Scotland County Schools
Control Process –Annual Leave
June 30, 2018
NOTE:  Narrative below was prepared based on discussions with Susan Harrison, Chief Finance Officer
Annual Leave
1. The Board’s payroll software system is used to maintain its annual leave records.
2. The system updates the # of days earned and the # of days taken each month based on absences entered into LINQ system by the school’s secretary or department secretary.  

3. The days earned is calculated automatically based on the employee’s years of service per the system.  

4. At the end of each year, the Assistant Finance Officer, Sharon Baldwin, prints a system report of annual leave balances and spot checks it for accuracy.  Each June 30, the system automatically takes any days in excess of 30 (the maximum allowed by state law to be carried over from one year to the next) and converts it to sick leave.  

5. Board policy is that employees are not allowed to overuse their annual leave, and their pay is docked if they do. 
6. The number of available days is printed on each check and employees will typically notify the payroll department if they detect any unusual items related to their leave balance. 

WALKTHROUGH:
See walkthrough documentation form at the 37 series for annual leave.
