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Dear Ms. Betheil:

The following is our final audit report (BOC-0499-8) of the Eastern Suffolk BOCES for
the period July 1, 1997 through June 30, 1998. The audit was conducted pursuant to Sections
305 and 1950 of the Education Law in pursuit of Goal #5 of the Board of Regents/State
Education Department Strategic Plan: “Resources under our care will be used or maintained in
the public interest.”

It is the policy of the State Education Department to consider for review matters of
significant disagreement which result from the issuance of a final audit report. Appendix C
describes the process to be followed in the event of such disagreement.

Ninety days from the issuance of this report, BOCES officials will be asked to submit a
report on actions taken as a result of this audit. | appreciate the cooperation and courtesies
extended to the staff during the audit.

Sincerely,

Daniel Tworek
Enclosure
cc: Commissioner Mills, R. Cate, J. Kadamus, B. Porter, T. Sheldon, B. Stambler, J. Stevens,
C. Szuberla, C. Foster (DOB), J. Dougherty (OSC), Dr. Gee, Interim District
Superintendent



Executive Summary

Eastern Suffolk BOCES ranked as the largest
BOCES in the State, in terms of total general fund

Eastern Suffolk BOCES
General Fund Expenses
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expenditures, for the 1997-98 school year
($180,987,747).

The pie chart illustrates general fund expenditures
by program for the 1997-98 school year.
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The audit examined management practices, 15%

records and documentation related to selected
areas of Eastern Suffolk BOCES’ operations for
the period July 1, 1997 through June 30, 1998. 26%

These areas included Administration, Employment

Preparation Education (EPE) Program, Operations

and Maintenance, and other select CO-SERs. This was a financial related audit and the
objectives were to: determine if cost allocations and transfers were accurate and reasonable;
determine if services comply with Department approved specifications and provide a cost
savings to school districts; verify that only reasonable and necessary costs were incurred; verify
that the budgetary process provides control over the expenditure of funds; and verify the
accuracy and reliability of data reported for EPE.

Special

Audit Results

Presented below is a summary of the significant audit findings developed in response to the
audit’s objectives.

e EPE contact hours were overstated for intake and assessment, the GRASP program, and
testing. These overstatements, as well as some other miscellaneous errors, caused Eastern
Suffolk BOCES to receive an excess of $218,460 in EPE funds.

e A pre-school special education program deficit was inappropriately funded from general fund
revenues and not disclosed in the financial statements.

e Eastern Suffolk BOCES paid for unnecessary meal expenses.

e There are opportunities to improve management processes related to: bank reconciliations;
control over vehicle usage; accounting for year-end encumbrances; equipment inventory; and
incurring unnecessary or unreasonable expenses.
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Introduction

Background

Boards of Cooperative Educational Services (BOCES) are
voluntary, cooperative associations of school districts that have
joined to provide educational programs or services more
economically than each could offer by itself, and are authorized
by Section 1950 of the Education Law. BOCES may provide
such services as special education for students with disabilities,
occupational education, academic and alternative programs,
summer school, staff development, computer services,
educational communications, and cooperative purchasing.
Today, there are 38 BOCES in New York State and all but 13
of the 705 school districts in the State are members.

Each BOCES submits an annual Cooperative Services
Application (CO-SER) to the State Education Department
(Department) for approval of each program and service offered
to districts. After the BOCES obtains approval and determines
budgeted program costs, it notifies the districts of available
programs and the applicable rates.

Districts that belong to a BOCES are called component
districts and are required to collectively pay the BOCES’
administrative costs. Districts that actually use the programs
offered by a BOCES, called participating districts, are required
to pay for the costs of those programs. Costs charged to the
districts are based on budgeted costs and are adjusted at the
year-end to reflect actual costs. Typically, a refund is issued to
the districts to reconcile differences.

Eastern Suffolk BOCES, headquartered in Patchogue, New
York, serves 52 component districts, which enroll more than
156,000 students. During the 1997-98 school year, Eastern
Suffolk BOCES was the largest of the 38 BOCES in the State,
with $180,987,747 in general fund expenditures.

Objectives, Scope and Methodology

Pursuant to Sections 305 and 1950 of the Education Law, we
audited management practices, records and documentation
related to select operations of Eastern Suffolk BOCES for the
period July 1, 1997 through June 30, 1998. This was a
financial related audit and our objectives were to:




e determine if cost allocations and transfers between funds
and among CO-SERs are accurate and reasonable;

e determine if services comply with Department approved
specifications and provide measurable cost savings to
school districts;

e verify that only reasonable and necessary costs were
incurred,;

o verify that the budgetary process provides reasonable
control over the expenditure of funds; and

e verify the accuracy and reliability of data reported to the
Department for Employment Preparation Education aid.

To accomplish our objectives, the audit reviewed applicable
laws, regulations, policies and procedures; interviewed
Department and Eastern Suffolk BOCES management and
staff; examined records and supporting documentation;
sampled transactions on a non-statistical basis; and reviewed
the CPA audited financial statements.

There is no process within Eastern Suffolk BOCES to assess
the extent to which Eastern Suffolk BOCES’ services provide a
savings to school districts. The audit was unable to develop a
methodology to independently assess the savings. As a result,
that portion of the second audit objective was not
accomplished.

We conducted our audit in accordance with Government
Auditing Standards issued by the Comptroller General of the
United States. An audit includes examining, on a test basis,
evidence-supporting transactions recorded in the accounting
and operational records and applying other audit procedures
considered necessary in the circumstances. An audit also
includes assessing the estimates, judgments and decisions made
by management. We believe that the audit provides a
reasonable basis for our findings, conclusions and
recommendations.

Comments of Eastern Suffolk BOCES Officials

Eastern Suffolk BOCES officials’ comments to the matters
contained in this report have been included where appropriate.




Their final comments will be included as Appendix B to the
final report.




Employment Preparation Education

Intake Assessment Hours

Eastern Suffolk BOCES operates an Employment Preparation
Education (EPE) Program. This categorical aid program
targets students 21 years of age or older and is designed to
provide instruction that leads to a high school or equivalency
diploma.  Eastern Suffolk BOCES received a total of
$1,527,802 in EPE aid for the period July 1, 1997 through June
30, 1998, based on 369,928 contact hours of instruction.

EPE aid is generated based on the number of contact hours that
are provided. Section 168.4 of the Regulations of the
Commissioner of Education states that EPE Program funds
may be spent for personal services, employee benefits,
equipment, supplies and materials, contractual services, travel
expenditures, staff development and training, and other
expenditures approved by the Commissioner. These
expenditures are to be only for EPE Program purposes.

Education Law 3602 requires that State aid payable in the
following year be reduced by the amount of any excess
revenue. Eastern Suffolk BOCES overstated intake assessment
hours and inaccurately reported GRASP, testing, and other
miscellaneous contact hours. The total value of the overstated
contact hours is $218,460. The audit report will be used by the
Department to adjust future aid received by Eastern Suffolk
BOCES.

According to a memorandum sent from the Department to all
BOCES District Superintendents dated October 1995, career
counseling, evaluation and intake assessment hours are eligible
for EPE aid with two stipulations. The first is that a teacher
conducts these program activities. Second, to ensure that EPE
revenues paid to BOCES are appropriate, the number of
reported contact hours must be clearly documented. Any
undocumented or overstated contact hours will be questioned
upon audit.

Eastern Suffolk BOCES records 12 contact hours for entrance
into English for Speakers of Other Languages (ESOL) or Adult
Basic Education/General Education Diploma (ABE/GED)
class. The 12 hours cover testing, student meetings, and
placement in class. A standard three hours are also recorded




for entrance to the jail program. BOCES had no
documentation to support these initial contact hours, such as
records of the dates, times, activities, or the name of the teacher
who provided the services.

EPE records for a sample of 24 students who attended classes
during reporting period one (July through December of 1997)
were examined. The sample found that 19 students were
reported for at least 12 hours of intake and 2 students at the jail
were reported for 3 hours of intake. The remaining three
students did not attend a literacy class, but instead attended a
vocational education class and/or participated in the GRASP
program or took a “Test of Adult Basic Education (TABE).”
The audit found an average of over 25 hours were claimed for
the 19 students because several students were credited with 12
hours for other literacy classes they attended or transferred to.

Most of the 19 students had at least 24 hours of intake reported,
although the audit noted 36 hours reported for 3 students and
60 hours reported for 1 student. Eastern Suffolk BOCES
provided a description of the intake process, but could not
justify why the process took 12 hours or why there was no
documentation to support the 12 hours. Traditional student
enrollment for the year, not including nontraditional and adult
occupational education, was 2,397 for period one and 2,023 for
period two. Using the lower enrollment of 2,023 students
multiplied by 12 hours, the estimated impact of this procedure
IS 24,276 hours (2,023 x 12). This is a conservative figure,
since Eastern Suffolk BOCES may have claimed multiple
intakes for the same student.

The BOCES computer system used to record and accumulate
contact hours may be programmed to charge 12 hours for
literacy students who enroll in a class. An additional 12 hours
are charged for any additional classes or class transfers.

Eastern Suffolk BOCES has overstated the intake assessment
hours provided to students. Not only is Eastern Suffolk
BOCES unable to document the 12 hour charge, but some
students were charged as much as 60 hours. This is not
reasonable. Eastern Suffolk BOCES needs to revise the intake
reporting to comply with the October 1995 memorandum to the
District Superintendents concerning the EPE Program. As a
result, Eastern Suffolk BOCES has overstated EPE contact
hours by 24,276 hours and EPE aid by $100,260 (24,276 x
$4.13/hr.).




GRASP and Testing Contact Hours

Section 168.2 of the Regulations of the Commissioner of
Education (Regulations) defines nontraditional modes of
instruction as external high school diploma programs,
correspondence programs, televised general educational
development programs, and such other EPE programs that are
not conducted in regular classrooms during a regular school
day as may be approved by the Commissioner. Giving Rural
Adults a Study Program (GRASP) is an example of a
nontraditional program.

Education Law and Department guidelines define contact hours
eligible for EPE aid. For the GRASP program, Eastern Suffolk
BOCES is limited to 12 contact hours per hour the teacher
worked. This is further limited to one teacher hour per actively
enrolled student. A student is considered actively enrolled if
the student completes and turns in a completed home study
packet (packet) once in a two-week period. Therefore, for
every packet turned in, 12 contact hours may be claimed.

According to a memorandum sent from the Department to all
BOCES District Superintendents dated October 1995, career
counseling and evaluation, and intake assessment hours are
eligible for EPE aid provided that these program activities are
conducted by a teacher. According to Department officials,
EPE aid can be claimed for initial testing (like TABE), but it
should be claimed as traditional EPE, meaning one contact
hour for every hour spent taking the test. For GRASP students,
the testing should also be claimed as traditional hours.

Contact hours are claimed when GRASP packets are prepared
for students. The audit found several examples where many
packets were sent out and never returned. Some packets were
even “reworked,” meaning the same subject matter was sent
out again and another 12 hours were claimed. It some cases,
Eastern Suffolk BOCES staff would continue to send out home
study packets even though few were returned. Eastern Suffolk
BOCES should consider only students who return the home
study packets as actively enrolled, especially for an
independent study course like GRASP.

Since GRASP hours were claimed for home study packets sent
instead of received, the audit conducted an initial sample of 50
students and determined that 38 percent of the contact hours




claimed were inappropriate. In order to project the sample to
the entire GRASP population, the audit selected an additional
81 students and again found the total error rate was
approximately 38 percent.

As a result of the statistical sample, we are 95 percent certain
that GRASP contact hours eligible for aid is between 30,594
and 40,483 hours (standard deviation +/- 4,944.46 hours).
Giving Eastern Suffolk BOCES the benefit of the upper limit,
the audit estimates that the total GRASP hours eligible for EPE
aid amounts to 40,483 hours. Since Eastern Suffolk BOCES
originally reported 56,424 GRASP hours, the audit is
questioning 15,941 hours (56,424 — 40,483).

An additional 19,740 contact hours were claimed for TABE
tests. Eastern Suffolk BOCES was multiplying the actual
duration of the two-hour test by 12 for a total of 24 contact
hours. For students who qualified for GRASP, an additional 12
hours were claimed for their first home study packet, for a total
of 36 hours. Only actual testing hours are permitted for EPE
aid. These hours are not considered nontraditional and
therefore cannot be multiplied by 12. As a result, only 2 hours
for the test should be reported. Since the audit did not have
sufficient detail to determine which students were reported at
24 or 36 hours, a conservative approach was taken and the
audit questioned 22 of the 36 hours (61 percent). If the audit
multiplies 19,740 hours by 61 percent, the total is 12,041
questioned hours.

The financial impact of the GRASP statistical projection and
the questioned TABE hours is as follows:

Questioned Hours

GRASP 15,941
TABE 12,041
Total 27,982

Dollar Value (hours multiplied by $4.13) $115,566
The audit determined that Eastern Suffolk BOCES overstated

GRASP contact hours by 27,982, resulting in an overpayment
of $115,566.

Other Contact Hours Overstated

Under Section 168.2 of the Regulations, a contact hour for EPE
is 60 minutes of instruction given by a teacher in approved




program component areas. To ensure that EPE revenues paid
to the district or BOCES are appropriate, the number of
reported contact hours must be clearly documented.

Fifty student records were sampled, representing 15,507 (4.2
percent) of the total 369,928 contact hours reported. In
addition to the GRASP issues previously reported, the audit
found the following:

e Scanner Errors, Input Errors — scanning errors led to an
overstatement of 545 hours for 12 students. Eastern
Suffolk BOCES’ computerized attendance records can be
improperly scanned if there are errant markings on the
attendance records. Most scanning errors were minimal — 4
to 8 hours. In addition, there were three input errors, but
for larger numbers of hours (324 hours, 135 hours, 15
hours).

e Vocational Education Class Hours — Eastern Suffolk
BOCES was reporting one additional contact hour for EPE
students attending secondary vocational education classes.
The attendance roster showed a three-hour class, but four
hours were reported. This resulted in an overstatement of
209 hours for 3 students. Eastern Suffolk BOCES officials
explained that students spent one additional hour with an
EPE instructor to review their work and the material from
the previous class; however, there is no separate attendance
record for this additional hour. Students who attended the
vocational class were assumed to have attended the
additional hour.

e Unreported Hours — Eastern Suffolk BOCES did not report
116 contact hours for 3 students. The reason could not be
determined.

e Attendance Record of Class Time - The audit noted that
Eastern Suffolk BOCES’ attendance records only track the
number of days attended, not the number of hours. Eastern
Suffolk BOCES assumes students attend the class for the
entire class period. Past experience has shown that this is
rarely the case.

Scanner errors, although more frequent, are usually less
significant while input errors and unreported hours are very
infrequent, but can be more significant. Vocational class hours
need to be properly documented. In general, attendance




records would be more accurate by recording the number of
hours the student spends in class, otherwise reported contact
hours will not be reliable. In total, the audit questions 638
hours, or $2,635 (638 x $4.13 EPE rate).

Undocumented Cost Allocations

Section 168.4 of the Regulations states that EPE Program funds
may be spent only for personal services, employee benefits,
equipment, supplies and materials, contractual services, travel
expenditures, staff development and training, and other such
expenditures as approved by the Commissioner.  Such
expenditures shall be made only for EPE Program purposes.

The Office of the State Comptroller’s Financial Management
Guide for Local Governments (Guide), Volume 1, Subsection
1.1040, states that, in order to provide "full cost" information,
methods must be devised to allocate indirect costs to the areas
that benefit from such activities.  Generally Accepted
Accounting Principles allow any method that produces an
equitable cost distribution, and is adequately documented. The
documentation would be of a nature that a prudent person,
familiar with functions of the organization, could determine
that the methods and the underlying basis for the allocation are
reasonable and consistent.

The Adult Education Director is responsible for the following

programs:
Eastern Suffolk BOCES
Adult Education Programs
1997-98 Expenses
CO-SER Name CO-SER | Expenses | % of
# In Dollars | total

Health Occupation Cluster 913 1,106,023 28
EPE Traditional Program 984 1,511,747 38
Adult Education Program 992 1,351,711 34
Total $3,969,481 100

Most of his salary (75.5 percent) was charged to the EPE
Program, even though EPE accounts for only 38 percent of the
total program expenses he is responsible for. None of his
salary was allocated to CO-SER 992 - Adult Education
Program. The Director could not document the basis for the
75.5 percent allocation. He did inform the audit that his




allocation was based on available funding and added that EPE
is usually charged 40 percent of his salary. Awvailability of
funding is not proper justification for allocating salary costs. A
more reasonable figure would be 38 percent of the Director’s
salary, or $45,963. This results in an overcharge to EPE of
$45,375.

