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1.010 Contractual Security Services - Introduction

In most localities outside the City of New York, security services for the courts are provided
by local law enforcement agencies (i.e. County Sheriff's Departments, City Police).  These security
services are provided pursuant to contracts between the respective localities and the Unified Court
System.  Contractual security services are administered by the respective District Administrative
Judges' Offices.  Central administrative oversight for the provision of security services and the
establishment of contracts with local governments is provided by the Office of Court Administration's
(OCA) Court Security Services Unit.

Locally-provided security services are one of the Unified Court System's largest single
expenditure items.  Accordingly, the guidelines which follow are  promulgated to ensure that the
proper internal controls are in place over the disbursement of State funds for contractual security
services.
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1.020 State Reimbursed Security Services

Contracts established between local law enforcement agencies (contractor) and the Unified
Court System (UCS) require that such agencies provide protection and maintain security for all court
personnel and property, as well as members of the public utilizing the courts.  Specifically, the nature
of the services to be provided by local law enforcement agencies pursuant to the terms of such
contracts are as follows:

1.020.1 Allowable Security Services

1. Contractor shall protect and guard the judges, nonjudicial officers and employees,
jurors, parties, attorney's witnesses and the general public in the designated court, and
on the court premises, as well as the property belonging to such courts.

2. Contractor will perform any additional duties necessary to provide protection and
maintain security in the designated courts and on court premises, except for the
guarding, transporting or moving of prisoners inside or outside of court buildings.

3. Contractor will provide such other services as UCS, or its designee, may require.

4. Contractor agrees to abide by all policies and procedures for court security personnel
established by the Unified Court System concerning the delivery of security services.

1.020.2 Non-reimbursable Security Services

State funds shall not be expended for the following security services:

1. For providing prisoner transportation to or from correctional or holding facilities.

2. For guarding or moving prisoners within the courts.
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3. For services in connection with the recruitment and selection of security personnel
assigned to the designated courts, including, but not limited to: administering physical
or written examinations; providing initial peace officer training in excess of thirty-five
(35) hours; or the purchasing of uniforms (except for uniform maintenance as
specifically provided in local collective bargaining agreements), firearms or
ammunition.
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1.030 Security Services - Internal Controls

The administration of security services provided to the Unified Court System require that both
administrative and accounting internal control systems be established to ensure that such services are
performed in an efficient and effective manner consistent with court requirements and to ensure that
expenditures for such services are proper and in accordance with contractual terms and conditions.

1.031 Administrative Controls

Administrative controls are procedures which are established to promote efficiency in the daily
operations and management of the courts.  The Office of Court Administration Court Security
Services unit has promulgated a "Model Contract" which describes the mandatory provisions of
contracts for Court Security Services.  These provisions are designed to ensure the efficient delivery
of such services.  Thus, the "Model Contract" is itself an administrative control in that it defines the
services to be rendered; the obligations of the contractor; procedures for the documentation and
verification of services rendered; and State reimbursable costs.  In addition, the model contract
establishes a decision-making hierarchy relative to the delivery of security services and the review of
disbursements made pursuant to the contract.  This hierarchy includes the staff of the District
Administrative Judge's Office (DAJ); a Security Coordinator* to be designated by the DAJ; and a
Security Supervisor to be designated by the Contractor.  The administrative responsibilities of the
respective parties are as follows:

*NOTE:  The term Security Coordinator refers to a person employed by UCS (usually a Chief Clerk)
in the locality where the contract exists.  This term is not to be confused with the responsibilities of
the position entitled Security Coordinator as defined in the Title Standards of the Unified Court
System.
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1.031.1 District Administrative Judge's Office (DAJ)

- Monitors and reviews the overall delivery of security services.
- Designates at least one person who shall serve as Security Coordinator.
- Calculates allowable reimbursement rates.
- Authorizes disbursements for overtime security services in writing.
- Audits all vouchers and supporting documentation for accuracy.

1.031.2 Security Coordinator

- Determines specific security functions and locations to be served based on court
security requirements within designated courts.

- Determines the time and place during which security services shall be provided to the
courts.

- Monitors daily attendance records to ensure that such records are completed on a
timely basis.

- Monitors security services provided and assignment logs to assure that only
reimbursable costs are submitted for payment.

- Reviews all payment requests and certifies as to the accuracy and appropriateness of
the hours claimed for reimbursement.

1.031.3 Security Supervisor

- Conducts on-site administration of security services.
- Maintains and verifies daily attendance records.
- Confers with the Security Coordinator regarding the security staffing requirements of

individual courts.
- Directs, supervises and monitors the day-to-day work and conduct of security

personnel.
- Insures that security personnel properly perform security functions in the locations to

which they are assigned.
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1.032 Accounting Controls

Accounting controls are procedures which are established to protect the assets of the Unified
Court System and ensure the accuracy and reliability of accounting records and financial documents.
The "Model Contract" for security services specifies certain such procedures which, when properly
adhered to, serve to ensure that security services provided are properly documented and that State
funds are not expended for non-reimbursable security costs.

