


A formal leave request form along with leave request procedure will be created for all non
instructional employees to utilize. This will go into effect December 1, 2022. 

Recommendation #2 
For the District employees that are required to be evaluated on an annual basis, the Human 
Resources Department has a process to maintain copies of the annual evaluations within the 
employees' personnel files. The evaluation completion is not tracked within the District's human 
resources/payroll application, ePersonality. 

► The Human Resources Department should utilize the full capabilities of the
application ePersonality and track the completion of the evaluations for the District
employees that are required to be evaluated on an annual basis. This will ensure
that the employee personnel files are complete.

Response 
The City of Yonkers (COY) Human Resources will collaborate with COY IT department on adding 
the evaluation completion feature to the performance management section of the HR/Payroll 
system (ePersonality). We expectthi_s to be completed by June 30th, 2022. 

Recommendation #3 
The Human Resource Department has not developed a process to track teaching certification 
within the human resources/payroll application, ePersonality, and does not maintain the current 
certifications within the employee personnel files. 

► The Human Resource Department should maintain complete, accurate, and up-to
date certification information in ePersonality and up-to-date certification
documents within an employee's personnel file. Subsequent to the hiring process,
the Human Resource Department should designate an employee to review the
certification information for accuracy and completeness. The review process
should be documented, and any discrepancies should be communicated to the
Deputy Commissioner for Human Resources. This will ensure that the employee
certifications are accurate and reliable for the Human Resource Department to
·evaluate whether the District employees are in compliance with the New York State
Education requirements in respect to holding a New York State certificate for
employment in state public schools and that they have met the required degree,
coursework, assessment, and experience requirements.

Response 
City of Yonkers Human Resources will assign an HR_ staff member the responsibility of 
reviewing and tracking missing teacher certification documents. Any missing certification 
information will be added to ePersonality and the teacher personnel files by August 31, 2022. 

Recommendation #4 
The Human Resource Department does not utilize an exit checklist when employees terminate 
or leave the District. 

► We recommend the Human Resources Department develop an exit checklist to
utilize when an employee is terminated or leaves the District. The District should
utilize the exit checklist to document that all property in the custody of the employee
including, but not limited to laptops, badges, keys, cell phones, etc. has been
returned. The exit checklist will provide the support that proper procedures are
followed when employees have been terminated and their access has been
removed from the District's financial and other applications.