The audit was also unable to determine the amount of
operations and maintenance (O&M) charges that were
allocated to the Adult Education programs. Adult Education
classes are held at the Brookhaven Technical Center (BTC), the
Islip Technical Center (ITC), Sherwood at Holbrook, the Harry
B. Ward Technical Center, and the New York Technical
Center. The Annual Financial and Statistical Report of
BOCES (SA-111) does not show any O&M charges to any
Adult Education CO-SERs listed above. Eastern Suffolk
BOCES officials agreed that O&M was not charged to EPE or
the Adult Education program for 1997-98, but no reason was
provided.

Eastern Suffolk BOCES does not accurately reflect the true
cost of operating the EPE and Adult Education programs. The
allocation of the Director’s salary overstates the true cost of the
EPE Program and understates the cost of the other Adult
Education programs by approximately $45,375. The allocation
of O&M seems to understate the true cost of the EPE and Adult
Education programs. Since EPE revenue cannot exceed actual
expenditures, it is imperative that expenditures are allocated
accurately.

There is no fiscal effect from this finding because the revenue
adjustment from the finding of GRASP contact hours is much
greater than this expense adjustment.

Eastern Suffolk BOCES officials indicated that there is no
regulatory definition of documentation. Because of this they
dispute the audit finding that documentation was unavailable.
They particularly question the audit position that an actively
enrolled student must be demonstrated by the receipt of a
completed packet and believe that any contact with the student
constitutes actively enrolled.

Eastern Suffolk BOCES officials indicated they will continue
to document their claim according to existing guidelines and
within the constraints of the computer system.
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Recommendations

1. Revise the current procedure for intake assessment hours to
report only actual and documented time spent. Make any
computer programming changes, as needed.

2. Report GRASP contact hours only for the packets sent, as
long as the previous packet was received. Students should
be considered inactive after not returning two packets.

3. Report TABE as traditional contact hours, not
nontraditional where the hours are multiplied by 12.

4. Increase monitoring of reported contact hours to ensure
eligible students are claimed and contact hours are properly
documented.

5. Document the basis for allocating personal service and
O&M costs to the EPE Program. Refrain from charging
expenses to EPE based on the availability of funds.

Comments of Eastern Suffolk BOCES Officials

Auditor's Note

Eastern Suffolk BOCES officials disagree with the
recommendations. They believe that their documentation is in
compliance with existing guidelines.

Eastern Suffolk BOCES’ State aid claims were unsupported in
many instances. In regard to GRASP hours, the Department’s
audit review process (see Appendix C) has upheld audit
findings of the same nature as noted in this audit report.
Eastern Suffolk BOCES needs to reassess the substantiality of
documents and related processes for claiming EPE aid.
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Cooperative-Services (CO-SERS)

BOCES must obtain the prior approval of the Commissioner of
Education before providing any service. The Cooperative
Service Application (CO-SER) is the document used to request
this approval. The BOCES Administrative Handbook #2,
Criteria - Guidelines for Approval of BOCES Services,
delineates the minimum standards for the approval of service
programs. A service proposal must be submitted for any
service that is new to a given BOCES. The audit found that
Eastern Suffolk BOCES did not follow their own policy in
hiring a consultant, and the general fund was used to fund the
pre-school special education deficit.

Hiring of Consultant - Not in Compliance with Policy

Eastern Suffolk BOCES Policy 5151 addresses the hiring of
relatives. According to the policy “A candidate with a relative
who is employed by or is a member of the BOCES will be
hired only if his or her qualifications are truly superior to those
of other candidates. If two persons are equally qualified, the
one who is not a relative will be hired. If relatives are
employed in the same school program, service or
administrative unit, every effort will be made to ensure that one
relative does not directly supervise another. For purposes of
this policy, relative shall be defined as spouse, brother, sister,
child, mother, father, grandmother, grandfather, grandchild, or
any other relative or person living in the household of the
employee or member of the BOCES.

The Executive Officer will disclose when reviewing the
personnel report at the regular Board meeting any family or
other relationship that exists between proposed staff members
and current staff members or BOCES members, as well as any
specific supervisory relationships which will be established
pursuant to paragraph 2, above.”

The policy for hiring relatives refers to the selection process,
which would favor the hiring of someone who is not a relative
if the persons involved were equally qualified. The consultant
in question is the father of the Associate Superintendent.
Documentation was not available regarding the selection
process for this consultant. The consultant was paid $26,560
during the audit period. To ensure that there was no favoritism
involved in selecting this consultant, Eastern Suffolk BOCES
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should maintain documentation that the person was the most
qualified. Eastern Suffolk BOCES officials stated that the
individual was hired based on a component district’s
recommendation.

Because Eastern Suffolk BOCES contracted with a relative of a
high-ranking Eastern Suffolk BOCES official, this may create
the appearance that relatives receive favoritism in the
consultant selection process.

Preschool Special Education Deficit

Education Law, Section 1950(4)(d), states that any component
district which does not elect to participate in a specific
cooperative service shall not be required to pay any share of
the expenditures.  Furthermore, Section (4)(f) states that
BOCES shall receive all reimbursements from public funds for
services, allocate the cost of BOCES activities and shared
services to component school districts, and apportion surpluses
and assessments for services on the basis of participation to
those components. In addition, Section (cc) states that BOCES
may establish and maintain a program of reserves not to exceed
three percent of the annual budget to cover property loss and
liability claims. Eastern Suffolk BOCES funded a stipulation
of settlement of an audit disallowance from funds that should
have been refunded to school districts.

Eastern Suffolk BOCES terminated its Special Education
Preschool Programs in June 1997. The special education
preschool program is a State/county funded program. The
Office of the Comptroller for Suffolk County conducted
closeout audits of BOCES’ preschool programs for the years
1990-91, 1991-92, and 1992-93. The audit determined that
Eastern Suffolk BOCES had been funded for costs which are
not allowable under the methodology or based on
undocumented allocations.  Eastern Suffolk BOCES and
Suffolk County entered into a settlement that called for the
repayment of $6.5 million, half payable to Suffolk County, half
to the Department.

Eastern Suffolk BOCES used general fund surplus without
notifying affected school districts. In addition, the funding was
obtained through an arbitrary methodology which made no
attempt to distribute the costs of the settlement to the home
districts of the children that benefited from the services.
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Eastern Suffolk BOCES retained surplus funds from the
general fund, which are due to component districts, to pay for
the audit settlement. There is no mention in Eastern Suffolk
BOCES’ 1997-98 financial statements of a reserve fund
established to pay pending audit disallowances. Eastern
Suffolk BOCES officials were asked to provide details about
how the $6.5 million audit settlement was financed. The
School Finance Manager said that $5.8 million had been
withheld from component district refunds and had accumulated
in the account “Other Liabilities.” The remaining $700,000
would come from the current year’s (1999-2000) fund balance.

These funds should have been refunded to component districts.
Instead, the amount was charged to many individual CO-SERs.
For example, some of the costs of the stipulated settlement
were charged to the following CO-SERs in the 1997-98 school
year:

Occupational Education ($402,231 or 20.4%),
Special Occupational Education ($295,583 or 15%),
Special Education Option 3 ($135,851 or 6.9%),
Special Education 12-1-4 ($136,940 or 6.9%),
Handicapped Transportation ($139,745 or 7.1%), and
School Age Summer Training ($119,442 or 6.1%)

The amount of the charges and the CO-SERs charged were
based on the availability of funds in those CO-SERs. Eastern
Suffolk BOCES has been retaining refunds due to component
school districts to pay for the deficit generated by the Preschool
Programs. Eastern Suffolk BOCES officials have indicated
that this has been going on for quite a while with Board
approval. However, component districts were not notified of
this practice.

Eastern Suffolk BOCES overstated its General Fund
expenditures to pay for a deficit from the Special Aid Fund.
This results in over-billing for all Eastern Suffolk BOCES
services. By charging the expenses to CO-SERs, there is
likelihood that participant component districts received
BOCES aid on the settlement of an audit disallowance for a
preschool program that does not involve local school district
funds. This raises a question with statutory authority and/or
policy regarding the use of Eastern Suffolk BOCES’ reserve
funds to finance a non-BOCES aidable program. This matter
will be referred to appropriate Department staff for review.
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Recommendations

In addition, districts are assuming a portion of the $6.5 million
operating deficit of the Preschool Program, regardless of their
participation in the program.

Eastern Suffolk BOCES officials state that they believe the
appointment of the consultant was consistent with Eastern
Suffolk BOCES policy, and indicated that they will continue to
notify school districts of program balances.

6. Maintain documentation that the hiring of relatives of
Eastern Suffolk BOCES officials was in compliance with
internal policies.

7. Notify affected school districts when withholding refunds
due to them as part of the annual reconciliation process.

Comments of Eastern Suffolk BOCES Officials

Auditor's Note

Eastern  Suffolk BOCES officials  disagree  with
recommendation number 6, and believe that they already
comply with number 7.

The Board should establish documentation requirements to
avoid a potential public perception of nepotism in the hiring of
employees. In regard to the payment of the preschool deficit,
the ultimate source of the settlement is the component school
districts through reductions in reconciliation payments.
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Administrative Expenditures

Each component district is responsible for a proportionate
share of the costs included in the Administrative Budget,
irrespective of its participation in the elective services that it
may request. The Administrative Budget includes expenditures
related to the District Superintendent’s office, general costs of
administration, expenditures of the Board, needs and
assessment planning, central support for operations, and other
activities as approved by the Commissioner. The audit
identified certain administrative expenses that may not be
reasonable or necessary and that violate Eastern Suffolk
BOCES’ internal policies.

General Municipal Law (GML) governs travel and expense
reimbursements for local governments. Local board policies
and Internal Revenue Service rules are also applicable. GML,
Section 77-b, generally authorizes reimbursement of actual and
necessary expenses incurred in attending a convention or
conference conducted for the benefit of the municipality. The
Guide notes that “as a general rule, a particular expense may be
considered ‘actual and necessary’ if: (1) an expenditure was
actually made; (2) the item was necessarily incurred for an
authorized purpose; and (3) the expense was in an amount no
greater than necessary.” Section 77-c allows municipalities the
option to pay meal expenses based on a per diem meal
allowance schedule under certain conditions.

The Guide notes that the cost of meals for guests may not be
paid unless “it is determined that a lunch or dinner meeting will
promote a valid local government purpose....” The Guide
notes that “the claim for reimbursement should state the names
of the guests and the topics discussed” and “the board must
carefully assess the appropriateness of any given expenditure
of this nature to be sure that it is not frivolous and there should
be a reasoned determination that the meeting will promote a
valid local government purpose by discussion or negotiation of
a matter related to the local government.”

BOCES Policy 5211R addresses workday meal expense
reimbursement. Reimbursement should be made for meals,
travel, and other daily expenses on the Expense Voucher form.
Daily meals will not be reimbursed beyond $50.00. Expense
reimbursement should be filed in accordance with the
following guidelines:
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1) BOCES employees can be reimbursed for their meal
expenses during normal hours of employment under the
following circumstances:

a.

When attending or participating in a regularly
scheduled meeting of an organization held for school
business purposes.

When, as part of an interview process, a BOCES
employee will be reimbursed for both the employee’s
and the candidate’s meal with prior approval from the
Executive Officer or his/her designee, based on
circumstances.

When having a meal with a person other than an
employee of Eastern Suffolk BOCES when the meal is
for the purpose of having a meeting at which eating is
an incidental part.

When required to be away from home during dinner
hour or when otherwise directed to attend a BOCES
related meeting or function, between the end of a
normal workday and the start of a meeting when there
is insufficient time to permit travel to and from their
home, with prior approval of the Executive Officer or
his/her designee.

2) BOCES employees will not be reimbursed for expenses
under the following circumstances:

a.

When electing to work beyond normal business hours
or electing to remain at their assigned work stations
prior to a designated meeting time when sufficient time
exists for the employee to take meals at home.

When entertaining a visitor or guest.

For persons who are entitled to claim reimbursement
through their own organization, employment, or
consultation agreement.

When meals are held primarily for social purposes such
as retirement dinners.

When staff members purchase alcoholic beverages,
which are not part of approved meal expenses, defined
in Section 1 above.

Meal Expenses of Non-BOCES Staff

The audit identified several examples where Eastern Suffolk
BOCES paid for meals and airfare of non-BOCES employees.
This violates Eastern Suffolk BOCES policy 2c because these
individuals would clearly be entitled to claim reimbursement
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through their own organization, employment, or consultation
agreement. Some of the instances identified were:

Check # 99493. The former District Superintendent was
reimbursed $1,193 for a dinner meeting in Buffalo for 20
people, only 8 of whom were Eastern Suffolk BOCES
employees, and $76 for a dinner meeting with a
Department employee and the Eastern Suffolk BOCES
Board President.

Check # 109837. Payment included $428 for an airline
ticket for a component’s superintendent.  No direct
reimbursement was requested. Reimbursement would be
made through the administrative charge to the district.
Check # 100734. Cold buffet for a State Senator and the
Eastport and South Manor Boards. Twenty people
attended. The amount of the charge was $126.

Check # 97174. Lunch for Eastern Suffolk BOCES,
Nassau BOCES, and Peoplesoft staff for accounting,
payroll and personnel demonstration. No explanation why
lunch was necessary. The amount of the charge was $117.
Check # 107739. Administrator’s lunches in Albany ($84
and $66) for component school districts. Dinner meeting in
Medford, NY with an administrator and a non-BOCES
employee for $91.

These reimbursements seem to be contrary to Eastern Suffolk
BOCES’ internal policies, as well as a portion of $2,031 which
may be in meals unnecessary.

Meals for Various Meetings

The audit identified instances of reimbursement for meals in
the local area. Examples of the meals are identified below.

Check # 97269. $32 lunch on 7/28/97 in Selden, NY (one
of many in that location) with Board President and
legislative committee chairperson. Also, $45 local lunch
with NYNEX representative.

Check # 99493. Lunch with Board President and Teacher’s
Association President ($55).

Check # 103144. Lunch meeting in Selden with Board
President ($40).

Check # 104228. Lunch in Selden for $37 — no purpose or
attendees.

Check# 106420. Dinner in Riverhead for $159 attended by
administrator and Board members.
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The existence of Eastern Suffolk BOCES policies, which
describe the situations in which local meals can be reimbursed,
is an attempt to control the practice. Failure of Eastern Suffolk
BOCES to subject each instance of local meal reimbursement
to the criteria established by the policies is a control weakness.
There is an opportunity to reduce the administrative costs by
more closely examining the practice of reimbursing staff and
guests for local meals. The audit believes $368 in lunch costs
could have been avoided.

Undocumented Expenses

There were also instances noted of expenses totaling $2,833
that were being reimbursed without adequate documentation.

e Check # 96541: No receipt for $143 for lodging at
Renaissance Mayflower in Washington, D.C.

e Check # 97806: No original receipt for $143 for lodging in
Washington, D.C.

e Check # 97690 - NSBA Housing Bureau. Eastern Suffolk
BOCES paid a $2,400 hotel room deposit for 16 people.
The audit requested the remainder of the expenses for this
trip, but Eastern Suffolk BOCES did not provide it.

e Check # 103144 The former District Superintendent had no
original receipts for lunch meetings with the Board
President and Eastern Suffolk BOCES staff ($77) or lunch
meeting with superintendents from two component districts
($70).

There is an opportunity to improve controls over the process
for approving and paying for administrative expenses. In
general, receipts for meals and lodging did not usually describe
who was in attendance and the purpose of the expense. This
information was provided later, but should be available for
review when the expense is submitted for reimbursement so it
can be compared with Eastern Suffolk BOCES policy.

In addition, the audit noted the following weaknesses in
controls.

e Boarding passes for airfare are not submitted with travel
vouchers.

e When expenses were paid for people who are not Eastern
Suffolk BOCES employees, there is no indication that these
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costs were reimbursed. These expenses included meals and
airfare.

