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LETTER OF TRANSMITTAL 

 

June 12, 2019 

 

Andrea Neubauer, Director 

Suffolk County Probation Department 

P.O. Box 188 

Yaphank, NY 11980 

 

Dear Ms. Neubauer: 

 

In accordance with the authority vested in the County Comptroller by the Suffolk County 

Charter (Article V), the Audit Division conducted a special investigation audit of the time 

reporting practices and related payroll payments of a selected employee of the Probation 

Department (Department) for the period November 12, 2013 through May 12, 2017. The 

special investigation audit was commenced as a result of a complaint received by Audit & 

Control’s fraud hotline in which the complainant alleged that the selected employee was 

abusing time. 

 
Our special investigation audit focused on the Time and Accrual Records and supporting 

documentation submitted by a selected employee, and related payroll payments made by 

the County. The objectives of our audit were limited to the following: 

 
 To determine if the selected employee’s Time and Accrual Records 

accurately reflect the hours worked and paid during the audit period. 
 

 To determine if the selected employee’s time reporting practices during 

the audit period were properly authorized and conducted in accordance with 

applicable laws, rules and contracts. 

 

Our special investigation audit consisted primarily of inquiries of Department employees, as 

well as an examination of Time and Accrual Records, related documentation and 

electronic files. Investigative procedures do not constitute an audit conducted in accordance 

with generally accepted government auditing standards. If we had performed additional 

procedures, other matters might have come to our attention that would have been reported to 

you. 

 

We conducted our special investigation audit in order to satisfactorily complete our 

objectives. We believe that our investigative procedures provide a reasonable basis for the 

findings contained in this report. 

 

Respectfully submitted, 

 

Office of the County Comptroller 

Division of Auditing Services                    
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EXECUTIVE SUMMARY 

Our special investigative audit revealed the Department did not properly supervise and monitor 

the work performance of the selected employee. 

We were unable to ensure that the hours recorded on the employee’s Time and Accrual Records 

are an accurate accounting of hours worked and that time off was properly recorded. 

The Department failed to properly monitor sick leave usage of the selected employee and 

designate the employee as a Sick Leave Abuser and Chronic Sick Leave Abuser as required by 

the County’s Sick Leave Management Program. 

The employee consistently used sick leave time in conjunction with other time off. 

There were six instances in which the selected employee appeared in a Facebook posting or 

Newsday photograph on dates when the selected employee recorded hours worked on their Time 

and Accrual Record. 

Time off was recorded on twenty-six of the forty-six time sheets (57%) reviewed; however, we 

were unable to determine if SCIN Form 49, “Application for Leave” slips were properly 

completed when time off was taken by the selected employee. 
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BACKGROUND 

 

The selected employee of the Suffolk County Department of Probation was following the 

provisions of the Suffolk County Association of Municipal Employees (SCAME) agreement for 

a Bargaining Unit 2 employee during the period November 12, 2013 through and including May 

12, 2017. 

 

Each unit of the Department is required to maintain a weekly Time Control Sheet. The Time 

Control Sheet should list all employees of the unit and their anticipated work hours for the week. 

Any deviations to the anticipated work hours, including leave time, should be recorded on the 

Time Control Sheet. Supervisors are responsible for ensuring the Time Control Sheet is in 

agreement with the Time and Accrual Record prior to approving the Time and Accrual Record. 

The Time Control Sheets along with all other time records must be maintained for a period of six 

years. 

 

In addition to this report, a separate follow-up report pertaining to the Department’s payroll 

procedures will be issued. 
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SCOPE AND METHODOLOGY 

 

 Reviewed relevant Suffolk County Laws, Resolutions, All Department Head 

Memorandums, Payroll Memorandums, and Agreements between Suffolk County and the 

Association of Municipal Employees (AME). 

 

 Interviewed the Department’s Director in order to obtain an understanding of the 

attendance policies and procedures followed by the selected employee and to obtain an 

understanding of the selected employee’s job duties. 

