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INTRODUCTION
The Texas School for the Deaf (TSD) was established in 1856 and is the oldest continuously operating
publicly funded school in Texas. It currently serves approximately 551 students from school districts
across the State. TSD’s mission is to ensure that students excel in an environment where they learn,
grow, and belong.
TSD is established as a state agency to provide a continuum of direct educational services to students,
from birth through twenty-one years old, who are deaf and hard of hearing and who may have multiple
disabilities.
TSD is governed by a nine-member board appointed by the Governor and confirmed by the Senate. Each
member of the board must be a person who is experienced in working with persons who are deaf or hard
of hearing, a person who is the parent of a person who is deaf, or a person who is deaf. The Board is
directed to organize and conduct itself like the board of a local school district and; thus, in addition to
overseeing the provision of all TSD services, has specific responsibilities related to budget preparation,
policy adoption and appointment of TSD’s Superintendent.
TSD’s curriculum is designed to meet the needs of a diverse student population. The school is staffed
with certified teachers and qualified support personnel in assessment, auditory/speech training,
counseling/psychological services, remedial programs, and after-school programs. Residential facilities
are available and provided to students needing them.
Programs offered at TSD include a Parent Infant Program (from birth to 35 months old); Early Childhood
Education (for students from 3 to 5 years old); a Special Needs Department (for students with multiple
disabilities); Elementary, Middle and High School Programs (for kindergarten to graduation); a Career and
Technology Education Program (for high school and transitional students); Career and Transition Services
(for post-graduation students); and, the Access Program (for students 18 to 22 years old).
2018 Internal Audit Plan
Following is the internal audit and other functions performed, as identified in TSD’s 2018 Internal Audit
Plan, dated February 12, 2018 and approved by the Board on February 15, 2018:
 Human Resources and Payroll
 Follow-up of Internal Audits Performed in Prior Years
 Other Tasks
This report contains the results of our audit of the Human Resources and Payroll Area; reflects the results
of the follow-up performed in the current year of findings that were presented in the prior year annual
internal audit report; and, meets the State of Texas Internal Audit Annual Report requirements.
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INTERNAL AUDIT OBJECTIVES
In accordance with the International Standards for the Professional Practice of Internal Auditing, the
audit scope encompassed the examination and evaluation of the adequacy and effectiveness of TSD’s
system of internal control and the quality of performance in carrying out assigned responsibilities. The
audit scope includes the following objectives:


Reliability and Integrity of Financial and Operational Information – Review the reliability and
integrity of financial and operating information and the means used to identify, measure, classify,
and report such information.



Compliance with Laws, and Regulations, Policies, Procedures, and Contracts – Review the
systems established to ensure compliance with those laws, regulations, policies, procedures, and
contracts which could have a significant impact on operations and reports; and, determine whether
the organization is in compliance.



Safeguarding of Assets – Review the means of safeguarding assets and, as appropriate, verify
the existence of such assets.



Effectiveness and Efficiency of Operations and Programs – Appraise the effectiveness and
efficiency with which resources are employed.



Achievement of the Organization’s strategic Objective – Review operations or programs to
ascertain whether results are consistent with established objectives and goals and whether the
operations or programs are being carried out as planned.
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I.

Compliance with Texas Government Code 2102:
Information

Required Posting of Internal Audit

To comply with the provisions of T e xa s Government Code, 2102.015 and the State Auditor’s
Office, within 30 days after approval by the Board, TSD will post the following information on its
website:


An approved fiscal year 2019 audit plan, as provided by Texas Government Code,
Section 2102.008.



A fiscal year 2018 internal audit annual report, as required by Texas Government Code,
Section 2102.009.

The internal audit annual report includes any weaknesses, deficiencies, wrongdoings, or other
concerns raised by internal audits and other functions performed by the internal auditor as well as
the summary of the action taken by TSD to address such concerns.

II.

Consulting and Non-Audit Services Completed
The internal auditor did not perform any consulting services, as defined in the Institute of Internal
Audit Auditors’ International Standards for the Professional Practice of Internal Auditing or any nonaudit services, as defined in the Government Auditing Standards, December 2011 Revision,
Sections 3.33-3.58.

III.

External Quality Assurance Review
The internal audit department’s most recent System Review Report, dated October 7, 2015,
indicates that its system of quality control has been suitably designed and conforms to applicable
professional standards in all material respects.

IV.