Eastern Suffolk BOCES officials indicated that they have
procedures for reviewing the appropriateness of expenditures,
but will consider the audit recommendations.

Recommendations

8. Enforce Eastern Suffolk BOCES’ policy by not paying
expenses for individuals entitled to reimbursement through
their own organizations.

9. Review the policy for reimbursing Eastern Suffolk BOCES
staff for local meals. Do not reimburse local meals unless
necessary, as defined by the Guide.

10. Develop a procedure calling for the review of invoices for
compliance with Eastern Suffolk BOCES’ policy regarding
local meals.

11. Instruct business office staff not to process travel vouchers
without sufficient documentation.

Comments of Eastern Suffolk BOCES Officials

Eastern Suffolk BOCES officials indicated they will consider
the recommendations.
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Opportunities to Improve Management Processes

Bank Reconciliations

Management is responsible for establishing effective
management processes or controls. In its broadest context,
management controls include the plan of the organization,
methods, and procedures adopted by management to ensure
that its goals are met. These processes include such areas as
planning, organizing, directing, and controlling program
operations. They include systems for measuring, reporting,
and monitoring program performance. The audit reviewed
several processes that it determined significant to the audit
objectives and found several opportunities for improvements.
These areas include bank reconciliations, vehicle mileage logs,
accounting for year-end encumbrances, appropriateness of
certain expenditures, and confirming purchase orders.

The Guide, Volume 2, Subsection 11.0101, states that effective
internal control systems are designed to assure management
that all resources entrusted to their care are used in accordance
with all laws, regulations, policies, and sound business
practices, where applicable. In addition, all resources should
be safeguarded against waste, loss, and misuse.

An effective internal control system can be composed of
several elements: safeguarding assets, segregating duties,
establishing written procedures, and employing supervisory
controls over operations. Safeguarding assets is important to
prevent the loss or misuse of assets. Segregating duties
restricts one employee from having too much control over a
particular process. Too much control increases the risk of loss
for that area. Supervisory controls are necessary to ensure that
processes are monitored effectively. These are just some of the
elements of an effective system of internal controls.

The clerks who prepare the bank reconciliations also process
cash receipts, billings, and bank deposits. We also determined
that the chief accountant and the treasurer review the bank
reconciliations, but also have cash responsibilities. The chief
accountant prepares accounting entries and the treasurer works
with accounts payable. Neither the preparers nor the reviewers
of the bank reconciliations are independent of the cash
function.
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Vehicle Mileage Logs

The cash account is exposed to increased risk because
management does not require independent  bank
reconciliations. There is a risk that cash shortages could be
covered by a reconciling item and never detected.

Adequate internal controls over assets should include a system
to track the locations and use of assets to ensure they are used
for only authorized purposes. Vehicle mileage logs that require
beginning and ending odometer readings and destination help
ensure that vehicles are only used for authorized trips and also
help schedule periodic maintenance. The mileage logs can also
be used to monitor fuel usage.

Questions and Answers on Chapter 295 of the Laws of 1993, as
amended - BOCES Reform Act, Compensation of District
Superintendents of Schools, Question 13 addresses the personal
use of a vehicle as it pertains to the DS Salary Cap.

Q. What arrangements can a BOCES make to reimburse a
DS for the use of an automobile on official business
without having such payments included in total salary?

A. A BOCES is authorized to allow a DS to use a BOCES
owned or leased vehicle in lieu of paying mileage for travel
expenses, provided that under the 1997 amendments any
amount expended by the BOCES for the personal use of
such automobile must be included in total salary for
purposes of the salary cap. Reimbursement of the BOCES
by the DS for personal use of a BOCES vehicle at the IRS
rate  would fulfill this requirement, provided that
documentation of personal mileage is maintained.

Eastern Suffolk BOCES did not maintain a mileage log for the
District Superintendent’s vehicle in 1997-98. The District
Superintendent was not subject to the salary cap, but
subsequent District Superintendents will be.

Eastern Suffolk BOCES cannot document the official use of
the District Superintendent’s vehicle without a mileage log.
Any personal use would be considered reportable wages and
considered to be salary for salary cap purposes. Without
documenting the personal use of the vehicle, there can be no
assurance that the salary will be below the cap in the future.
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Accounting for Year-End Encumbrances

Equipment Inventory

According to the “Uniform System of Accounts for BOCES”
issued by the Office of the State Comptroller:

"Encumbrances not liquidated which represent materials which
have not been delivered or services which have not been
performed will be closed to account A431 School Districts. At
the beginning of the new fiscal year, the above entry will be
reversed and the encumbrances re-established. Appropriations
for the new year will be increased by the amounts of the
encumbrances carried over. Those which represent materials
which have been delivered or services which have been
performed but the claims have not been paid, should be closed
and the liability established by recording the ‘Accounts
Payable' and charging 'Expenditures'.”

Eastern Suffolk BOCES improperly expenses year-end
encumbrances. Eastern Suffolk BOCES officials stated they
do not have any year-end encumbrances; they just expense the
purchase with the description “Expend W Fund.” The total of
these transactions was $5,679,365 for 1997-98. This does not
comply with proper governmental accounting procedures and
overstates expenses for the current year. The year-end
expensing essentially accelerates the payment of BOCES aid
from the later year into the current year.

The Guide, Volume 1, Subsection 3.2010, states that it is
important to maintain adequate fixed asset records to meet the
requirements of Generally Accepted Accounting Principles
(GAAP), and as a valuable tool for controlling fixed assets and
planning replacements. The Guide, Volume 2, Subsection 2,
11.0101, states that effective internal control systems are
designed to ensure management that all resources entrusted to
their care are used in accordance with all laws, regulations,
policies, and sound business practices, where applicable. In
addition, all resources should be safeguarded against waste,
loss, and misuse.

Education Law, Section 1950(18), states that "on or before
January 1, 1997, each BOCES shall develop and adopt a formal
policy on personal property accountability.” This shall include
procedures for periodic inventory of personal property.
Adequate internal controls include maintaining accurate
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accounting and inventory records, and performing periodic
comprehensive physical inventories of assets.

On January 31, 1997, the Department’s Bureau of School
District Organization (BSDO) approved Eastern Suffolk
BOCES procedures for personal property accountability. In
the section titled “Perpetual Inventory,” Section 3. Eastern
Suffolk BOCES officials state, “A physical inventory shall
mean determining the actual existence, and condition, of real
and personal property in the records by visually examining the
property in question. For personal property with a resale unit
value of more than $500, a physical inventory shall be
conducted at least annually. For all other property, a physical
inventory shall be conducted at least once every two years.”

On June 30, 1998, Eastern Suffolk BOCES approved internal
Regulation 4430R for Inventories, stating that “Inventories will
be maintained on a continuous basis for all equipment and/or
furniture with a value of $250 and a useful life of more than
one year...In May of each year, a computerized printout will
be made and distributed to each office and/or building for
verification. It is the responsibility of each administrator to
coordinate the distribution and collection of the verification
report and forward it in accordance with the instructions
received.”

Eastern Suffolk BOCES’ inventory policy contains two
fundamental weaknesses. The first is that responsibility for the
verification of the personal property is placed in the hands of
the person with custody of the asset. The inventory control
process would be strengthened if there was an independent
verification of the personal property inventory. This could be
accomplished by having someone independent of the custody
of the assets do the verification. The inventory could be
verified in its entirety or on a sample basis. The second
weakness is that the inventory system is not designed to
account for assets located at district sites. Since the equipment
is Eastern Suffolk BOCES property, these items should also be
properly controlled.

The audit examined a small sample of computer purchases
from administration and found that the items were
appropriately added to the inventory. However, the inventory
record did not include the room numbers for the new
equipment. This will make subsequent inventory verifications
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very time consuming. The audit noted that the inventory
record included room numbers for older equipment.

If inventories are performed annually by building
administrators, those sites should be independently checked on
a periodic basis to assure that the inventory listings returned by
the building administrators are accurate. In addition, Eastern
Suffolk BOCES property located at district sites should be
included in the inventory record. Otherwise, the equipment is
at risk of theft or misuse.

Certain Expenses Not Reasonable or Necessary

The Guide, Subsection 8.1025, addresses the reimbursement of
expenses. As a general rule, a particular expense may be
considered "actual and necessary" if:

1) an expenditure was actually made;

2) the item was necessarily incurred for an authorized
purpose; and

3) the expense was in an amount no greater than necessary.

The Office of the State Comptroller’s (OSC) Bulletin G-153
addresses Longevity Awards. OSC will approve expenses for
awards in connection with Longevity Award programs for
employees with 25 years or more of State service. The
maximum award allowance starts at $35 for 25 years and ends
at $100 for 50 years.

Section 135 of the Civil Service Law prohibits employees from
receiving extra compensation except for overtime payments.
Accordingly, State funds may not be used to award employees
anything that may be considered cash (gift certificates, savings
bonds, and anything of a similar nature). In addition, a lunch
or dinner expense will be allowed for honored employees, their
spouses and appropriate agency officials. For Long Island, the
maximum is $20 for lunch and $30 for dinner.

Judicial Decisions of the Commissioner (June 30, 1992, page
410) cites Article 8, Section 1 of the New York State
Constitution School, which prohibits school districts from
making gifts of public monies. A charitable contribution was
made in memory of the parent of a school district employee.
Such condolences are appropriately made from personal funds
of school district employees if they so desire.
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The audit observed a number of instances of unnecessary
and/or unreasonable expenses identified below.

e 34 museum mounted color prints of people, places and
events related to Suffolk County for the Sherwood facility.
The total amount was $12,350 (part of a purchase order of
$32,300). The amount paid for these items appears to be
greater than necessary.

e A payment of $149,900 for LAN support and technical
support services. Since Eastern Suffolk BOCES is also a
Regional Information Center (RIC), the audit questions
whether the RIC staff could have provided these services
directly. Annual expenses to this vendor were $1,077,861.

e A payment of $6,000 for consulting services to complete
the Peoplesoft proposal evaluation process.  Annual
expenses to this consultant were $65,450. The audit
questions why Eastern Suffolk BOCES staff were not able
to evaluate the process themselves.

In addition, the audit also noted the following personal
expenses of employees, Board members and students that were
paid by Eastern Suffolk BOCES.

e Village Florist - Purchase of flowers for illness and
sympathy. The cost was $111. This expense should be
made from personal funds of employees.

e Payment for two Board members to attend a Lion’s Club
dance honoring another Board member. The cost was $110.

e Attendance of two Board members at an annual luncheon at
the Smithtown Sheraton at a cost of $80. These are
personal expenses of Board members.

e Eastern Suffolk BOCES HB Ward Vocational Industrial
Clubs of America (VICA) — Reimbursement for student
registration for NYS Skills Conference. The sample
amount was $1,220. The annual payment to the VICA was
$14,306. VICA, VATEA grant funds, or students should
pay these expenses for themselves.

Eastern Suffolk BOCES’ expenditures are increased due to the
questioned, personal, and undocumented expenditures. Eastern
Suffolk BOCES officials should review policies related to
reimbursement of the expenses cited above in order to establish
the appropriate control environment for a public organization.
The expenses related to student attendance at the Skills
Conference should not be funded by the General Fund. The
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Recommendations

costs associated with the conference should be paid from
VATEA grants, student contributions, or fund raising.

Eastern Suffolk BOCES officials indicated that they will
review the business offices practices identified in the report.

12. Review business office staff responsibilities and reassign as
needed to separate the cash handling functions from the
accounting functions.

13. Require the maintenance of mileage logs for all Eastern
Suffolk BOCES vehicles.

14. Account for year-end encumbrances as required by the
OSC Uniform System of Accounts for BOCES. Do not
process an expense until the goods or services are received.

15. Amend the Eastern Suffolk BOCES policy to require the
physical inventory of equipment by an individual
independent of the custody of the equipment.

16. Include Eastern Suffolk BOCES equipment located at
school districts in the inventory of equipment.

17. Develop a policy that defines allowable expenses.

Comments of Eastern Suffolk BOCES Officials

Auditor's Note

Eastern Suffolk BOCES officials indicated that they will
consider recommendation number 12 and agree with
recommendations 13, 15, and 16. They do not agree with
recommendations 14 and 17.

Eastern Suffolk BOCES is out of compliance with accounting
for year-end encumbrances.
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Eastern Suffolk BOCES
Employment Preparation Education Program
Schedule of Audit Findings
1997-98

Contact hours reported per SA-160.1 and .2

Intake Assessment

GRASP

TABE

Other adjustments/unsupported hours
Total questioned hours
Total contact hours eligible for aid

EPE revenue per audit (contact hours x $4.13)

Calculation of amount disallowed:

EPE revenue $1,527,802
EPE revenue per audit (1,309,342)
Questioned EPE revenue (52,896 x $4.13) $218,460

Schedule 1

Total
369,928

(24,276)
(15,941)
(12,041)

(638)

(52,896)

317,032

$1,309,342

*EPE Rate Reports are the name of the reports generated by Eastern Suffolk BOCES to provide
support for contact hours claimed. The initial reports were those provided during audit field
work. The revised reports were provided in conjunction with Eastern Suffolk BOCES' response
to the Preliminary Audit Findings Report. The reports show total contact hours by district, by
student, by class. There is a separate report for both the first half and the second half of the

school year.
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DR. DAVID E. GEE ‘

i

Interim District Superintendent

' EASTERN SUFFOLK BOCES

\ 201 Sunrise Highway
. Patchogue, New York 11772

. Phone: (631) 687-3001
| Fax:  (631) 289-2529

November 2, 2001

Pl et N 8 U 1
Bt Ly Lt i B

nov 1 32001
Mr. Daniel Tworek, Director o
Office of Audit Services O RES
Room 524 EB AUDIT s=n¥iE=
The State Education Department
The University of the State of New York

Albany, New York 12234 J

Dear Mr. Tworek:

Enclosed is the Eastern Suffolk BOCES response to the draft audit report (BOC-0499-8) that
you forwarded to my attention on September 28, 2001. The audit involved the period July 1,
1997 through June 30, 1998.

We appreciate the opportunity to provide you with our comments regarding your findings. We
also appreciate your willingness to consider our comments prior to preparing the final report.

We understand that these comments will also be appended to the final audit report.

You will note that we have chosen to comment on every one of your ﬁndings. We trust that
you will consider our comments prior to finalizing the report. ;

Thank you for your attention to this response.
Sincerely,

el Mo

Dr. David E. Gee
Interim District Superintendent

DEG:GDB:mm
Enclosure

o Board Of Cooperative Educationai Services, First Supervisory District, Suffolk County, New York ot
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EMPLOYMENT PREPARATION EDUCATION
(EPE) PROGRAM

Intake Assessment Hours

The four findings that focus on the EPE Program, including this one, betray a fundamental lack
of understanding of the Program, and are premised upon basic misunderstandings as to what the
Program standards are. Overall, this is a program with very few promulgated regulations, and
limited guidance from SED. Part 168 of the Commissioner’s Regulations contains five
subsections, and covers the program only in the most general sense. The “Guidelines and
Procedures for Generating and Expending Employment Preparation Education Funding in 1995-
96” (“Guidelines”) forwarded under cover of the October 1995 Memorandum referred to by the
auditor, is the only additional guidance districts have had from SED, and is the only additional
source of standards to be applied to the Program.

Within this framework, BOCES has developed procedures that are entirely consistent with SED
guidelines and regulations. In areas where there are no guidelines, BOCES has created
procedures designed to achieve the goals of EPE in a reasonable, responsible manner. In every
instance in which our procedures have been reviewed by SED personnel, either during periods
of technical training by SED or through inquiries we have made to SED, they have met with
approval and, in most instances, high praise.

In this finding, the auditor takes exception to the twelve-hour charge for intake and testing of
EPE students. However, the auditor was unable to cite to any authority for setting a particular
limit on the number of hours the intake/assessment process should take because there is none.
The finding concedes that the only applicable standards here are two very general ones, one of
which is mischaracterized in the finding. While the Guidelines mention generally that contact
hours must be documented, no specifics as to the means of documentation have ever been
required, nor are there any specific forms of documentation required. While the current
computer program being utilized is far from perfect, BOCES personnel have been advised by
SED not to purchase a new one because SED indicates it is developing one that will be coming
out soon. However, to date no program has been made available.