 

 Obtained all Time and Accrual Records submitted by the selected employee from 

November 12, 2013 through May 21, 2017. 

 

 Performed testing procedures as deemed necessary for all Time and Accrual Records 

submitted by the selected employee from November 12, 2013 through May 21, 2017. 

 

 Performed testing procedures as deemed necessary to ensure that the Time and Accrual 

Records were properly processed in accordance with applicable contracts, SOPs and 

Directives of the Office of Labor Relations. 

 

 Performed an analysis of the selected employee’s sick leave incidents recorded on the 

Time and Accrual Records to determine if the Department properly monitored the sick 

leave usage of the selected employee and to determine if sick leave was used in 

conjunction with other time off. 

 

 Performed an analysis of the selected employee’s Facebook postings and Newsday 

photographs to determine the reasonableness of the employee being in the location posted 

on the date of the posting. 

 

Unless otherwise indicated in this report, samples for testing were selected based on professional 

judgment, as it was not the intent to project the results onto the entire population. Where 

applicable, information is presented concerning the value and/or relevant population size and the 

sample selected for examination. 
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INVESTIGATIVE RESULTS 

 

INVESTIGATIVE RESULTS: 

Although we cannot substantiate any allegation that the employee was paid for time not 
worked, evidence revealed a severe lack of supervision. 

We were unable to ensure that the hours recorded on the employee’s Time and 
Accrual Records are an accurate accounting of the hours worked and that time 
off was properly recorded.  Our audit testing revealed the following: 
 

 The Department did not maintain any type of daily attendance log or weekly 

Time Control Sheet for the selected employee. 
 

 There were numerous days in which the selected employee recorded hours worked 

on their Time and Accrual Record; however, there was no swipe access or computer 

logon data recorded on those dates. Therefore, we cannot confirm if the selected 

employee worked on those days. 

 

 There was one instance in which the selected employee recorded the use of accrued 

leave time on their Time and Accrual Record; however, there was computer logon 

data recorded for that day. 

 

The Department failed to properly monitor sick leave usage of the selected employee and 

designate the employee as a Sick Leave Abuser and Chronic Sick Leave Abuser as required by 

the County’s Sick Leave Management Program. The County’s Sick Leave Management 

Program defines a Sick Leave Abuser as “an employee who has five or more occurrences of sick 

leave, or eight or more non-consecutive sick days, or a combination of occurrences and non- 

consecutive sick days that equal eight, during any rolling 12-month period”, and a Chronic Sick 

Leave Abuser as “an employee who has either: 1) been a Sick Leave Abuser for 18 consecutive 

months from the date of the first use of sick time during any rolling 12-month period, or 2) 10 or 

more occurrences of sick leave, or 16 or more non-consecutive sick days, or a combination of 

occurrences and non-consecutive sick days that equal 16 during any rolling 12 month period.” 

Our analysis of the selected employee’s sick leave incidents revealed the following: 

 

 There were fourteen instances in which the employee had a combination of 

occurrences and non-consecutive sick days equal to eight within the rolling twelve 

month period; however, the Department failed to send the employee a Sick Leave 

Abuser warning letter when the employee was one occurrence or sick day short of 

being designated a Sick Leave Abuser and failed to designate the employee as a Sick 

Leave Abuser and notify the employee of such designation in accordance with the 

provisions of the Program. 

 

 There were three instances in which the employee had ten or more occurrences of 

sick leave, or sixteen or more non-consecutive sick days, or a combination of 
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occurrences and non-consecutive sick days that equal sixteen during a rolling twelve 

month period; however, the Department failed to designate the employee as a 

Chronic Sick Leave Abuser and notify the employee of such designation in 

accordance with the provisions of the Program. 

 

 

The employee consistently used sick leave time in conjunction with other time off.  In 

seventeen of twenty-four incidents (71%) reviewed, there were nine instances in which sick 

leave was used in conjunction with other paid time off and eight instances in which sick leave 

was used in conjunction with a weekend. 

