only initials, or a mark (like an X or a check 
mark) to indicate actual attendance. Some had no evidence of employee attendance other 
than the name entered on the form. 

 Seven of 21 tested employee records did not have absence days recorded in SAP when 
the employee’s actual days worked were less than what was scheduled on the Work 
Location Assignment Sheet. 

 
The “Thanksgiving Break Shutdown” memo from the Chief of Staff, dated October 26, 2015, 
states:  “There should be an administrator from each alternative work location who is on site 
during the break. Those employees who have chosen to work at an alternative work location are 
expected to work the number of hours they normally work. Records, which include the times they 
begin and end their day, should be kept on each employee who is working. If an employee is 
scheduled to work but becomes ill, chooses to take annual or personal leave that day, or leaves 
the work location early, he/she must contact and inform the site supervisor of the alternate work 
location. The adjustment must be made on the time sheet by the alternate supervisor and the 
employee would submit online leave requests via My OCPS. Accurate records must be kept just 
as is done during all other workdays.” 
 
This memo also indicated that, with the exception of named work locations, all sites will be closed 
during the break. However, the Transportation department does not close its offices during 
shutdown periods. 
 
 
RECOMMENDATIONS 
 
We recommend that: 
 

1) A standard Work Location Sign-In be used that includes each employee’s name, badge 
number, regular work location, the times in/out, total hours worked, a signature by 
employee, and the signature and extension of the Alternative Work Location Supervisor. 
An example is attached in an appendix to this report. 
 

2) The payroll person from the employee’s school be listed on the sign-in sheet, or, at least, 
provide the information to the Alternate Work Location Supervisor to facilitate any 
adjustments to payroll from what was planned. 
 

3) The employee’s badge number be part of any Sign-in sheet to facilitate verification of time 
and attendance in SAP. 
 

4) The Alternate Work Location Supervisor sign the Sign-in sheet to document his/her 
verification of actual time worked. 
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5) The Work Location Sign-In sheet be sent to each employee’s work location Payroll 
Specialist for update to Payroll records. 
 

6) Payroll records be adjusted to accurately reflect the actual hours worked. 
 
Implementation of these recommendations can be accomplished with emphasis in the shutdown 
instructions memo and communication from both the Chief of Staff and the district’s Payroll 
Department. Consideration can be given to spot-checking of records after the shutdown to 
determine compliance with procedural instructions. 
 
 
 
We wish to thank the staffs of each division and the Learning Communities for their cooperation 
and assistance during the assessment. 
 
Jan Skjersaa, CPA, Internal Auditor 
 
 

 
 



March 30, 2016 
 
 
MEMORANDUM 
 
 
TO: WORK LOCATION SUPERVISORS 
 
FROM:  KATHLEEN PALMER 
 Chief of Staff 
 
SUBJECT: HOLIDAY SHUTDOWN STRATEGIC ASSESSMENT AUDIT RESPONSE 

 
   
 

     In reviewing the assessment findings and recommendations of the audit, the following 
changes will be made beginning on our next shutdown (week of July 4, 2016) and moving forward. 

 
A sign-in form will be created to include: 
 

a) Alternate work location site name 

b) Regular work location site of employee(s) 

c) Payroll preparer at regular work location and their e-mail address 

d) Working employee printed name, signature, and badge number 

e) Day, date, # hours worked, and sign-in and out times daily 

f) Total hours worked that week 

g) Date, printed name, signature, and phone number with extension of the alternate 

work location administrator 

The completed alternate work location sign-in form will be returned to the Learning 
Community Executive Assistants. Their offices will return the timesheet to the regular work 
location payroll preparer for proper documentation of each employee’s hours worked during the 
shutdown. 

   
     The newly created sign-in sheet will be included with the shutdown packets as an 

attachment. Information currently included in the packets will be amended to include the directions 
necessary for accurate documentation of employees and hours worked during the shutdown. 
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