The second standard mentioned is that for EPE eligibility to apply, “program activities [must be]
conducted by a teacher.” What this statement leaves out is the definition of “teacher” set forth
in the Guidelines and based upon §157.1 (b) of the Commissioner’s Regulations. The definition
of teacher is one who holds “a valid New York State teaching certificate, an adult education
certificate, or an evening vocational certificate.” Thus, services provided by a vocational
counselor are covered under this definition. Such services play a large role in EPE, given the
very nature of the program as aimed at employment preparation.
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From a practical point of view, this finding is suspect because, not only have no specific
guidelines been cited as a basis for the objections being raised, but also no understanding of the
program and processes themselves was incorporated into the analysis. This led the auditor to
compare the intake/assessment process for this program to that used for entrance to the Jail
program. Students entering the Jail program already have had significant assessments
performed of various sorts. A great deal of information about the student would have been
generated through other means, such as a sentencing report, and other detailed intake reports.
However, EPE students are unknown when they enter by program. Many have many barriers
to overcome just to get to the intake, including language, childcare, transportation, mental
handicaps, etc. They come to the program from many different sources, such as VESID,

Social Services, Phoenix House, etc.

The intake/assessment procedure itself involves both numerous steps, as well as the
involvement of several people. The process includes the initial assessment meeting,
completion of the intake forms, ESL assessment and/or scheduling for the Test for Adult Basic
Education (TABE) where appropriate. The intake forms include student health records,
employability forms, registration forms, etc. Students referred through various funding
sources have additional requirements. For example, Welfare-To-Work clients must have eight
different forms in their file as directed by the New York State Department of Labor
representatives who audited our program. In addition, an employability plan must be
developed using components of the Career Counseling Curriculum, developed by SED. To
accomplish all of these tasks, the following personnel are involved: in-person counselor
contact, secretary to set up appointments, etc., teacher assessment time, phone counselor
contact, and placement counsel time.

For all of the above, BOCES charges twelve contact hours. This figure was arrived at through
research and comparison with similar programs. In reality, in most instances, more than twelve
contact hours are spent, and if and when an appropriate computer program is created, BOCES
may realize EPE aid more in keeping with the actual hours expended. At our most recent
EPE rate of $4.11 per contact hour, the twelve-hour charge for the entire intake process comes
to approximately $49.32. Parenthetically, it should be noted that BOCES is never certain what
its EPE rate is because SED almost never provides written notice of rate changes. For
example, in the audit year of 97-98, our rate changed from $3.96 to $4.13 without any written
notification. We only learned of our new rate when the SED Finance Department called to
inform us that we had undercharged the Program.

Not included in the above-detailed process is the administration and scoring of the TABE,
which is required by SED for all new students entering the program. Twelve contact hours are
also charged for this service, which, like the intake itself, is a multi-step process. It involves
administering the test, scoring it, counseling follow-up, placement and scheduling.

Based upon the foregoing, it is clear that the conclusion drawn by the auditor in this finding

that BOCES overstated intake assessment hours is entirely unfounded. There was nothing in
the Guidelines that the auditor could cite as an area of noncompliance.
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EMPLOYMENT PREPARATION EDUCATION
(EPE) PROGRAM

GRASP and Testing Contact Hours:

BOCES takes strong exception to this finding. It is based on two erroneous premises. First, it
is based upon an incorrect definition of an “actively enrolled student” in GRASP (“Giving
Rural Adults a Study Program”). Second, it is based upon an inaccurate description of how
TABE tests are administered and how these contact hours are charged.

The TABE testing was addressed in our response to Intake Assessment Hours. Obviously,
there is more involved than simply administering the test. The auditor’s claim that only the
two hours of actual testing are allowed is not supported by any authority or reference to the
Guidelines. In fact, the Guidelines state that “[u]nder the Commissioner’s Regulations
‘evaluation and intake assessment (including the development of individual education and
employment preparation plans)’ are included as eligible activities for the generation and
expenditure of EPE funds.” Guidelines, #6. Evaluation and assessment involve much more
than the two hours of taking the test. The test must then be graded, the results analyzed, a
determination made if the student is appropriate for the program, the test reviewed with the
student, etc.

The finding states that a student “is considered actively enrolled if the student completes and
turns in homework once in a two-week period.” No citation to any authority is provided for
this definition. In fact, this statement is contrary to the definition provided by SED itself in a
policy paper developed in 1992 for the purpose of clarifying questions about generating EPE
from non-traditional instruction programs such as GRASP. A copy is annexed as Appendix
“A”. The following definition is provided:

Active enrollment is defined as a log record showing a contact within a
certain period. Contacts may be in person, by phone, or by submission of
completed work packets. (emphasis supplied).

This definition has been repeated during training that BOCES’ teachers have received from
SED technical assistants. Our teachers have stated that training given them by Ms. Carol
Bartlett, an SED technical assistant twelve to fifteen years ago, and by Ms. Sharon Conrick,
also an SED technical assistant, two years ago, defined student contact as “by phone, mail, or
returned packet”. A conversation with Ms. Conrick last spring, on March 20, 2000,
reconfirms the propriety of our procedures. Ms. Conrick stated that in her program in
WSWHE BOCES, Hudson Falls, N.Y., she charges for teacher prepared packets.
Furthermore, our own survey of four additional GRASP Administrators across the state
revealed that all charge for teacher-prepared packets, as opposed to student-returned packets.
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In no policy paper or other communication from SED have we ever been instructed otherwise.
For example, the 1994-95 EPE worksheet from SED contains the same definition of active
enrollment as a log record showing a contact which “may be in person, by phone, or by
submission of completed work packets”. In addition, this worksheet indicates: “What
determines the number of contact hours to be claimed is the number of hours which the
instructor assigned to the program worked on the program up to the established maximum”.
Id. BOCES interpreted this to mean that charges in the GRASP program were determined by
the number of hours instructors worked in the program, and not simply by returned packets.

More recently, in a 1997 memo from Dr. Barbara Shay, who was then the Team Leader of the
non-traditional SED program called “Crossroads Café” which included home study by adult
students, BOCES was instructed as follows: “To generate non-traditional EPE, the following
must exist in order to meet the criteria established for non-traditional modes of instruction: an
intake process, instructional intervention, a homework or home study component and a
procedure for reviewing student work and progress. . . [Flor home study, teacher interaction
with the student must be documented. Records must be maintained noting the time and date of
telephone conversations and meetings and the issues covered”. Appendix “B”. In accordance
with this directive, BOCES has charged for services to home study adults when student folders
have been kept, records of contact maintained, and assignments given. A discussion last
spring with Dr. Shay reinforced the correctness of our procedures and charges.

Finally, in a series of Technical Newsletters about non-traditional literacy programs from SED
to state providers received right around the period covered by this audit, from the winter of
1996 until the fall of 1997, the same definition of active students appears. Collectively,
Appendix “C”. The newsletter from December-January, 1996-97 states: “In both traditional
and non-traditional programs a student contact is directly with the student in question. Either
you are seeing the student in a classroom, or you are preparing a packet (GRASP) or speaking
with the student on the telephone . . .The newsletter from March, 1997 discusses EPE claim
forms with no mention of returned packets of GRASP students, and the August/September,
1997 newsletter instructs: “When you plan your lessons, either by packet or telephone, think
about the way you can involve your students in building skills in these areas.” Id.

Thus, it is clear that whatever directives or polices have been issued by SED all support, either
directly or indirectly, BOCES’ procedures and charges to the EPE programs. In conversations
between BOCES administrators and Mr. Mark Haskins, the field representative in SED in
Albany last March, Mr. Haskins acknowledged the lack of written rules and guidelines and
stated that a manual for the GRASP program was being written. We look forward to receiving
the manual.

The result of the review of our GRASP program by SED following an on-site visitation by
GRASP training staff in 1993 is particularly significant in the face of this finding, and it bears

complete citation:

This is an outstanding GRASP program. The program handles 200+ students per
month and uses 11 different libraries as delivery sites.
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- This GRASP has an excellent student recruitment program. They have BOCES
outreach workers that carry the information out into the community; they have
established a linkage with the EDP program. They also travel to their 11 libraries
doing what they call their “Show and Tell” program.

As always we are most interested in any modifications initiated by programs. The
BOCES II GRASP has established a link from GRASP to the BOCES career
counseling program. This provides students an excellent service for determining
their next step.

Suggestions: It is impossible to suggest areas for improvement. This GRASP
program is successful and we were very pleased with our contact. This program is
also recommended as a model program for any new programs in the area.

Thus, it is BOCES’ belief that this program has been administered properly, and that all
contact hours claimed have been appropriate.
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EMPLOYMENT PREPARATION EDUCATION
(EPE) PROGRAM

Contact Hours Were Overstated:

This finding notes a few instances of what it calls errors in reporting contact hours. It refers to
this component as addressing “overstated” hours, yet one out of the four items in the finding
was 116 unreported hours. Another one of the four was scanner and input errors, which was
an item found by BOCES’ own comptroller, not the SED auditor. These are clearly matters of
human error.

The remaining two items concern, not whether contact hours were actually overstated, but
whether certain attendance records were kept. Nowhere does the auditor refer to any guideline
or regulation or directive of any sort that requires such attendance records. This is because
there is none. The finding questions the one additional contact hour charged for EPE students
attending secondary vocational educational classes. This is an EPE GED-sponsored class. All
staff in the EPE Program must keep accurate class rosters. Finally the finding questions the
fact that the attendance records only track the number of days attended, and do not document
the exact number of hours a student is present. The auditor goes on to state: “Past experience
has shown that [attendance for the entire class period] is rarely the case.” BOCES knows of
no basis whatsoever for making such a statement.

Based upon the analysis of the auditors, the finding questions 1256 hours. It does not appear

that this calculation factors in the unreported hours, which would lower this total to 1140
hours.
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EMPLOYMENT PREPARATION EDUCATION
(EPE) PROGRAM

Undocumented Cost Allocations:

In this finding, the auditor concedes that “Generally Accepted Accounting Principals (sic)
allow any method that produces an equitable cost distribution and is adequately documented.
The documentation would be of a nature that a prudent person, familiar with functions of the
organization, could determine that the methods and the underlying basis for the allocation are
reasonable and consistent.”

The finding then questions the allocation of salary cost for one position, Adult Education
Director, based upon a presumption about the appropriate method for allocating the salary
among the programs overseen by that position. The auditor indicates that the method must be
based upon the percentage of the total program expenses for which each program accounts.
No authority or justification for applying this method is provided in this finding.

In fact, such a cost-based allocation is inappropriate to determine salary percentages. The
expense of a particular program is not necessarily proportionate to the amount of attention and
time required of the Director. During this particular year, the Adult Education Director had to
spend a great deal of his time with the EPE Program because the program was facing severe
space problems. The search for new space, negotiations with potential landlords, as well as
some on-going disputes with a prior landlord accounted for a majority of his time, hence the
large percentage of his salary charged to EPE that particular year. The auditor himself notes
that EPE usually is charged almost half that amount.

Allocating the Director’s salary in this manner produces an equitable distribution in that it is an
accurate representation of the actual time spent on the program, rather a rote distribution, as
suggested by the auditor. Any prudent person familiar with BOCES could determine that this
was a reasonable allocation during this particular year. Accordingly, there is no basis for the
finding to question this point.

Finally, this finding refers to the fact that Adult Education classes are held at various centers
and that no O&M was charged to EPE or the Adult Education program for the audit year.
This occurred because the program was paying rent that included operations and maintenance
services.
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EMPLOYMENT PREPARATION EDUCATION
(EPE) PROGRAM

Response to Recommendations (1-5):

BOCES will continue to document its claims according to existing Guidelines and within the
constraints of the existing computer program. Should additional directions or guidelines be
issued by SED, BOCES will follow them, and should new and improved software be
introduced, BOCES will utilize it.

Eastern Suffolk BOCES stands ready to advise and assist the State Education Department in the
development of processes, refinement of guidelines or the development of new software in
order to improve the operations of programs on a Statewide basis.
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" COOPERATIVE SERVICES (CO-SERS)

Hiring of Consultant — Not in Compliance with Policy:

This finding is based solely upon the assumption that there are certain documentation
requirements regarding BOCES Policy 5151 which simply do not exist. In the specific
instance referred to, there was no deviation whatsoever from BOCES’ policy regarding the
hiring of relatives.

The appointment of the individual in question is included in the minutes of the Board meeting
of September 16, 1997. These minutes have always been available for review by the SED
auditor. The minutes reflect the consultant’s assignment to the NYS Standards Curriculum &
Instruction Project Development & Supervision in various component districts.  This
assignment clearly reflects the fact that he would not be working in the same program, service,
or administrative unit as his relative, so compliance with the policy which seeks to ensure that
one relative is not directly supervising another is documented in the minutes as well.

Given the distinctive surname, and his work history in the region, there can be no question that
the Board was aware of the relationship. There is no additional documentation required.

BOCES’ standard practice is to maintain a list of qualified individuals to serve as consultants to
component school districts. BOCES will accommodate a specific request from a district for
the use of a particular consultant when the person requested possesses the appropriate
credentials and abilities to fulfill the particular needs of the district.

The proposal of the individual as a candidate for this contract was made by the Superintendent
of the South Manor School District. Originally, the BOCES Coordinator of Staff Development
had suggested a couple of other names, but the South Manor Superintendent did his own
research and, based on his credentials, believed that this individual was the superior candidate.
Based upon his excellent credentials, and to accommodate the district’s request, he was
recommended to the Board, which approved his assignment.
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COOPERATIVE SERVICES (CO-SERS)

Preschool Special Education Deficit:

This draft audit finding is missing certain pertinent information from facts occurring
subsequent to the audit that, if known, would have changed the audit conclusion. In particular,
in the second paragraph. The scope of the settlement and the source of the funding for it are
misunderstood.

The second paragraph refers to the closeout audit conducted by the County as covering only
the years 1990-91, 1991-92, 1992-93. In fact the close-out audit, by definition, was intended
to cover the entire period until the time the program was "closed" or terminated in June of
1997. The settlement reached covered the entire period through 6/97, including resolution of
the close-out audit. The $6.5 million figure mentioned covered seven years. Although under
the statute half of the payment would eventually go to the Department from the County, the
only payment made by BOCES was to the County, as the party with which it had privity of
contract.

The third paragraph does not accurately describe the source of the funding for this settlement.
The vast bulk of it came from payments made by the County to BOCES in settlement of the
two pieces of litigation commenced on BOCES' behalf. The first piece of litigation involved
the County's rejection, for a variety of unsupported technicalities, of a large mass of vouchers
submitted for payment for Preschool Special Education services rendered by BOCES. BOCES
prevailed in court by establishing the County's liability for these payments, and, at the Court's
direction, arrived at a reasonable settlement of the amount due to BOCES as $1,782,000. This
amount was not a surplus to BOCES, but rather was payment due from the County on the
preschool program. This figure was paid to the County as an offset to the $6.5 million close-
out audit settlement. Education Law §4410 (11) (¢) (ii) allows for a municipality, such as
Suffolk County, to recover an overpayment determined pursuant to an audit by “withholding
such amount from any moneys due the provider in the current year . . .”

In addition, more than half of the $6.5 million came from resolution of a second piece of
litigation commenced by BOCES against the County, also stemming from the preschool
program. At a certain point in 1998, the County began withholding payments due to BOCES
under the preschool program in anticipation of what the County predicted would be the result
of the close-out audit. Copies of the checks were sent to BOCES, but the actual funds were
held in a County account. This withholding of funds by the County was illegal under the
statute and regulations. Education Law §4410 (11) (c) (ii); 8 NYCRR §200.18 (c) (2), (3).
The County had no right to withhold payments due prior to a determination that an
overpayment had, in fact, been made.
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A final settlement of this second litigation was reached involving the creation of an escrow
fund for these payments, with the interest going to BOCES, pending resolution of the audit.
When the settlement of the audit was reached, this fund contained $3,827,910.37. Again,
these were payments that the County admitted were due to BOCES for services actually
rendered in the preschool program. Under Education Law §4410 (11) (c) (ii), as cited above,
these moneys due to the provider could, at that point, be withheld by the County as a means of
recovering the overpayment to BOCES as determined by the resolution of the audit.