 

 

There were six instances in which the selected employee appeared in a Facebook posting or 

Newsday photograph on dates when the selected employee recorded hours worked on their 

Time and Accrual Record. The Department could not provide any type of daily attendance, 

swipe access or computer logon data to corroborate whether the employee worked any hours on 

those dates. 

 

Time off was recorded on twenty-six of the forty-six Time and Accrual Records (57%) 
reviewed; however, we were unable to determine if SCIN Form 49, “Application for 
Leave” slips were properly completed when time off was taken by the selected 
employee.  Our audit revealed the following: 

 

 The Department routinely destroyed application for leave slips after one year; therefore, 

they could not provide the application for leave slips associated with twenty (20) Time 

and Accrual Records. The County’s Record Retention and Disposal Schedule CO-2 

specifically states that the retention time is 6 years for “Employee request for and/or 

authorization given to employee to use or donate sick, vacation, personal or other leave, 

or to work overtime.” Section 1079-2 further states, “only those records  shall  be 

disposed of by Suffolk County that are described in Records Retention and Disposition 

Schedule CO-2 after such records have met the minimum retention period prescribed 

therein.” This finding was also noted in our prior audit of the Departments’ Payroll 

Procedures (Report # 2014-03). 

 

 The Department stated that it misplaced the majority of the selected employee’s 2016 

application for leave slips; on September 12, 2016 and October 14, 2016 replacement 

leave slips were created based on the leave time recorded on the selected employee’s 

Time and Accrual Records. 

 

 There was one instance in which a revised Time and Accrual Record was created 

when, as  a  result  of  information  Newsday  provided  to  the  Department,  the  

Department discovered the selected employee made an error recording the date 

vacation leave was used. 
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In addition to the significant findings noted above, our audit revealed the following: 

The Department made several errors in the recording of overtime on the selected 
employee’s Time and Accrual Records and incorrectly calculated overtime hours and 
accrued  leave hours, resulting in compensatory time hours being underreported by 6.25 

hours.  Our audit testing revealed the following: 
 

 There was one instance in which the SCIN Form 17, “Overtime Authorization” 

indicated the selected employee worked 4.5 hours overtime from 4:30 PM to 9:00 

PM; however, the Time and Accrual Record indicated the selected employee worked 

4.0 hours overtime from 4:30 PM to 8:30 PM. 

 

 The Department incorrectly calculated the selected employee’s overtime hours for 

the week ended March 16, 2014.  Overtime hours for this week should have been 17.5 

hours, 2.5 hours at straight time and 10 hours at time and one half.   Therefore, the 

selected employee’s overtime hours were underreported by 5.5 hours for this period. 

 

 The Department incorrectly calculated the selected employee’s overtime hours for 

the week ended March 23, 2014. The Department calculated 5 overtime hours at 

straight time and 11 overtime hours at time and one half; however, 2.5 hours of 

overtime should have been calculated at straight time and 13.5 hours of overtime 

should have been calculated at time and one half. This resulted in the selected 

employee’s overtime hours being underreported by 1.25 hours. 

 

 The Department incorrectly calculated accrued compensatory time hours on the 

abovementioned Time and Accrual Record by 0.5 hours 
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RECOMMENDATIONS 

 

 The Department should properly maintain weekly Time Control Sheets for all 

employees and the weekly Time Control Sheet should be reconciled to employee Time 

and Accrual Records every four weeks in accordance with the Department’s attendance 

procedures.   
 

 The Department should develop procedures that will allow them to properly monitor 

sick leave usage and identify those employees who should be designated or relieved as 

Sick Leave Abusers and Chronic Sick Leave Abusers pursuant to the County’s Sick 

Leave Management Program. 
 

 The Department should comply with the provisions of the Suffolk County Comptroller’s 

Payroll Advisory Number 1, including attaching all Leave Slips to the employee’s Time and 

Accrual Record and retaining those records for a period of six years in accordance with 

Suffolk County Laws, Chapter 1079, Records Retention. 
 