1.032.1 Required Documentation

A. Staffing Schedule - The "Model Contract" for security services provides that the UCS's
Security Coordinator shall determine the specific security functions and locations required by
the designated courts in conjunction with OCA Staffing Guidelines.  These requirements are
to be documented and appended to the contract and shall include the minimum number of
security personnel to be assigned to the designated courts; the titles of the respective security
personnel assigned; and the status (Police Officer or Peace Officer) of such personnel.  The
specific format of this schedule is prescribed in Appendix B of the "Model Contract".

B. Monthly Security Log - The "Model Contract" for security services requires that the local law
enforcement agency maintain a monthly log of security services provided to each court.  Such
logs include the number of hours worked; the hourly rate paid; and the total amounts to be
paid, for each officer assigned to provide court security services pursuant to the contract.
The specific formats of these logs are prescribed by Appendix C and C-1 of the "Model
Contract".

C. Daily Sign-In/Sign-Out Records - The "Model Contract" also requires that daily sign-in and
sign-out records be maintained by the local law enforcement agency.  These records are to
be maintained in each court for which security services are provided pursuant to the contract.
The specific format of these records are prescribed in Appendix D of the "Model Contract".
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D. Daily Assignment Records - It is the responsibility of Security Coordinator to monitor the
location of officers providing security services to the courts.  Accordingly, the daily location
of each officer should be documented to ensure that security resources are allocated in
accordance with court requirements.

1.032.2 Verification Procedures

The monitoring of services rendered and the verification of billing records and supporting
documentation are the most fundamental controls over the delivery of security services to the courts.
Unless proper verification procedures are followed, there is little assurance that necessary security
services are being delivered to the courts and that State funds are only expended for allowable costs.

A. Verification of Daily Sign-In/Sign-Out Records - The "Model Contract" requires the
maintenance of daily attendance records by each officer providing security services to the
courts.  It is the responsibility of the Security Coordinator to monitor sign-in/sign-out
procedures to ensure that such entries are made on a timely basis.  

B. Verification of Daily Assignment Records - The assigned location of each officer providing
security services to the courts should be documented on a daily basis.  It is the responsibility
of the Security Coordinator to monitor security services to ensure that officers are at their
assigned location and that State funds are not expended for non-reimbursable costs.  On-sight
inspections and verification of daily assignment records should be conducted by the Security
Coordinator.

C. Verification of Monthly Security Logs - The "Model Contract" for security services requires
the maintenance of a monthly log which indicates hours worked, the hourly rate and total
reimbursement amount for each assigned officer.  It is the responsibility of the Security
Coordinator to verify monthly logs against the daily attendance records maintained for each
officer.  Discrepancies between these records must be reconciled before disbursements are
made to the contractor.
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D. Calculation of Reimbursement Rates - It is the responsibility of the District Administrative
Judge's Office to calculate the hourly reimbursement rates to be paid for security services
provided pursuant to contract.  Accordingly, the samples and instructions which follow are
to be used in determining the appropriate hourly reimbursement rates for contractual security
services:

CONTRACT SECURITY
SAMPLE RATE CALCULATION

CATEGORY VARIABLES COMPUTATIONS

A.  Annual work Days 260

B.  Paid Holidays (11)

C.  Vacation & Personal Days (26)

D.  Sick Days (13)

E.  Required Work Days 210 (A  - (B thru D) 

F.  Hours Per Day 7

G.  Regular Annual Hours 1,470 E x F

H. Annual Salary $30,000

I.  Regular Hourly Rate
    (Except Fringe)

$20.41 H/G

J.  Regular Fringe Rate
    (Excludes leave compensation)

35%

K.  Regular Hourly Rate $27.55 I + (I x J)

L.  Normal Annual Hours 1,820 A x F

M.  OT Difference 1.5

N.  OT Rate Except Fringe $24.72 (H/L) x M

O.  OT Fringe Rate 22%

P.  OT Hourly Rate $30.16 N + (N x O)
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Sample Rate Calculations

Instructions

Sample Security Contract Rate Calculation

A.  Annual Work Days
--Total work days in calendar year
   (e.g. 52 weeks x 5 days = 260)

B.  Paid Holidays
--Number of paid holidays per local contract

    (e.g.  State rate = 12 for fiscal 1988-89)

C.  Vacation and Personal Days
--Number of days accrued per local contract
  (e.g. State rate = 13 accrual periods x 14 hours = 182 hours = 26 days)

D.  Sick Days
--Number of sick leave days accrued per local contract

       (e.g.  State rate = 13 accrual periods x 7 hours = 91 hours = 13 days)

E.  Required Work Days *
--Total annual work days less holidays, personal days, and sick days
  (e.g. 260 - 12 - 26 - 13 = 209).