Thus, given the $5,609,910.37 recovered from the County, the amount of BOCES funds used
to satisfy a court-ordered settlement of the litigation arising from the seven years of this
program was approximately $890,000. Education Law §1950 (4) (cc) allows BOCES to
maintain a reserve not to exceed 3% of the annual budget to cover property loss and liability
claims. The $890,000 paid from surplus general funds was far less than 3% of the BOCES
budget. Furthermore, it was payment of a liability because it was made pursuant to a court-
ordered settlement of pending litigation. BOCES had no choice, but to pay it.

Additional authority for BOCES' use of surplus funds for the purpose of this settlement may be
found in Opn. No. 63-271 of the State Comptroller. That opinion states that a budgetary
surplus of a BOCES "may be refunded to the component school districts on a proportionate
basis, or may be retained to reduce the amount to be charged against each of the component
districts to finance the activities of the board during the next fiscal year." (Emphasis
supplied). Thus, these funds could properly be used to finance this deficit carried forward
from the preschool special education program.
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COOPERATIVE SERVICES (CO-SERS)

Response to Recommendations (6-7):
BOCES will continue to abide by its policy of using every effort to recruit the finest available
candidates to staff its programs, including its conditions for the hiring of relatives.

As recommended in the report, BOCES will notify all school districts of program balances as
part of the annual reconciliation process.
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ADMINISTRATIVE EXPENDITURES

This segment discussed meals, lodging, and airfare, all of which were legitimate expenses as
discussed below seriatim.

Meals Expenses of Non-BOCES Staff and Meals for Various Meetings:

In regard to the meetings with the Board President, Administrators, Board Members, etc., the
Comptroller has issued opinions to the effect that meal expenses are reimbursable where a
luncheon meeting is scheduled at that time because it is the only time a meeting can be held
before an important deadline, and municipal business is involved of an immediate nature. See,
e.g., 1982 Opns. St. Comp. 82-253. In such cases, it is the furtherance of the municipal
business that is the main purpose of the meeting, and the food is merely incidental thereto.
1982 Opns. St. Comp. 82-153.

In addition, the Comptroller has issued a number of Opinions stating that lunch or dinner
business meetings which promote a valid municipal purpose by discussion or negotiation of a
matter properly of concern to the municipality are authorized. 1982 Opns. St. Comp. 81-212.
Specifically, as to meals consumed by businessmen and legislators at a business luncheon, the
Comptroller has held as follows:

[W]e feel that reimbursement is a matter in the sound
discretion of the governing body. It is a common practice in
the private sector for luncheons or dinners to be held at the
expense of an individual or company for the purpose of
discussing business among the participants in an informal,
relaxed atmosphere. It reasonably can be assumed that, in
most instances, such meals are a positive incident to the
transaction of business. There is no reason why that tool
should not be available to municipalities as well in order to
promote municipal interests.

1981 Opns. St. Comp. 81-38.

Thus, the meals expenses cited in this section were appropriate. BOCES submits that 9
meetings during meals for one year as cited in the draft audit report is not excessive.
Moreover, Policy 5211R does not address business meals of the nature described in this section
of the draft Audit Report. Policy 5211R addresses only BOCES employees' meals. None of
the non-BOCES individuals at these meals were "guests" or "visitors".
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Furthermore, there is no basis cited in the report for the underlying assumption that
unspecified attendees at these meals were entitled to reimbursement through their own
organizations, employment or consultation agreement. Indeed, BOCES is unaware of any
consultant agreement involved in this Audit Finding in which the consultant(s) were entitled to
a meal reimbursement from BOCES.

There is one instance reported in this section of BOCES paying $428.00 for airline tickets for a
component superintendent. This expense was for the Superintendent of the Eastport School
District. The BOCES was assisting Eastport in reorganization planning and data analysis
during the time that this trip occurred.
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ADMINISTRATIVE EXPENDITURES

Undocumented Expenses:

There are two items for lodging in Washington D.C. While no receipts are present it is
verified that this was a trip made by the Associate Superintendent and the Board President to
Washington for meetings with legislators and to attend the signing of the IDEA. There's no
question that the trip was made and this is the amount charged.

Another item concerns a $2,400 hotel room deposit for 16 people with the New York State
School Boards Association Housing Bureau. These 16 rooms were booked by Eastern Suffolk
BOCES and most rooms were occupied by BOCES board members and employees. One or
two rooms were occupied by other than BOCES employees when board members cancelled.
Any rooms not occupied by BOCES board members or employees were paid for in full,
including the deposit by those non-BOCES board members or employees that utilized the
room.
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ADMINISTRATIVE EXPENDITURES

Response to Recommendations (8-11):

BOCES has a set of procedures for the review of expenses that has been refined over the years
with the input of staff, administration, and auditors. We will consider your recommendations
and continue to identify opportunities to improve our procedures.
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OPPORTUNITIES TO IMPROVE
MANAGEMENT PROCESSES

Bank Reconciliations:

Any proper response to this finding must take into consideration the magnitude of financial
transactions for our agency. The business function of Eastern Suffolk BOCES is not controlled
by a single employee working in an autonomous capacity. Rather, the accounts receivable clerks
involved with preparing the bank reconciliation are three in number, the purchasing department
is comprised of eleven staff members and there are eleven people in accounts payable, as well as
a chief accountant, an internal auditor, a business manager, an Assistant Superintendent for
Business Affairs, and a Comptroller. The various business tasks are segregated, responsibilities
separated, internal controls in place and supervision required.

During the time period audited, there was and there still is a separation of duties between the
cash function and preparing the related bank reconciliations. One account clerk opens the mail
and logs in all checks received and in so doing records such information as sender, date, and the
amount received. After checks are recorded, they are then given to the accounts receivable
supervisor who assigns account codes and verifies the payments received against open billings.
Checks are then given to another account clerk who prepares bank deposits and treasurer's
receipts. The treasurer verifies deposit slips returned from the bank to the daily logbook entries.
Bank reconciliations are comprised of cash receipts and cash disbursements. The individuals
that are responsible for a given bank reconciliation are independent of the cash disbursement
process for that fund.

In addition, aside from the chief accountant and treasurer, the Assistant Superintendent for
Business Affairs (or as was the case during the audit period, the Executive Director for Business)
has always reviewed all bank reconciliations as a final control. As necessary, the School Finance
Manager also participates in this review process. Upon the completion of this final review, the
Treasurer/Deputy signs the reconciliations and returns them to the business office to be included
on the agenda for the required action at that month's business meeting of the Board of Education.
These procedures were approved by the agency's independent auditor.
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OPPORTUNITIES TO IMPROVE
MANAGEMENT PROCESSES

Vehicle Mileage Logs:
This finding raises an issue concerning the maintenance of a mileage log for a vehicle utilized by

the District Superintendent, a requirement that arose following the imposition of a salary cap
upon District Superintendents in the BOCES Reform Act of 1993 (“Act”).

As conceded in the preliminary audit report, the individual who was the District Superintendent
during the 1997-98 school year was not subject to the salary cap. This is clearly the case because
§13 of the Act specifically provides that:

[T]he limits on salary and compensation of district
superintendents imposed by section two of this act shall only
apply to all superintendents appointed or reappointed after the
date on which this act shall have been approved, and to all
contracts and other agreements entered into, extended or
amended on or after the date on which this act shall have
become a law, and nothing herein shall impair or reduce the
ability of a district superintendent to be compensated pursuant
to a contract or agreement entered into prior to the effective
date of this act. ‘

For those District Superintendents subject to the compensation limits, the applicable restriction is
found at Education Law §1950 (4) (a) (2) which provides, in pertinent part, as follows:

Any payments for transportation or travel expenses in excess
of actual, documented expenses incurred in the performance of
duties for the board of cooperative educational services or the
state, and any other lump sum payment not specifically
excluded from total salary pursuant to this subparagraph,
shall be included in the total salary of the district
superintendent for purposes of this subparagraph. ‘

Thus, there was no SED requirement that a mileage log be maintained for the then-current
District Superintendent. Furthermore, the subsequent District Superintendent’s contract was
reviewed by SED, which specifically certified that the contract is consistent with the above-cited
statutory provision, Education Law §1950 (4) (a).
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- A procedure currently exists as follows:

1. The DS maintains a daily mileage log, as do staff members whose employment
contract provides for the use of a vehicle as a taxable benefit. Each year, during the
period October-November, the business office sends a form, Determination of
Value of Annual Vehicle, to all such staff members. The form requires the submittal
of the number of miles driven for the previous twelve-month period to include, as a
separate entry, the number of those miles that represent personal/commutation use.

2. From the information provided, a taxable value is then calculated which is
forwarded to the payroll department to be included as part of the employee's W-2
earnings statement for that calendar year.

As background information, the contract of the subsequent DS was developed through the
agency's office of general legal counsel. As set forth below, prior to its finalization, the DS's
contract was submitted to the State Education Department's Office of Special Legislative
Counsel for review and approval. This approach was used so as to identify those benefit areas
subject to salary cap limitations and to ensure that those benefits contained within the original
contract did not compromise the integrity of the salary cap.

On an annual basis, in preparation for the issuance of W-2 earnings statements, a review effort
will be coordinated by the business office in conjunction with the agency's legal counsel and
personnel offices, to determine the current value of those contractual benefits contained within
the DS's contract applicable to the salary cap. A determination will then be made as to whether
the salary cap limitation has been exceeded with the DS being informed accordingly in writing.
Any salary adjustment required in a given year due to an amount exceeding the salary cap will be
made as the result of a coordinated effort working with the DS.

This same procedure will be used at the time of separation from the agency by a DS.
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- OPPORTUNITIES TO IMPROVE
MANAGEMENT PROCESSES

Accounting For Year-End Encumbrances:

The Uniform System of Accounts promulgated by the State Comptroller suggests that year-end
encumbrances be closed in a similar manner to that employed by other municipalities. Since
the financial activities of a BOCES are vastly different from any other municipality it follows
that there should be differences in our accounting requirements.

Fund balance is common to municipalities. However, a BOCES, which has no taxing
authority, cannot maintain a fund balance. In fact, the focus of accounting for a BOCES is to
properly reflect program revenue and expenditures with resultant net revenues/expenditures
being due to/from participant districts. No fund balance is maintained. In accordance with
Generally Accepted Accounting Principles and as required by the Uniform System of
Accounts, a reserve for encumbrances is fund balance. Albeit a reservation of fund balance,
this account is a component of fund balance and, therefore, inappropriate for a BOCES.

BOCES operations are unique among other municipalities, particularly school districts. Many
BOCES programs operate year-round, providing unique programs to a wide range of
populations. As such, our purchasing cycle can differ drastically from other municipalities.
Shared service agreements (contracts for service) are completed in the spring for service
programs to be initiated in the upcoming school year. These agreements are used to define
upcoming enrollments and, thereby, determine specific ordering requirements. Orders are
placed as soon as possible to hasten delivery of goods.

A major point of consideration is that of applying the appropriate accounting for the specifics
of the individual transaction. Since our BOCES begins each year with a full complement of
supplies and equipment, any orders placed for the ensuing year’s programs are considered to
be costs attributable to the operation of the current year. With this understanding as the basis
for the timing of the transaction, it is necessary to treat these liabilities as accounts payables.
In this manner, the participant District of the current year is charged the full cost of program
participation. Any change to this accounting procedure would necessarily result in a
detrimental effect to future program participation districts and provide a current participating
district with unrealistically low cost. Any proposed change to the current accounting
procedures would result in a significant loss of BOCES aid to Districts that currently
participate in shared service programs. Conversely, Districts participating a year subsequent
to such a proposed change would artificially benefit by the receipt of additional BOCES aid.
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OPPORTUNITIES TO IMPROVE
MANAGEMENT PROCESSES

Equipment Inventory:

In 1994 BOCES I and BOCES II were merged to form Eastern Suffolk BOCES. Within
months of the merger, Eastern Suffolk BOCES determined to inventory and to bar code the
hundreds of thousands pieces of equipment owned by the newly formed Eastern Suffolk
BOCES. That inventory was accomplished by Industrial Appraisal. It is BOCES' current
practice to bar code each and every piece of equipment and/or furniture valued in excess of
$250.

Thereafter, the legislature adopted Subdivision 18 of §1950 of the Education Law and SED
promulgated resolutions at 8 NYCRR §170.3(i). The statute and regulation required that each
BOCES develop and adopt a formal policy on personal property accountability on or before
January 1, 1997 and to submit such policy to the Commissioner for approval, in accordance
with the statute and regulations.

Eastern Suffolk BOCES timely adopted such a policy by amending §4430 of its policy manual.
The State Education Department approved that policy without comment. At the time the policy
was approved, SED apparently did not find the inventory policy to contain any fundamental
weaknesses as posited in the preliminary audit. It should be further noted that neither §1950
(18) nor 8 NYCRR §170.3 (i) prohibits verification of the personal property by the person in
custody of the asset.

Although the technical capability existed to carry out such a process, there was no one in an
authoritative administrative capacity assigned to coordinate such an effort. During the 1999-
2000 school year, however, a separate budget cost center was established, Capital Asset
Management. This budget area is under the direct administrative supervision of the Assistant
Superintendent for Business Affairs and is staffed by two individuals who have the
responsibility to track and monitor the capital assets inventory of the agency.

As the result of a contract award made in June 2000 in response to a Request for Proposals,
the agency has commissioned the firm of Valuation Resource Management, Inc. (VRM) to
assist in the development of a capital asset management program. VRM will be working with
a committee having agency-wide representations that will be chaired by the Assistant
Superintendent for Business Affairs to design a capital asset management control program as
follows:

1. Develop procedures, controls, administrative regulations and, where necessary,
recommendations to modify existing Board policy relative to the inventorying
and tracking of all agency capital assets. These procedures will be implemented
as the result of in-service workshops conducted with key administrators and staff
members having agency-wide responsibilities.
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With these controls in place, VRM will then conduct a physical inventory of the
agency's capital assets as defined, for the most part, by the guidelines of the
State Comptroller's Office. As a new master inventory file is being created, the
acquisition, transfer and deletion of the agency's capital assets will be tracked
daily using the methodology developed within step #1 outlined above. The
master inventory file will be updated periodically during the year using the
services of VRM until the agency's PeopleSoft fixed asset module is
implemented, which is targeted for the first half of the 2001-2002 school year.
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- OPPORTUNITIES TO IMPROVE
MANAGEMENT PROCESSES

Certain Expenses Were Not Reasonable Or Necessary:

This draft audit finding opined that certain expenses were not made in accordance with the
Guide and opinions and bulletins of the Office of the State Comptroller. As set forth below,
the use of the Guide and in the OSC bulletin was inapplicable in some of the instances cited.
Further, each of the expenses was appropriate.

The amount paid for the professional services involved in purchase of museum-mounted prints
was appropriate for this type of artwork. This cost was not simply the purchase of pictures for
hanging on the wall; it included the services of a local photographer as well as the expertise of
a professional printing laboratory. These prints included outdoor scenes of people, places and
events relating to life in Suffolk County. Our facilities are public buildings, which should
represent the diverse culture of our component districts.

Computer support services are at times very specialized, requiring high-level technical
expertise. In some cases we have found it to be much more cost effective and efficient to
contract services to a vendor. In addition, we have had difficulty-recruiting staff with the type
of expertise necessary. Our needs cannot always be meet with the hiring of one individual or
filling one position, we potentially would have to hire several part-time individuals to provide
the required services. Unfortunately, with the current job market and economy it is difficult
to fill these types of part-time positions, where it would be cost effective to the districts.

With regard to hiring a consultant to facilitate a complex software review process “The audit
questioned why Eastern Suffolk BOCES staff were not able to evaluate the process
themselves.” Eastern Suffolk BOCES was working jointly with Nassau BOCES to search for
and select comprehensive management information software. Software selection requires
expertise and the selection of the wrong software can be extremely costly in both time and
money. With this in mind, a consultant was used to supply the necessary expertise and to
coordinate the joint effort. In addition, Nassau BOCES reimbursed 50% of the consultant
COSsts. '

The report notes that a portion of the annual VICA amount may consist of student
reimbursement for registration at a NYS Skills Conference, and states that those amounts
should be paid for by VICA or the students.

Part 141 of the SED regulations covers Occupational Education. Eight NYCRR §141.4 is

entitled “Programs and services” and lists the authorized forms of training and instruction of
this sort. One such program mandated by the regulation is as follows:
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(g)  Activities of  occupational education youth
organizations within the several instructional categories, when
organized, shall complement instruction and be supervised by
occupational education personnel.