 The Department should ensure that all information recorded on SCIN Form 17, 

“Overtime Authorization” is in agreement with the overtime information recorded on 

the employee’s Time and Accrual Record and that all earned compensatory time has 

been properly calculated. 
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APPENDIX A 
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APPENDIX B 
 

Comptroller Office’s Comments on the Department’s Response 

 

Auditee:    Suffolk County Department of Probation 

 

An exit conference was held on June 11, 2018 where Audit Division staff discussed the findings 

and recommendations with the Department.  This meeting serves to provide the Department with 

the opportunity to begin preparing their response to the audit report and the opportunity to 

request work papers that support our findings.  The Department submitted a written response to 

the audit report (Appendix A, p. 10).  Our assessment of the Department’s response is as follows: 

 

Finding 1:  

We were unable to ensure that the hours recorded on the employee’s Time and Accrual 

Records are an accurate accounting of the hours worked and that time off was properly 

recorded.  Our audit testing revealed the following: 

 
 The Department did not maintain any type of daily attendance log or weekly 

Time Control Sheet for the selected employee. 
 

 There were numerous days in which the selected employee recorded hours worked 

on their Time and Accrual Record; however, there was no swipe access or computer 

logon data recorded on those dates. Therefore, we cannot confirm if the selected 

employee worked on those days. 

 

 There was one instance in which the selected employee recorded the use of accrued 

leave time on their Time and Accrual Record; however, there was computer logon 

data recorded for that day. 
 

Department’s Response: 

 

The Department agrees that it did not maintain any type of daily attendance log or weekly 

Time Control Sheet for the selected employee, and agrees that there was one instance in which 

the selected employee recorded the use of accrued leave time on their Time and Accrual Record 

when there was computer logon data recorded for that day.   

 

The Department stated that in the absence of more detailed information it was unable to comment 

on the second bullet of the finding which states, “There were numerous days in which the 

selected employee recorded hours worked on their Time and Accrual Record; however, there 

was no swipe access or computer logon data recorded on those dates. Therefore, we cannot 

confirm if the selected employee worked on those days.”   
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Comptroller’s Response: 

 

The employee’s computer logon data was the only available confirmation of daily attendance for 

the period March 2, 2015 through September 11, 2016.  During that period there were seventy-

six days in which the employee recorded hours worked on their Time and Accrual Record; 

however, there was no computer logon data recorded on those dates, which supports the 

appearance that the employee may not have worked on those days. 

 

As previously stated above, an exit conference was held on June 11, 2018 in which the Audit 

Division staff discussed the findings and recommendations with the Department.  As a result of 

the exit conference the Department submitted a preliminary response on October 22, 2018 

(Exhibit A, p. 18) in which it made no mention of needing additional documentation or work 

papers to formulate their response.   

 

No modification of the audit report for this finding is warranted. 

 

Finding 2:  

 

The Department failed to properly monitor sick leave usage of the selected employee and 

designate the employee as a Sick Leave Abuser and Chronic Sick Leave Abuser as required by 

the County’s Sick Leave Management Program.   
 

Department’s Response: 

 

The Department concurs with this finding and stated in its response that it has taken the 

necessary steps to track the use of sick time by all employees.        

 

Comptroller’s Response: 

 

The Comptroller’s Office is pleased that the Department has taken corrective action regarding 

this finding.  No modification of the audit report for this finding is warranted. 

 

Finding 3:  

 

The employee consistently used sick leave time in conjunction with other time off.   
 

Department’s Response: 

 

The Department contends in its response that it is unaware of any provision in the contract 

between the County and the Association of Municipal Employees that prohibits the use of sick 

leave in conjunction with other time off.        

 

Comptroller’s Response: 

 

The Comptroller’s Office concurs with the Department’s contention that there are no provisions 

in the contract between the County and the Association of Municipal Employees that prohibits 

the use of sick leave in conjunction with other time off; however, this behavior is indicative of a 
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sick leave abuser and should have been acted on by the Department.  Therefore, no modification 

of the audit report is warranted. 

