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OBJECTIVES, SCOPE AND METHODOLOGY 
 
The objective of this follow-up review was to determine the progress and extent of the 
implementation of management’s plans of action addressing the seven (7) 
recommendations in our original audit report. The review covered actions by the 
administration subsequent to the issuance of our original audit report.  
 
We performed the following procedures to satisfy our objective: 

• Interviewed District staff 
• Reviewed operating policies and procedures 
• Examined payroll records and supporting documentation 
• Analyzed general ledger postings  
• Reviewed Head Custodians coursework and certifications 
• Performed various other procedures deemed necessary 

 
This performance audit follow-up review is not an audit, but is intended to provide a 
current status on prior audit findings and recommendations. However, we believe that 
the evidence obtained and reviewed provides a reasonable basis for our conclusions on 
the status of prior audit findings and recommendations. This follow-up review did not 
include and assessment of internal controls.  
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BACKGROUND 
 
M-DCPS employs approximately 2,500 full-time and 400 part-time custodians that 
contribute to the sanitation, health and safety at the District’s facilities.  
 
There are four levels of job classifications and responsibilities for custodial staff:  
 

1. Regular Custodian – performs the routine custodial work involving cleaning 
and maintenance of buildings, facilities, equipment and grounds. 

   
2. Lead Custodian – performs same tasks as the regular custodian plus minor 

supervisory responsibilities.  
  

3. Head Custodian – performs same tasks as the regular custodian plus 
supervises, plans, assigns and schedules the work of custodial personnel.   

  
4. Master Custodian – conducts specialized custodial work and provides 

technical advice and support to administrative and custodial personnel.   
 
Custodians assigned to school or District sites are directly supervises by the Principal or 
administrator of the site. The Department of Plant Operations (Plant Operations) 
supports site administrators by providing custodial staffing allocation reviews and 
recommendations, hiring, training and certifying custodians.   
 
Plant Operations is a department of District Inspections, Operations and Emergency 
Management. The department consists of 28 staff positions, including four 
administrative support staff.  



 

 

 
Follow-up Custodial Services – Payroll, Timekeeping, and Personnel Related Issues 

Audit Committee Meeting Presented – December 11, 2007 
Audit Findings Recommendations Corrective Action By Management Auditors’ Comment 

1.1 Plant Operations should 
approve its own payroll. 

 

Plant Operations now processes and 
approves its own payroll. 

Fully Implemented 

1.2 All employees should be 
required to indicate their 
presence on the Daily 
Payroll Attendance Sheet.  

 

All Plant Operations personnel have 
been directed to follow M-DCPS Daily 
Payroll Attendance sheet sign-in 
procedures. 

Fully Implemented 

1. Improvements 
Needed In 
Payroll 
Recordkeeping 
And 
Documentation 

1.3 All overtime should be 
authorized, pre-approved 
and properly documented in 
a non-redundant manner. 

 

The amount of overtime performed 
has been greatly reduced due to 
proactive steps that have been taken 
to increase awareness of health 
department concerns.  Fewer serious 
violations have directly contributed to 
less overtime work to assist school 
sites. 
 
Overtime and compensatory time is 
pre-approved, with the exception of 
emergencies.   
 
 
 
 
 
 
 
 

Fully Implemented 
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Audit Findings Recommendations Corrective Action By Management Auditors’ Comment 
 1.4 Comply with District’s payroll 

procedures and properly 
maintain complete employee 
call-in information, using the 
official Travelers Location 
Log (Form FM-5543). 

All Plant Operations personnel have 
been instructed to call in whenever 
they arrive at a new work location.  
Master custodians have been 
specifically instructed to contact their 
supervisor prior to changing from work 
locations.   

 
All call takers have been instructed to 
document personnel movement using 
the Travelers Location Log (Form FM-
5543). 

Not Implemented  
Plant Operations is not 
maintaining complete 
employee call-in 
information using the 
official Travelers Location 
Log (FM5543). In fact, 
FM5543 was only used for 
during the last payroll 
completed just prior to the 
commencement of our 
fieldwork, and has not 
been used during the 
payroll periods completed 
subsequent to the 
completion of our 
fieldwork.  
 

2. Ensure Head 
Custodians 
Meet Minimum 
Required 
Qualifications. 

2.1 Ensure that the Head 
Custodians meet the 
minimum required 
qualifications for the position.

 

Response from Division of Non-
Instructional Staffing: 
Upon completion of required 
coursework/certification Plant 
Operations forwards employees that 
meet requirements to 
NIS/Professional Development 
(SDES) and Compensation 
Administration to update and maintain 
employee records. 
 
  

Not Implemented  
Documentation of 
successful completion of 
the required Custodial 
Leadership Class was not 
presented for one of the 39 
Head Custodians filling the 
vacancy in the position 
since our last audit. 
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Audit Findings Recommendations Corrective Action By Management Auditors’ Comment 
2.2 Develop a process to ensure 

that job codes are reviewed 
between transitions to/from 
positions to detect 
inconsistencies. 

Response from Division of Non- 
Instructional Staffing [NIS]: 
For purposes of Interim/Acting NIS 
verifies qualifications for the positions 
& verifies type of appointment being 
requested. In-turn the transaction is 
initiated and approved by NIS; then 
routed to Compensation 
Admin[istration]. For coding/auditing 
purposes for time frame and 
compensation, NIS works with other 
related departments to return & 
restore employees on interim/acting 
assignments to previous positions. 
 
 

Fully Implemented 

3. Ensure Proper 
Accounting Of 
Custodial 
Supplies and 
Equipment 

3.1 New internal controls should 
be designed and 
implemented to ensure that 
Principals and other site 
administrators refrain from 
using the Custodial Supplies 
Account for unrelated 
purchases. 

 

Response from School Operations: 
Starting in the 2008-09 school year, 
custodial supplies are no longer part 
of the schools’ 02 (discretionary) 
budgets, they are now part of their 03 
(program) budgets. Funds budgeted 
for custodial supplies can now only be 
spent on custodial-related items. This 
information has been disseminated to 
principals and will be reviewed via 
web cast in the 2008-09 school year. 
 
 

Fully Implemented 
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