(emphasis supplied). This activity is required as a complement to instruction, and, as
such, comprises part of the occupational education curriculum.

The report questions the payment for two Board members to attend functions at Lion’s Club,
and for a Martin Luther King Jr., luncheon which were in honor of another Board member,
stating that these are personal expenses.

There are a number of Comptroller’s Opinions on the subject of whether a municipality or a
board of education may sponsor a dinner to honor board members. Examples of dinners
approved by the Comptroller are: (1) Town Board may hold an annual dinner for unsalaried
members of various boards where only the meals of the members of the boards will be paid for
as a token of appreciation for services rendered (1980 Opns. St. Comp. 80-282); (2) Village
Board may do the same (1981 Opns. St. Comp. 80-775); (3) A public library may sponsor a
recognition dinner for volunteer library workers, but not for senior citizens in the community
(1990 Opns. St. Comp. 90-63); (4) A school board may hold a dinner for retiring board
members, but may only pay for the meals of the honorees. (1983 Opns. St. Comp. 83-57).

The principle upon which these Opinions were based was that dinners which served as a token
of appreciation for service were in the public interest in that they encouraged public spirited
citizens to serve on such boards. While these events are not exactly analogous to the cited
dinners, they also serve a public purpose, including one peculiar to BOCES. In addition to
being tokens of appreciation for service, these events also serve the special BOCES goal and
policy of maintaining close and open community relations as set forth in BOCES Policy 2110,
and as specifically set forth as one of BOCES’ long-range goals at Policy 1160. Some of
those goals are:

(c) BOCES shall maintain and further develop internal and
external communication and information systems to
encourage cooperative efforts and to demonstrate
accountability with districts, other agencies, and community

groups.

(H BOCES shall promote the continued involvement of
business, industry, community groups and post-secondary
institutions.

Attendance of BOCES Board members at functions sponsored by an important community
group serves a public purpose. The personal benefit of a couple of Board members attending
such functions is clearly incidental to the public benefit of nurturing the agency’s relationship
with the community.
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- OPPORTUNITIES TO IMPROVE
MANAGEMENT PROCESSES

Response to Recommendations (12-17):

It is our practice to continually review business office practices and related policies on an on-
going basis. We will consider your recommendations as part of this process.

» It is our general practice to continuously review our cash management procedures to
ensure that independent persons perform bank reconciliations. In addition, we have a
Department of Internal Audit under the direction of a Comptroller to ensure proper
practices. Lastly, our independent auditors, Miller, Lilly & Pearce, LLP, are well-
known specialists in school district auditing, whose annual examinations include
reviews of our internal controls in many functional areas including cash management.

> BOCES will continue to require mileage logs for all BOCES vehicles.

» Procedures will be developed to conduct a random physical sampling of fixed asset
inventories at various facilities during the course of each school year. As a supplement
to this process, inventories will also be performed annually by building administrators
using master lists provided via the capital asset management system.

> Since the 1998-99 school year it has been standard procedure for computer equipment

items received on behalf of component or other school districts, but owned by the
BOCES, to be tagged and added to the agency’s fixed asset master file.
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APPENDIX A

ADLLY S0 CONTMUNG EDUCATION R
CarV . Barsen, Coordinator

ALTERMATIVE WG SCHOCR.
Kenh €. Brows, Pincipal
OCCUPATIONAL EDUCATION DIVISION
Qonald P, Mclabe. Princoal

SPECUL EDUCATION DASION
Carel §. Notsi, Prncpat

STVOENT SERVICES ’
Chariss W, Novak, Coontinae

February 12, 1993

Enclosed mmmmmmmmmmmm
Ymmwtmmm&mmmwcwmm
staff tO your GRASP program. A copy of this report is being sent to the program
administravor and each reacher involved in the program at the time of the.-review.

Iapomgizémtﬁncm!yfwmeddayiumﬁﬂsmmm The delay is
wtetymyfau}gmm&wmm The repart got buried in a2 compieted
file after submitting to SED, and [ 'was not aware that it had not been sent ont o

you. I am mfwmyan&qw&w&en&&n%mymmmm
We mmm‘ amummmwwmmw»

mwmm&mmmGM‘WWum
Reunions contains further explanarions; they are located in the final section.

Wemmmammmmmaummmmwammmm
that it is really extending opportunities to students stare-wide. Keep up the good
work. wdpiwefwmemcaﬁﬁuruﬁiteifm maybeofhelptoyoulnmy
mamcomemmgm .

Carol E. Bartlett

Coordinaror of Coniimnng Education
GRASP Technical Assistance Team

Accretited by Middle States Associzman af fallames —o = -



GRASP Follow-up/Technical Assistance
BOCES Il, Suffolk
Pat Bradshaw

Observations: This is an outstanding GRASP program. The program handles
200+ students per month and uses 11 different libraries as deiivery sites.

This GRASP has an excellent student recruitment program. They have BOCES
outreach workers that carry the information out into the community; they have
established a linkage with the EDP program. They also trave! to their 11 fibraries
doing what they call their Sbow and Tell" program.

As always we are most mtereszed in any modifications initiated by programs.
The BOCES 1l GRASP has estabﬁshad alink from GRASP to the BOCES career
counseling program. This provides students an excellent service for determining

their next step.

Suggestions: It is impossible to suggest areas for improvement. TmsGRASP
hmmwmwmvmyphasadwﬂhwm This program

Jor awmpmgrmhﬂmam




Programs using EPE funds, separate from Adult Education Act (AEA) fun
not required to pmvzdc all services free of charge to participants. State Educa
specifically mentions tuition as one source of bridging the gap between aid and cost.
might be as little as the cost of books and materials or.could be as much as th
difference between the cost of providing services and available aid (except fo
Education Act Aid: federal law does require that pmgrams using AEA funds pro
services free of charge to participants).

The Office of Continuing Education (now the Office of Workforce Preparati
Continuing Education ) has always recommended that literacy and basic education pr
bemdcd&mafchmgcmpamapmsbmmahghpemmgeofmem
scrvcdbythcse:pmgramshavc Jow incomes.

The EPE nontraditiopal aid formula can be used for the following apj
programs:

&malﬁxghSchaalepiama
GEBnnTV

I.zamtoRead at:lem‘sedbcginaingmdingpmgam

Annually each sc¢hool district and BOCES comptcta an EPE application indi
which of the four pmgxamsizsmdabove the district or BOCES intends to operate and 1
the EPE nontraditional formula. - Requests to use:the nontraditional formula fo
programs not listed above must be in the form of a narrative description of the proj
program accompanied by a justification for its use. These rcqucstsshau!dbcscm t
Office of Workforce Preparation and Continuing Education. Permission to b usin
EPE nontraditional formula for any program must be secured in writing from m Offi
Workforce Preparation and Continuing Education before any program can claim EP]

The EPE nontraditional aid formula cannot be applied to facc-to—face counseliz
tutoring of students, Counseling and tutoring come under the regular EPE aid formula
are applied as a "class of one” (i.e,, if a tutor or counselor provides 1 hour of service
student, then 1 contact hour multiplied by the EPE rate per hour is the formuia to be u:

APPLICATION OF FORMULA:

Certain "shortcuts” have emerged in the application of the nontraditional forr
which distort the formula and may not be used. One is the simplification of the forr
which says that a school district or BOCES may claim 6 hours of EPE weekly for eacl
person actively enrolled in a nontraditional program. This is not true; what determines



number of contact hours to be claimed is the number of hours which the ins
assigned to the program works on the program up to the established maximum
maximum is established by dmdmg the number of active enrollees by 2. If the nun
active enrollees is 50, then the maximum number of instructor hours is 25. Twelve ¢
hours may be claimed for each hour that the instructor actually works on the progra
to the established maximum). If the instructor works only 15 hours on the program
12 contact hours may be claimed for each of those 15 hours and po more.

To summarize: The active enrollment divided by 2 sets a limit on the num
instructional hours for the program, and the number of contact hours to be clain
determined by the number of instructor hours actually provided in any week on bek
the program-up to the limit established. Please note: The instructor must ‘be a
teacher, certified in adult education or elementary or secondary education employed fi
particular program by the agency claiming EPE. Volunteers or employees of .
programs may be used to provide support services, but their hours may not be used i
calculations for EPE.

If the instructor does provide in-person mmnngdmmgthehaursaﬁoncdfa
approved nontraditional programs, no additional EPE may be claimed. For: mple,
instructor has 30 actively enrolled students and is hired for 15 hours to serve -
students, then when a student visits for a tutorial during those 15 hours no "c!ass«att
EPE may be claimed. However, if the teacher provided the one hour tutoring sessic
addition to the 15 hours devoted to the nontraditional program, then the agency may ¢
one additional contact hour per student for every instructional hour provided.

ctive ¢ asalagr:card,,shmugacomactmthmaccﬂampe
Contac:smaybempemn,byphone,orbysubmfmonafmp?emdworkpackm

For GRASP the standard contact period.is 4 weeks (2 packets).
For GE;D on TV or Learn to Read the standard contact period is one week.
For EDP the standard contact period is one week. '

For further clarification of active enrollment on any of the above-mentioned progra
contact:

GRASP EDP GED on TV/Learn to

Carol Bartlett Dene V. Clinton Read

Literacy Program Coordinator of Cecily Bodnar
Coordinator Continuing Education Greece Central

Washington-Warren- Rensselaer Vocational School District
Hamilton-Essex BOCES Technical Center P.O. Box 300

Education Center 35 Industrial Park Road N. Greece, NY 14515

Dix Avenue Troy, NY 12180 (716) 621-1000 ext. 239,

Hudson Falls, NY 12839 (518) 273-2107
(S18) 793-7721 exa. 2714
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GEDonTV & GRASP

APPENDIX B

Newsietter Report Form.
Janwary, 1997 :

Pléase use the form on News of the Day
paze 2 1o report data to the ’ In this issge
Technical Assistance Newsletter. As you may know,

This information, while it should |We have 223 people on our Wkat is Distance
beas accurate as possible, is - [Reimg bt Thatisa ing?
unofficial and will be used for ~ [significant sumber of people How to deal with
public relations and NYSED who are administrators, teacher vacations and
information about the total m PBS “ﬁN:SED student absences

rogram others who are a + Updating your.

P We:;.;:yont accurate data, [part of our Non-Traditional procedures mammals. -

we cannot defend our programs Luuacy network. It is Correlations of the
from those who question their exciting to warch the kst Cambridge Comprehensive
impact on Adult Edncation in grow. Kyoubavesaif = Textothe GEDonTV
New York. changes, be swe tolet Cecily  videos.

Please indicate whether | Bodnar know. We think you Teaching math and
ezch sheet is an individual teacher [arc all mportant. wrniting at 2 distance,
report (if there is more than one N
teacher in your agency) or 2 Joys of Bulk Mailing: | Sead/fax yeurdata
complete program report. ; to 716-396-9734

We know it is We are now using
inconvenient to fill out forms. bulk maiﬁng w!mh 1s much by
However, we are working for | less expensive, but also Febraary 15
you to protect and enhance slower. Thisisa combmea
your GRASP and GED on TV | December-Jamuary issue since | We want to provide the
programs. many of you did not recsive very best Techmical

November’s until mid Assistance we can to
December. Please let us NYSED, the and
See P age 2 {Continued on page 2). YOU. T

m
et —— i
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Page2
Newsletter Report Ferm,
Jasuary, 1997

Many of us do
not understand the
impostance of good public
relations for Distance
Learning i the wordd of
Welfare Reform.
Ifyousestina
report in November,
simply 2dd your mew
resuits to those Ggares.
The results are bexng
kept in a data base which is
updated-with each new
report.
You will mote that
a new item has been
added so that you can tell
us how many of your
students are awaiting &
test date or score yeturn.
We would bke to
publish our first repost in
the newsletter. So,
send your data!

Bulk Mailing, Comtd.

know if anyone in your
shop did not receive the
letter. We will be mailing a
letier to agencies only first
class in mid January to be
sure you are receving the
entire Newsletter n a
timely manner. February’s
issue will come toward the
middle of the momth. If
you have not rec=ived it by
the 21st, please let Sharon
know.

GED ea TV & GRASP Newsictter Report Form
Second Repent Jamary. 1997

Namcts) of Teachers neporting

GEDoaTV___ GRASP___Both _ //Texcher ~ Agemcy_ Repon

{Piease incinde addresses of any staff not sted in the Direcory.)

Datx: (Notez #1=GED o TV: #2= GRASP
QEC 2,

# curolied from July 1 10 November 1. 1956 (1) 357 (2)
A

Lar Of

# smdents carried ovey from 1995-96 (1)

r
o

# who have campleted predictor iesting (1) (94) -
N N
# who bave taken the GED test. if any (1) 2

Jof stadeots waiting for testing or for resuhis (1)_27F @)

Sduchshywm_i_llGEDmTv

Do teachers work in both programs? Yes_ MNo

T

advertising? If so. about how many?

h? -

# who bave taken 21 st pantofa predicior tes2 (1) . ()

# of sadeots who kave passed the GED t=2. if any_(1) zz Q)

mum@nshchssmwbmmedby GEDoaTV/GRASP

Uyumﬁmﬂamummcwmmuﬁsmdmwhawmldk

(7]

What topics woold you like 1o ses In this Newsletter?

N

-

Lo
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So—What &5 Distance Learning?

Occasionally, someone will ask if is OK
to combine classroom or face-to-face tutoring
with a distance learning GED program such as
GRASP or GED on TV. The answer is in the
defmition of distance leamning. Given a set of
distance learring studert is able to master the
objectives of the course with minimal
assistance by “mail”™ or telephone in times of
corfiesion.  1deally, there is no need for in-
person instruction because the student’s entry
skills are sufficient to interpret the materials
and accomplish the goals.

However, there are times when 2
M«@Bmwmmbmcﬁz
mﬂyfrmasmcﬁngamgkchsstogu
immediate feedback on an area of confuston.
Nmﬁmmmﬁ“mgﬁe. If a student
basis, or if the teacher is providing more than 2
page or two of supplemental material every
third or fourth packet or program, the student
is probably not benefiting from true “distance
learning ™ Wheniit is not possible for students
to.attend class regularly, it may be better for
them to attend irregularly (every other week or
half 2 class) than to struggle to learn on their
own at home. GED on TV-eligible students
who need a longer than normal time (one
program cycle) may profit from spending some
time m GRASP until the basic operations in
reading, math and writing can be performed
.accurately and more quickly. GRASP students
who are spending many packets at the same
task or level may need to come to class.

Often, what interferes with success at a
distance is not academic skill but self direction

(See page 4, column 1)

When is 2 Contact not 2 Contact?

In both traditional and non-traditional
pmmammmaasémdymtﬁe
student in question. Either you are seeing the
student in a classroom, or
T
on (GED on TV). Mother or
significant other may not attend class for
traditional students. They may not take
telephone calls or complete packets for distance
learners, either. .

Anothier area of confision in GED on
TV is the use of a “student newsletter.™ Itis
always a good idea to use a newsletter as it
breaks down the isolation of home study.
However, a newsietter (See the Procedures
required 6 hours of work each week only when

1. The PBS station calls a temporary
halt to the program broadcast (Holiday,
Auction, etc.) so there is no program for
students to watch, or the programs are re-runs.

2. The teletutor must be absent for no
more than two weeks, and no one be available
to call in his’her place.

In both instances the newsletter must be written

S
7

by the ipstructor to require six (6) hours each

weekofmdauworkwmchmbcvmﬁedby
return mail or telephone call immediately after
the no-broadcast or teacher- absence period.
The newsletter work must be relevant to all
students in the current group, or activities must
be tailored specifically to subgroups of the
students enrolled at that time.