 

Finding 4:  

 

There were six instances in which the selected employee appeared in a Facebook posting or 

Newsday photograph on dates when the selected employee recorded hours worked on their 

Time and Accrual Record.   
 

Department’s Response: 

 

The Department stated in its response that it was unable to comment on the finding in the absence 

of more detailed information, specifically the dates associated with the social media posting(s) or 

Newsday photograph(s).        

 

Comptroller’s Response: 

 

As stated in Finding # 1 above, the Department was initially given two weeks to respond to the 

draft audit report and was then granted an additional one week extension upon written request 

from the Department’s Director.  During that timeframe the Department never requested the 

dates associated with the social media posting(s) or Newsday photograph(s) which supported the 

audit finding and could have helped them in formulating their response. 

 

No modification of the audit report for this finding is warranted. 

 

Finding 5:  

Time off was recorded on twenty-six of the forty-six Time and Accrual Records (57%) 

reviewed; however, we were unable to determine if SCIN Form 49, “Application for Leave” 

slips were properly completed when time off was taken by the selected employee.  Our audit 

revealed the following: 

 

 The Department routinely destroyed application for leave slips after one year; therefore, 

they could not provide the application for leave slips associated with twenty (20) Time 

and Accrual Records. The County’s Record Retention and Disposal Schedule CO-2 

specifically states that the retention time is 6 years for “Employee request for and/or 

authorization given to employee to use or donate sick, vacation, personal or other leave, 

or to work overtime.” Section 1079-2 further states, “only those records  shall  be 

disposed of by Suffolk County that are described in Records Retention and Disposition 

Schedule CO-2 after such records have met the minimum retention period prescribed 

therein.” This finding was also noted in our prior audit of the Departments’ Payroll 

Procedures (Report # 2014-03). 

 

 The Department stated that it misplaced the majority of the selected employee’s 2016 

application for leave slips; on September 12, 2016 and October 14, 2016 replacement 

leave slips were created based on the leave time recorded on the selected employee’s 

Time and Accrual Records. 
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 There was one instance in which a revised Time and Accrual Record was created 

when, as  a  result  of  information  Newsday  provided  to  the  Department,  the  

Department discovered the selected employee made an error recording the date 

vacation leave was used. 
 

Department’s Response: 

 

The Department concurs in its response that it routinely destroyed application for leave slips 

after one year and that it did not comply with the County’s Record Retention and Disposal 

Schedule C O - 2  w h i c h  s pecifically states that the retention time is 6 years for 

“Employee request for and/or authorization given to employee to use or donate sick, vacation, 

personal or other leave, or to work overtime.”  In addition, the Department agrees that it 

misplaced the majority of the selected employee’s 2016 application for leave slips and stated 

that it now retains all leave slips for 6 years. 

 

The Department asserted in its response that there was no communication between the 

Department and Newsday and that a revised Time and Accrual Record was created when it was 

discovered that the selected employee had made an error in recording the use of vacation leave. 

 

Comptroller’s Response: 

 

The Comptroller’s Office is pleased that the Department now retains application for leave slips 

for the required 6 years.  However, the Comptroller’s Office disagrees with the Department’s 

assertion that that there was no communication between the Department and Newsday.  On May 

18, 2017 we interviewed the former Director of Probation and she confirmed the validity of the 

information contained in the Newsday article (Exhibit B, p. 20). 

 

No modification of the audit report for this finding is warranted. 

 

Finding 6:  

 

The Department made several errors in the recording of overtime on the selected employee’s 

Time and Accrual Records and incorrectly calculated overtime hours and accrued leave hours, 

resulting in compensatory time hours being underreported by 6.25 hours.   
 

Department’s Response: 

 

The Department concurs with this finding.        

 

Comptroller’s Response: 

 

No modification of the audit report for this finding is warranted. 
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EXHIBIT A 
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EXHIBIT B 

 