F.  Hours Per Day
--Number of hours constituting normal workday per local contract
(e.g. State Judiciary = 7)

---------------
*Note: ‘Required Work Days’ calculation applies to full-time employees only.  For part-time employees
(those who do not accrue vacation and sick leave credits) do not reduce the annual work days by vacation
and sick when computing “Required Work Days’.  In such cases, ‘Required Work Days’ equals total annual
work days less paid holidays (e.g. 260 - 12 = 248).
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Sample Rate Calculations

G. Required Annual Hours
-Required work days x hours per day (e.g. 209 x 7 = 1,463)

H.  Annual Base Salary
--Annual salary for position per local contract
(e.g. $30,000 per annum)

I.  Regular Hourly Rate Except Fringe
--Annual base salary ÷ required annual hours
   (e.g. $30,000  ÷ 1,463 = $20.51 per hour)

J.  Regular Fringe Rate
--Total local fringe rate as a % of salary (e.g. 35%).  This rate may exclude certain
   Fringe benefit categories if such categories are billed as a lump sum.
--Excluding any consideration for paid holidays or leave accruals.

K.  Regular Hourly Rate
--Regular hourly rate + fringe cost (e.g. $20.51 + [.35 x $20.51]= $27.69.  This is the regular
hourly reimbursement rate.) 

L.  Normal Annual Hours
--Annual days worked x hours worked per day
   (e.g.  260 x 7 = 1,820)

M.  Overtime Differential
--Overtime factor = 1.5

N.  Overtime Rate Except Fringe
--Annual base salary  ÷ normal annual hours worked x overtime differential (e.g. $30,000/1,820
= $16.48 per hour x 1.5 = $24.72)

O.  Overtime Fringe Rate
--Payroll-driven fringe benefits rate (e.g. retirement and FICA; for this example 22%)

P.  Overtime Hourly Rate
--Overtime Rate + overtime fringe benefit rate ($24.72 + [$24.72 x .22] = $30.16.  This is the
overtime hourly reimbursement rate.)
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Post audit of security payments have found certain common problems associated
with the reimbursement process.  These areas include:

- The hourly reimbursement rate includes a factor to reimburse the contractor
for paid leave credits earned by officers providing security to the courts.
This is accomplished by reducing the number of hours in a "work year" by
the number of paid leave hours earned by each officer when calculating the
hourly reimbursement rate.  However, in some cases, the Unified Court
System has been billed twice for such leave credits because the contractor
has also included a factor for paid leave credits in the vouchered fringe rate,
thus overstating the hourly reimbursement rate.

- Hourly overtime reimbursement rates should not include a factor for paid
leave credits in that paid leave is not a salary-driven benefit.  The inclusion
of a factor for leave credits results in the overstating of hourly overtime
reimbursement rates.

- Failure to verify the contractors actual fringe benefit costs can result in
overpayment of such costs.

E. Audit of Vouchers and Supporting Documentation - It is the responsibility of the
District Administrative Judge's Office to review the vouchers and supporting
documentation submitted by the contractor for reimbursement of security services
pursuant to the terms of the contract.  This process should include:

- Verification of monthly log, daily sign-in/sign-out records, hourly rate paid,
fringe benefit rate and total reimbursement amounts for accuracy.

- Verification that vouchers and supporting documentation has been certified
by the contractor, and where appropriate, the security coordinator.
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- Verification by the Security Coordinator as to the accuracy and adherence
to contractual provisions for the hours being claimed by the contractor.

- Verification that the numbers of hours billed is consistent with sign-in/sign-
out records.

- Verification that reimbursements for overtime security services were
specifically authorized and necessary based on the needs of the courts.
Overtime must be authorized in writing by the District Administrative Judge
or his/her designee.  Such authorizations must be filed with reimbursement
vouchers as supporting documentation.

F. Calculation of Fringe Benefits - The payment rate calculation formula allows
flexibility with respect to the fringe benefit portion of the rate.  Depending on local
circumstances, the fringe benefit percentage rate may include all allowable actual and
projected fringe benefits payable as part of the monthly reimbursement, or the rate
may be limited to those allowable fringe benefits for which actual costs may be
expressed as a percent of salary.

In those instances where actual and projected fringe benefit costs are paid monthly,
an annual reconciliation of actual fringe benefit costs paid by the locality for
contractually approved court security personnel as compared to the total amounts
paid to the locality for the fiscal year for such fringe benefit costs must be made.
This reconciliation and subsequent recovery of excess funds paid to the locality, or
payment of additional fringe benefit costs due to the locality must be completed
prior to September 1 subsequent to the end of the fiscal year (i.e. March 31) for
which the reconciliation is performed.

In those instances where the monthly reimbursement is limited to those allowable
fringe benefits for which actual costs can be determined, the actual allowable costs
paid by the locality and not paid via the monthly reimbursement must be obtained,
verified and paid to the locality in accordance with the September 1 timeframe stated
above.
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In either instance, all actual allowable fringe benefit  costs paid by the locality for
contractually authorized court security personnel should be clearly documented and
kept on file by the District Office for post audit and review.