For example, 2 newsletter with test-
taking tips would count only if accompanied by
a Practice Test for students at that readiness
level. It would not count for less accomplished
students. Another activity, such as how to (See
page 4, column 2)
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Program ‘ Cambridge Steck-Vaughn
Math 9

types of percent problems ~ 488-492 571-581
Note: Here again the General Case Statement shows up. Be sure you can
explain it to students.
Math 10:
practical 2ppl., tax rates 493-505 571-581
Math 11
mme sxgmd mmbers 517-521 . 635,621-4
Math 12 .
algebra 522-26, 527-,531 621-634
graphs 527-531 639-651
Math 13:
geometry 541-558 651673
Math 14: ' _
measurement, proportion 414,472, 607-612
surface measures ' 500-305 . 613-620
conversion ratios ;
Math 15

"The James” a plan for genting ms:dc”mathpmblems;transhmgmtnalgchm;

. formulas. Note: This is a graphic representation of problem-solving. It is not touched by
either book. It may be very useful to graphically organized students. Ttnmsshmddbe
faxmﬁarwuhuandabktoapptyﬁ.

Errata:

1. Chopter 2 Quiz - page 459

#3 - question savs 5/6: answer key savs 14

#4 - question uses the 5/6 fraction: the ansver uses 1/2. 5/4 and 1/4. This probably kappened because the
original author wanted 10 use 5/6 and the reviewers (of which [ was one) said that problem is
unnecessarily difficult. Wi objected to the use of "nasty” fractions when they interfered with the problem-
sohving process. P'd tell students to use the fractions in the answer key. (Have them write them in the
book. or change it vourself. before you send the book. ) »

Page 828 - irems 21 and 22. The graph adds up 1o more than 100%. This s obviousiy 3 vpo. They
happen ofien because the graphic is not placed next 10 the probiem until the final printing—afways a
mistake. but very common. Use the 13% in the answer key and adjost the other percemes accordingly.
Again, mark the book or be sure to tell the stodents before they attempt the problem.

Frvonc e g
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onemoretime—thenl - | News from the Capital
promise to stop until the end of — e
e K e
by tagr el ¢ - ’ each week for
for the first EPE period of 1996~ yawmmm i program
97 (July 1 to Dec. 31), pleaseuse W bngoge. the length of the program
the form on page 2 and send the im;ﬁnytais:m andmx&pmt;m
information as possible. report, camulative
e ﬁm:shfsfmm highlights that affect non- minutes or .5 hours. (For
already, please update it | traditional programs. aid purposes districts and
z%m:m * Lipe 2 of the BOCES are Emited to an
hstmw of 30 mimites
only. We will odd it to your first CORIPOLENs average
form. We sl pront gkl Aduk Education Eﬁmﬁmm
dara from themﬁrst Etgfmas Instruction™ This means actively enrolled.)
T . . that contact hours and Multply the resukt by 12
- - ergollment must be to determme the total
From the Capital 1 sepameﬁ'omm&onal mmbcrofmmhom-s
Interner Coprright? 2 _ - Under the non- (SeetheChanonPage
»anen‘m 3 traditional Component 3) )
}mi“kmh@sgm‘ig i & heading, the followmg & The section states in
Essay Scoring Guide 4 appears: “To calculate the next parag )
Welcome. Life Mgmnt 6 EPE hours for approved “School districts and
| non-tradifional programs ~ BOCES musst be able to
a Jocal school district or document the achal
Many, Many thanks to those BOCES should mumber of professional
_wbohxvesc:nthe{xmpmt& determine the maximm hours sed >
Look for areport imMay. The | 1 ber of professional " Pleast B aware that
more agencies we have data staff hours that cau be you must fizrnish accurate
about, the better our report to amed by addng the  (Contimued on page 3)
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GED oa TV & GRASP Newsictter Report Form
Second Report January. 1997

Agency Name:
GEDonTV___GRASP__ Bath

Ilrad:r Agency_ Repont
Name(s) of Teachers repocting -

(Plcase incinde addresses of any staff not listed in the Directory. )
Data: (Nose: #1=GED oa TV: #2= GRASP
# curolled from Julv | 1o November 1. 1996, (1) @)
@,

@)

# stodems carried over from 1995-96_(1)

# who have tken 3t least pant of 2 predicor tesz_(1)
# who have compieted predictor testing (1) [73)
pressed it_(1) (),

# who have taken the GED test. if any (1)_

)

(#4)
iim‘bmmﬂzﬁﬂ)nﬂ'ng_ﬂ) )
/IGEDom TV Program

s ___/No____,

#of stndents waiting for iesting or for resalts (1)

#d’uchusmmm
Domcluswkmbnthpw Yes
Are there stadents in class now who were recroited by GEDonTV/GRASP

advenising? If so. about how many?

If you could rell 2 new program one way to recruit students. what would it
be?

What topics would vou like to se= in this Newsletter?




From the Capital, Continued from page |

Page 3

information to the person responsible for reporting EPE non-traditional hours. As professionals
we hold ourselves accountable for maintaining funding standards set by our State which makes it

possible for our students to succeed.

. The following chart appears in the section on calculating non-traditional EPE aid:
“Example: A District’s Nog-traditional Program

Operated by a School District
Week i 2 |3 3 5 16 7 s 9 10| Tom
F
. » ; nihment|
Eprofiment ! 32 1 30 ] 31 1 #5 ) 40 § 32 ) 32§ 12 35§ 300 o0

Since the cumulative active eoroliment for the ten-week period is 420, &cmmychnész.s
hoars or an allowable mixiznun of 210 professional staff hours.

Multiply the allowable snimam professional staff hours (210) by 12 (210 x 12) 1o anxive at the toeal

murnber of contact hows. (2520).™

The following is from a memo to GED
Prep Programs dated 10/31/96 from Linda
- Headley Walker. Hopefully it is still in effect.

“Enclosed is your first quarter report
listing the pass or fail results of candidates
the GED test. We recognize that this pass/fail
information is an important ingredient in your
program operation and we will continue to
provide these comprehensive reportsona
quarterly basis. [The schedule is at the end of
this article.]

...Scoring takes 6-8 weeks.. If a recent
test candidate does not appear oa the enclosed
appear on the next quarterly report.

...Please remember, only those
candidates appear on your quarterly report
completed application will be included on the

bist seat to you. If you are not receiving this
report or you do not know your program ’
mde,plmecomxim;t(sn)mm
as soon as possible.

To help insure that your report is as
fonowmgmymn'phmh:gfmﬂistesﬁng
year: '

GED Programs:
Haveymn'tead:ezscbeck&
Fcats
Makemﬂmtbe(S)&ve&gn
program code is filled in correctly when the
wﬁd&cwn@aam?.mhﬂha
Make
mre-tcstmnﬁdnaeomplae
application item 12, Ask re-testers to bring
their prior results with them when they
emplﬁeﬂx(mmwdonmi)
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Credit, Please!

essay project entitled “A Dream Job™ was
written by Jean Brennan of the Albany .
Adult Learning Center. It is not :
copyrighted, so you may use jt. Thank you
very much, Jean! -

Formula for Test Success
on the GED Essay

Thanks to Linda Laccetti and Judy Conine
onmmBOCES,web!mgmm
two, the persussive essay.

1. Read the question carefully and
answer that question. (If you do not answer
the question asked. all your effosts will be
for nothing. )

2. Decide on your opinion. (i one
does not jump to mind, pick the side that
you can szy the most about )

3. Make a Bst of as many reasons for
your opinion as you can. (Try for 10, no
matter how ridiculous they may seem )

: 4. Pick your two “best” reasons.
(Best = the ones you can say the most
ahmn_ Try combinng some of your reasons

Body
A Reason #1 (about 5 sentences)

State one reason and prove it.

We are pleased to report that the |

Teacher’s Comer

Proof = example, fact, description,
details, personal experiences. {Make up
your “proof” if necded. Don’tfeelthat
Whatlsmponannsthatyoude&udyour
reason in s CONVIRCING a way as
possible.)
B. Reason # 2 (about 5 sentences)
State your reason and prove it.
Pmofnn'ymuseacﬁﬁ'ummahodof
prmmgrwon#zﬂlmn,xfywusada
personal experience for reason #1, use details or
facts, etc. for reason #2).
Coriclusion: - Final paragraph (about 3
sentences)
Restate your opinion as it relates to the
original question. Tie up the loose ends. Do not
add new information here. (Leave your andience
with the feeling that you are organized.)

The GED Essay Scoring Gaide.
From GED Irems

b
-

Sharon and Cecily find this breakout of essay
scoring helpful  Share it with the student.

.‘W L3 i ‘{i}'itﬁnlsﬂlﬂ !:. ; = .
paper.

6 - The paper offers sophisticated ideas within an
organizational framework that is clear and
appropriate for the topic. The supporting
statements are particularly effective because of
their substance, specificity, or illustrative quality.
Thewnnmuwv;dmdprmahhm@nmay
contain an occasional flaw in the conventions of

|Standard Written (Continued on page 5)




Essay Scoring Guide. From p. 4

word choice, and sentence structure).

5 - The paper is clearly organized with
effective suppont for each of the writer’s
substantive ideas, it lacks the fivency found
in the 6 paper. Although there are some
errors, the conventions of Standard Written
4 - The paper shows evidence of the writer’s
adequate, tends to be less extensive or
effective than that found in the 5 paper. The
writer gencrally observes the conventions of
* Standard Written Engiish. The exvors that
mwmmmm@w
interfere sionificantly with the writer’s main

parpose. .

3 - The paper usually shows some evidence
of pranning; although the development may
be insufficient. The supporting statements
may be Emited to a fisting or a repetition of
writer’s repeared weaknesses m the
conventions of Standard Written Enghish.

2 - The paper is characterized by a marked

lack of orgamization or by inadequate

support for ideas. Thedcvdopmﬁmaybc. |

superficial or unfocused. Erfors in the
conventions of Standard Written English
may seriously inferfere with the overall
effectiveness of this paper.

1 - The paper lacks purpose or development.
The dominant feature is the absence of
control of structure and absence of the
conventions of Standard Wriiten English.
The deficiencies are so severe that the
writer’s ideas are difficult or impossible to
understand.

Note: Papers that are blank, illegible,

Obtaining Student Scorcs from p. 4 Page
apphication. The score report lists all the

Candidates who test close to the dat
the report may not have results yet, but will
appear on the next report.

H a candidate is planning to .
participate in 2 June Graduation ceremon
at their local high school, they shounld take
the test no Jater than the end of April so th
resuits will be completed by mid-June. We
cannot “speed up™ the scoring process.

Ask smdents coming from other

pxmmmmtomdcmmhpxm
testing information.

Thereponsﬁnddeﬁ:rﬁwrmmder

of 1997 is as follows:

Report #2 mailed in January and
covering July 1, 1996 1o December 31, 1996.
le#}nﬁledmwm«mgiuly
1, 1996 to March 30, 1997.
Rmt%nnﬁdmknemmghﬂy
1, 1996 to May 31, 1997, and the
Final Report mailed in September
covering July 1, 1996 to Avgust 31, 1997
(includes summer testing)
. [Note: ' you baven’t scen the report
for your agency, check with your
administration to find out who is the designated
rwtpm}

-

written on 2 topic other than the one
wmmmmﬁmmm
cannot be scored.

Upper half papers make clear 2 definite

~ purpose, pursued with varying degrees of

effectiveness. They also have a structure that
shows evidence of deliberate planning The
writer’s control of the conventions of Standard




Essay Scoring Guide, Cont’d from p. 3 Welcome, Home Study Life Management!

Written English ranges from fairly refiable at

At the request of NYSED, we are

4 to confident and accomplished at 6. including teachers and agencies that provide
Lower half papers either fail tocoaveya | Home Study Life Management, another non-
purpose sufficiently or lack one entirely. traditional distance learning program in New
Consequently, their structure ranges ffom | york State,

rudimentary at 3, to random at 2, to absent We are eager to learn about the program,
at 1. Control of the conventions of and invite all teachers to send Sharon articles,
Standard Written English teds to follow hints, good supplementary material resources,
this same gradient. etc. We will be happy to 2dd them to the

As you all know, Bobbi Smith of TST
BOCES in Ithaca is the ongmator of this

offers the newsletter for commumication of ideas
on teaching and for expertise in non-traditional

{ EPE funding. We bope to assist you all. Please

call Sharon at (518) 746-3521 or send news.
- R g .t

Nom Profie
Bl R
US Ponage
PAID
Hadeon Falls, XY 12239
P_-u-i-nw
WSWHE BOCES
142-144 Lower DixRd.
Huodson Falls. NY 12239
—  Joan Shea
E. Suffolk BOCES
350 Martha Ave. .
BeﬁpOﬂ,NY 11713 6
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Please fill in the following table
from your annual report, COpy
and fax or mail to the address
below before October 1. (As
always. these numbers are used 10

discuss the programs by region o the
entire state. They are for newsictier
and poblic relations use oanly)

Program:

GRASP GEDmTV

{/

!

News from the Capital

.Standzrds i Formation

Standard. According
10 Webster’s New World
Dictionary, the word comes
from the Frankish or Middle
English word, Estendard,
which meant 2 "place of .
formation™ Asyou may

' know, your editor has often

been accused of bang “hung
up” on words. So, with all
standards these days, it
seemed like 2 good idea to -
begin by reading s
dictionary. Webster also
tells us that 2 “standard™

be "a flag or banmer...¢
symbol of 2 Jeader or of 2
people™ Wealso use
standard to mean “somethin
estabiished for use as a sule
or basis of comparison in

.‘ “' 5
capaciy, quantity, content,
extent, vahue (or) quakity.™
Standzdmymna"lesd
of excellence,
attaimment _used as a
measure of adequacy.™
Standard is 2 word rich in
meaning and with impgrtant
traditional ¥

New York State.
Reflecting on our
agencies as “places of
formation™ where we as
leaders of our “people”--
wﬂ&ms&ﬁcmsmd
, . .p
quantity, content, exzcnt,
value —Continved on page 2

-
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On the Road Again
On the Road—Again
One of the great
things about visiting you
“on site” is the opportunity
to get wonderful ideas to
pass along in the newsletter
as well 2s some questions
we never thought needed
answers. )
_ - Gi "
a GRASP instructorat
WSWHE BOCES, sends a
special letter of invitation
before graduation. Read it
in “GRASP Students Are
Real Students”™ on page —.
Joann Tensbra of
Nizgra?aﬁsmas!wof

m She asks ber GED
on TV students to respond
by writing a story about one
of the faces. Thisis a very
non-threatening way to get
a writing sample by
providing a ready-made
topic. As soon as the
scanner arrives and is
appear in the pewsletter.

Ethel Allen, GRASP
and GED on TV tutor for
Jefferson-Lewis BOCES
uses Microsoft Works*
version 3 to keep track of
all the continued on page 5

Continwed from page |
comprising the critical components of NYSED-approved modet
programs~brings wonderful images to mind. Picture a great
gathering of the “tribes” of GED on TV and GRASP students
and graduates led by their teachers and admunistrators; each
agency carries a colorful banner, emblazoned with hopes and

Many of us have been working very hard foryears =
carrying our individual “standards™ of caring, quality and results
into our packets and telephone calls. Sometimes we have felt
rather alone and that our programs are not well understood.
Sometimes we have wished we knew clearly what others in the
field were doing and how they did it

Help is on the way! This spring and summer, your
Technical Assistance Team has been working hard with Linda
Headley Walker and others at NYSED to develop our standards.
You may be familiar with the Quality Indicators we have used for
the last two years of visits. These have formed the basis of the

most helpful n suggesting format for the draft standards which

are currently under review. As soon as they are approved, we
will publish them in Learning ar a Distance.

htbemnﬂme,haemsomaftheqmwm

F | addressing. They arenot in any particular order or priority.

» Should we reguire GED on TV stdenss o signa ™ contract” a5 GRASP
sindents do?

*»  What kind of "stodent work calendar”™ would belp students keep track of
ﬁwmwwmﬂdngmnddmadadm
for GED oo TV?

» How could such a “calendar™ be verified? knmbuﬂ

» How can agencics demonstrate commumity collaboration
»  What constitutes mcanimgful staff development for GED oa TV/GRASP
totors?

» sthere one “best”™ computer program o keep track of paid non-

traditional teacher bours and make sure they are matched 10 packets
prepared or telepbone calls completed? If so, who hasit?
* How can Technical Assistance become more helpfial 10 the provider
ageacies. Regional Represeatatives in the Office of Workforce
If you haveidasormunsabmntbweyouwmﬁdmmto
share—or additional questions we should be , please
call Sharon at (518) 746-3521, or fax to (518) 746-3540.

s . . o

P e ey
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Preparation for Work Through Non-traditional GED Progmzs
All of us have heard about the Secrctary's o Information: They can acqeise and evaluate data.

Comsmission on Achicving Necessary Skills. (SCANS). organize and maintain files isicrpret and
The Commission worked with business and industry compmnicate. and Bse COMPUIETS (0 Process
across the country to identify those skills essential for information. (How can we devise kcaming
mnﬁdtbc%mniheagcdwm mepmmmm

mmumchghmmum Mwmmtkw The

. msm mmwmwmw tooks, apply technology 10 specific tasks. and

think creatively, 10 make decisions, and t0 solve maintain and troubleshoot equipmcnt * (How do
( GRASP studcnts to work
Wmmwh : our stadents already do this? What skills in the

decision-making and reasoning.)

e Personal Qualities: Individnal responsibility, scif-
esteem and seif management, sociability and
imegrity. (Home-study stodents must take . : ALK 3
individual responsibility for their work and we have mmm&mmam
see their self-csicem increase as they socceed in o, 0 One neatby? Help them waderstand that, as
their work. ) Managing one’s thme, the place and memmwsﬁm
scheduling of stady is a real challeoge for some of | riyece il on some lovel. :
our stadents—but they leara to do it} We are aficn Now-traditional stodents aee snique ix manry
asked, “How do you know they don’t cheat?” Well, o op g ity have 2 great diversity of skills. Some
wemmnsm&vdmz&mmﬂf are already employed and wish 1o advance; some are

. Workphcc Competencies: time care; some have never worked and are afmid

Effective workers can productively uses thqhmzmhm;bmnﬁcm Wem
e Resources: They know bow to allocate time., 3
money. materials, space and staff. (Our stadents '
Jearn bow to allocate their time. Can we use books  ~eprnackrwsarscicpbons gaf A
o supplementary materials that teach in these ~ sk of hearscvesasapuiic o ST Y
‘ ‘ 7 ummmmwmw
tzach others, serve customers, lead, negotiate. and  work
work well with peopie from culturally diverse *Adapted from Leorning a Living: A Biveprint for High

backgrounds. (We can discuss our working Performonce, A SCAXS Report for Amevica 2000, the
reiationship with students in terms of “leam”™ and wsmmmmmm
help them Live up to their commitment to the Department of Labor.

program.) _— >
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GRASP [and GED on TV] Students
Are Real Students

Carole DeGiovanni a GRASP Instructor for

eight years at Dutchess County BOCES, is
may not think of themselves as “real”
students worthy of a graduation ceremony.
She sends the following memo to exch
feelngs when students miss their .
graduation. Perhaps you can adapt it to

ceremony for students who pass the High
School Equivalency Exam is always an
exciting and memorable event. Itisthe
highlight of my teaching year, and as each
tudent receive iﬁsorhﬂ’ﬁpbml p Jcheer
administrators, special guest, and fiiends
and famikies of students. I truly enjoy
seeing all the students, dressed in caps and
rewarded for a job well-done. . I always feel
overcame to achieve their dreams and goals.
I am always inspired by the main speaker
who encourages all of us to keep on
leamning, keep on growing, and to never
stop dreaming.

Yet, after the ceremony is over, the
pictures taken, the caps and gowns
returned, the refreshments served,

disappointment sets in. | feel cheated. why?
Because, as always, only 2 handful of my GRASP
mﬁam,wupmmwéplm

- Onthe way home, I do a mental run
through a list of possible reasons why GRASP
students do not come to their owa graduation:
ilbmwork,:émhinﬂt&miy,tbeddayo
test scores, no transportation or perhaps
moved and didn’t receive the nvitation. ’It;gym
as real students, because they didn’t study or leamn
 a formal classroom-setting.

Well, ATTENTION GRASP
In fact, you must be 2 notch above classroom
studeats if you are going to successfully achieve
your goal. You must be a self-starter, the kind of
benefit of 2 teacher standing in froat of you or
sitting beside you, nudging you to get going. You
and how well you study and leara the subjects you -
Isend you, you must become you own teacher.

credit, a lot of it! If you pass the exam before
next June, consider putting on that cap and gown
to claim your wéll-deserved diploma. March into
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teacher hours/student records/and EPE
funding. IfyauhavceverusedaWorks"
spreadsheet, you know it is very user friendly.
Ethel is willing to share her process, and we
will also cover some of it in future
newsletters. Thanks to Joanne, Casole and
Ethel. osWerks sed Works are regisered tradcmwks of
Macrosolt Cogr)

Now to the Questions. We have been
asked, “Why is the Cambridge Compre-
bensive the only comprehensive recom-
m&t{;ﬁﬁmm Ishard? Itis

wmmum;mm
mdsweﬁﬁsmmmthemw)w
mwshmmatthmmm

mfw@xaée&mﬁsagam'mm
tests at the end-of the book. The ex
m&m—&h@ﬁazmaﬁwmm
the text—and the student can self-score. Used
in conjunction with-a take-at-home predictor
test, the Cambridge best insures that the
student has the extra edge to succeed on the
test the first ttme.

How do we know this? A year-long
test project was done in the Greece Central
D;umgramﬁa%wmzﬂ‘eP‘“m
below. Other texts are more “friendly”
pahaps,butarenotasngorws, anber
wg@mmmt&mm%
score. If you do not have the correlation of
the text to the programs, please contact Cecily
Bodnar at (716) 396-0344.
to time is “Why do we have to use the entry

Page 5
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t&stprovxded:ntheMamal" It is very hard and

old-fashioned.™ Right on both counts. That’s
the bad news—the good news is that it works.
In the first three years of the program, careful
track was made of the entry scores on that test.
Far beyond our expectations, the test
discriminated success from failure in the
program. Whenever we were “kind”™ and took
in someone with a score lower than 9, that
person did not compiete the program, did not
take the GED test, or failed the test and did not
retake it. Simply put, less than'9 meant no
chance of succeeding with the GED on TV

~ Forthose of you who were not around
Mﬁemnﬁmmwm&m
ﬂwmofﬁmm‘l’mﬁx&em
1983%31& Itwastm# )

anagmcymaymtnsemmfarﬂns
modd,mhxﬁngﬁz‘i‘&.ﬁﬁt&mphmof
“test4”.

' Ifymmsbmmakcam&ranotha
test, or text, contact Cecily. She will be happy
to give you the process for conducting a
comparative pilot project. 'We welcome
teacher-based research in these areas.
Hmmmhawaaﬁumﬁyh:gc
student population, and students must be
willing to take more than one test. . ¥'you are
mterested in another comprehensive text,
students must be carefully matched for leamer
characteristics, and teachers must be willing to
use both texts, one with each of 2 set of
matched students to control for teaching and
comtinue for at least one program year. (Itisa
lot of work?)

Please continue to share your expertise
and to ask the tough questions—that is how we
grow to serve you better!

e




Help Us Help You!!

On page one, you will find this year’s form for sending us your program numbers. It is the
qmckm, easiest, shortest form you have ever comp!eted“ Simply list the ﬁgurcs from your
annual report to NYSED. :

lesc,ploasc,mdusthemmplete(am&chm)mtalsassocnaspossi&e Remember, we use
these numbers only to provide summary data by state and region. ’mcdataxscm:caim '
dmnstrznngtbcmmberof pcoplewcsem:md the number of teachers involved.

KeepyourNewsiettas’! o

Nan Profic
Buk Rae
US Postage

Huwdecs Fallr. NY 12X39 '
Pomit 210 ]

142444 ,!m Dix Rd.
Hudson Falls, NY 1283%
513-736-3521
Fax 518-746-3540

Jops Shea

E. Suffolk BOCES
350 Martha Ave.
Beliport, NY 11713
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BUBIECT: EPE Guidalines for Crossro f4 ProgTrams Q’Qf;;@
As You are aware, the Office of Workforce Preparation an

continuing Education (OWPCE) has been involved in the development
of & new initiative for teaching Znglish for Speakers of Other
Languages. ‘This adult level video program callsd Crosszroads Cafd
is a zesult of a collaborative effort of the US Department of
Education and the State Education Departments of New York, Floridas,
california and Illinois as well as INTELECON, a not-for-profit
corporation based in Pasadena, California and the language learning
specialists at Heinle and Heinle Publishers. _

Numerous agencies with ESOL proqrau throughout the State have
requested information regarding the implementation and approval of
Crossroads Café as well as the generation of IPE State d.

Programmatic Implamentation of Crossroads Café:

Agenciss =2y inmplement Crossroads C*;ﬁ using any one of the
following progran modals: . .

Traditional Program Modsl- All Crossroads Café materials
are used only in a classroop setting by & certifiead
teacher. All work and student~tsacher contact ocour
inside a classroom. ’ -

2. Non-Traditionsl Program MNodsl-All Crossroads Café
materials ars used gp ' 8. Fort
sxaxple, astudents watch the videos and complets the
Worktext, and/or Photostory activities, or the teacher -
gensratsd work at home. :

3. BYbrid Program Model- Crossrcads Café materialcs are used
both in a classroom and heme/non-classroom satting.


http:lotti.nq
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The Hybrid Program Model torwcw 1} based on the,

results of an OWPCE pilot study asuwelliiagd "R . npdjor national
evaluation conducted b; the Onitedehguwt of Education,
The procedures within the model ars subject to change as wa
receive more fesdback from the ESOL previders throughout the Statg
and review each of the modals more completely. Agencies will be
notified of any changes in the Crossroads Café models. Until such
time, agencies should follow the procedures described in this

docunent. ,
Generation of IPE State aid for Crossroads Café

EPE State aid may be gcnara'tcd by agsncies using Crossroads
café to serve their ESOL students. In order to generate -EPE,
agencies must follow all current EPE regulations:

. The agency must be a local school district or BOCES
whose EPE program has besn approved by SED.

. The students mpust be 21 years of age or older
without & high school diploma or the equivalent
issued by any state or territory of the United
States.

. All instruction must be provided by a certified
teacher (K-12 certification or holding an adult
sducation csrtificate). .

e  EPE contact hours can only be claimed for students
participating in SED approved progranms.

. To generate non-traditional IPE, the following zust
exist in order to meet the critera established for
non-traditional modes of instruction: an intake
process, instructional intervention, a homewcrk or
hopestudy component, and a procsdure for reaviewing
the student work and progress.

. In addition, the following requirements nust be net
- : a3 well:
4 A student roster opust be naintaihed,
containing the names of all enrollees.

. Record of completion of worktext andjor
photostory activities must bae maintained.

. For classroom instruction, attendance sheets
pust be maintained vhich contain the hours of
attendancs at sach session.

. For home study, the student roster must detail
the number of Crossroads Café episocdes
conmpleted sach week. :

IO

L
S .‘('
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. For home study, teacher interaction with th:
student must be documented. Records must b
maintained noting the time and date of
telephone conversations and neetings and the
issues covered.

State aid gan#raticn will be based on the method of delivery
of the Crossroads Café prograz. Those methods are outlined below:

Traditional/Classroon Xethod--Use of Crossroads Café in
a classroom setting, undar the supervision of a certified
teacher, would generate EPE in the traditional way and
would be calculated using the traditional formula.

A.

.To determine funding:

Multiply the number of students in attendance by the
numbar ©f classroon hours.

30 students x 1 hourfday X 3 days a week » 950 contact
hours ’

B. NoneTraditional/¥on Classroom Nethod ~Use of Crossroads
Café outside the classroom setting would generate EPE
using the non-traditional Fformula to calculate zhe
paximunm nusber of contact hours.

1.

To determine funding:
Calculate the active student enrollment for each week of

o~ 1.
the program. A student wust complete two episodes ofy.
}‘/ ' Crossroads Calk in order to be considersed active for the {.
|

veek. For exanple, a student wvho completes 4 episodes
over a 4 week period would be considered active for 2

weeks.

2. Multiply the number of active students by .5 to determine
the maximum number of teacher hours.

20 students x .5 = 10 teacher hburs

Note: This formulas calculatss the maximum number of teacher
hours which can be applied. The number of teacher hours used,
however, cannot sxceed the actual number of hours aeaxpended on

appropriate Crossroads Café activities.

3. Multiply the number of actual teacher- hours by 12 to
calculate the non-traditional contact hours.

10 tescher hours x 12 = 120 contact hours
Agencies using the Hybrid Program Model would apply both the

Traditional and Non-Traditional Formulas to the appropriate
components. For example: The classroom portion of this model would

TOTAL P83
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qualify for the traditional generation of EPE. The non-classroum
portion o©f the model would qualify for the non-traditionak
generation. )

For agencies to obtain SED approval for a new or existing (pilot)
Crossroads Café program they should follow the following procedure:

. Fill out the snclosed prograa description form and submit
it to this Office. Be as specific as possible regarding
the nature of the student/teacher contact, and the number

of students and contact hours.

. On the form, plezase describe how Crossroads Café will be
implemented at your agency (traditional, non-traditional

or hybrid program model).

. Please indicate if the Crossroads Caté contact hours are
included in the contact hours projected in your EPE
Interim Report or if the number of Crossroads Café
contact hours are over and above the number on the

Interin Report.

I hope this helps to clarify some of the issues regarding the
imp.ementation of the Crossroads Café program. If you have any
guestions or would like additional information, please . contact
Patricia Mooney Gonzalezr at (518) 474-8920. Please mail your
completed form to her at the address listed on the form. :

ce: Jean Stcvins
Patricia Mooney Gonzalez



B. Non-Traditional Progras Model (Non-classroom instruction
only) ;
Y Number o©f students served:
Non-Traditional Contact Hours:

¢. Hybria Program Model (Classroom and non-classroom
instruction)
Nusber of students served:
Traditioenal Contact Hours:
Non-Traditional Contact Hours:
Total Contact Hours: e

Total nuésber of contact hours for Crossroads Café for all m.odels

All EPE agencies were required to submit an Interim Report to
project their total contact hours for the 1996-97 year. If the
above rumber of contact hours estizated for Crossroads Café changes
the Interim Report projeetzon. please indicate the additional
contact hours to be included in the 1996»—97 projection.

If you have any questions, please contact Patricia Mooney Gonzalez
at (518) 474-8920. Please return one ox;giml applicatian to:

Patricia Mooney Gonzalez
* New York State Rducation Dtpartment:
Office of Workforce Preparation
and Continuing Education
Room 307 EB
Albany, New York 12234
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Crossroads Cefé Application

F:m-—u-—-———-—a——- e

Agency Nage:

Addrass:
Contact:
b Phone: - Fax:

Signature:
e o D e e T

Agsncies may inplement Crossroads Caré using a traditional, non-
traditional or hybrid program model. Under the appropriate heading
bslow, please describe, as specifically as possible, the model your
agency will be using. For sach program model, be sure to include:

¢ when and where students will view the Crossroads Catfé

spiscdes; .
* a description of student/teacher interaction and contact;

and
¢ student assignments.

In addition, please indicats the number of Ewployment Preparation
Education (EPE)state aid contact hours that will be gsnerated.
Adgditional sheets nay be attached. )

A.Traditional Program Model (Classroom instruction only)
Humber of students served: ‘
Traditional Contact Hours:

TOTAL P.B7



Appendix C

NEW YORK STATE EDUCATION DEPARTMENT
OFFICE OF AUDIT SERVICES
AUDIT REVIEW PROCEEDINGS

Requests for Audit Review

It is the policy of the State Education Department to consider for review matters of significant
disagreement which result from a final audit report issued by the Office of Audit Services.

An organization requesting an audit review must make a written application to the Associate
Commissioner for Planning and Policy Development, New York State Education Department,
Room 128 EB, Albany, New York 12234 within 30 days of receiving the final audit report. An
organization may request a review of an audit whenever the final audit report directs the
recovery of funds from the organization and one or more of the following conditions is met:

e Recovery of funds would cause immediate and severe financial hardship to the
organization, thereby affecting the well-being of program participants;

e The organization’s violation was caused by erroneous written guidance from the State
Education Department;

e The State Education Department failed to provide timely guidance on the matter or
condition when the organization had previously requested such guidance in writing;
and/or

e The report contains errors of fact or misinterpretation of laws, statutes, policies or
guidelines.

Organizations requesting an audit review must submit a written application describing how one
or more of the above conditions have been met. This application must include all evidence and
information the organization believes are pertinent to support its position.

An audit report which recommends improvements in internal controls of administrative or
financial systems, but has no material financial impact on the organization, will not be
considered for an audit review proceeding.
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