Internal Audit Plan for Fiscal Year 2018
The approved Internal Audit Plan (Plan) included one audit to be performed during the 2018 fiscal
year. The Plan also included a follow-up of the findings that were presented in the prior year annual
internal audit report, other tasks as may be assigned by the Audit Committee or Board during the
year, and the preparation of the Annual Internal Audit Report for fiscal year 2018.
Risk Assessment
Utilizing the information obtained through inquiries and documents reviewed, 18 audit areas were
identified as potential audit topics. A risk analysis was completed for each of the 18 potential audit
topics and then complied to develop TSD’s overall risk assessment.
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Following are the results of the risk assessment performed for the 18 potential audit topics identified:
HIGH RISK

MODERATE RISK

LOW RISK

Human Resources & Payroll

Information Technology

Residential Services

Purchasing/Purchasing
Cards/HUB Compliance

Accounting- All Other Functions

Supplies Warehouse

Food Service

Athletic Revenue

Admissions & Assessment

Career and Transition

Accounting- Cashier
Function/Student Activity

Risk Management
Performance Measures

Homegoing Transportation
Instruction: HS, MS, Elem, Special
Health Services & Student Health
Center
Fixed Assets
Abuse, Neglect, and Exploitation
(ANE)

In the prior 3 years, internal audits were performed in the following areas:
Fiscal Year 2017:
 Homegoing Transportation
 Follow-Up of Prior Year Audit Recommendations
Fiscal Year 2016:
 Follow-Up of Prior Year Audit Recommendations
Fiscal Year 2015:
 Athletic Revenue
 Follow-Up of Prior Year Audit Recommendations
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The internal audit and other tasks performed for fiscal year 2018 were as follows:

V.

Report No.

Audits/Report Titles

Report Date

1.

Human Resources & Payroll
Objective: To assess the effectiveness and
efficiency of the internal controls, policies,
procedures, and processes in place for the
Human Resources and Payroll Area (Area); and,
to ensure compliance with applicable state
requirements.

8/3/2018

2.

Annual Internal Audit Report – Follow-Up of Prior
Year Internal Audits

9/21/2018

-

Other Tasks Assigned by the Board or Audit
Committee

None

EXECUTIVE SUMMARY
Human Resources & Payroll Area (Area)
Background
The Human Resources Department (Department) is responsible for the payroll and human
resources functions at the Texas School for the Deaf (TSD). The Department is supervised by a
Director, who reports directly to the Superintendent, and is comprised of a Payroll Specialist, a
Benefits Coordinator Specialist, a Certification Specialist, a Training Specialist, a Time and Leave
Specialist, an Employment and Compensation Specialist; and, an administrative assistant.
Hiring Process
When there is a need for an existing position to be filled or for a new position to be created, the
hiring manager from the respective department, with approval (for the new hire) from their director or
supervisor, will submit a requisition for approval of the job posting through TalentEd, TSD’s hiring
system. TalentEd then sends the requisition, for approval, to the respective hiring department’s
supervisor or director, the Superintendent, and the Department Director. Job postings include the job
title, opening and closing date, minimum salary, job description, minimum requirements, etc. Upon
approval, the job posting is uploaded to TSD’s website and sent to the Texas Workforce
Commission and other websites; such as, Indeed.com, to be posted for a minimum of 10 business
days.
Applicants submit their completed application through TalentEd, for viewing and screening by the
hiring managers and directors. The Applicant Screening/Scoring Form spreadsheet is used during
the screening process, using a point-based scoring system customized to the position’s
requirements. Selected applicants are interviewed by a panel, comprised of 2 to 3 employees, where
predetermined questions are asked of the applicant and their responses are scored and totaled on
the Applicant Screening/Scoring Form. Upon completion of that process, the hiring manager will
recommend an applicant for hire through TalentEd. The recommended applicant is generally the one
with the highest score; and, if not, justification of such is documented regarding their
recommendation.
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The application, resume, the Applicant Screening/Scoring Form, and other information is then
reviewed by the Employment & Compensation Specialist, who determines the salary to be offered,
using TSD’s salary schedule, which considers the recommended applicant’s experience. The
Employment & Compensation Specialist will prepare a New Hire Personnel Action (PA) form, in the
Personnel Action database, which includes the salary information, job title, classification, etc., for
approval by the Department Director and the Superintendent. The Payroll Specialist and the Time &
Leave Specialist use the approved PA to update the Uniform Statewide Payroll/Personnel System
(USPS). A job offer letter is prepared and emailed to the recommended applicant by the
Employment & Compensation Specialist; and, upon acceptance of the offer, an appointment is
scheduled for the applicant to get fingerprinted at an IdentoGO center operated by IDEMIA; and, for
a background check to be performed, through the DPS database by DPS.
New Employee Orientation (NEO)/Training
The Training Specialist is responsible for emailing the required new hire paperwork to the new hire
and scheduling the NEO.
At the NEO, new hires are provided with a binder which contains information; such as, information
about TSD, policies and procedures, Employees Retirement System (ERS) and Workers
Compensation; and, training materials. TSD Human Resources employees assist new hires with
completion of new hire forms; such as, ERS & 401k enrollment, I-9s, etc.
New hires are required to attend 6 training sessions during the NEO and must sign a form at the end
of each session acknowledging their completion. The Training Specialist tracks the training hours in
the training database, which also populates the date for the next required training session for each
employee.
All required paperwork is submitted by the new hire to the Department, where the various
Department specialists verify prior state service records, review certifications and licenses, update
benefit information, and enter information into the USPS. The Administrative Assistant then begins
preparing the new hire’s personnel file, which are maintained in file cabinets located within the
Department.
Classification and Pay Schedules
Since TSD is both a Texas school and a state agency, employees are classified as either a Contract
or Classified employee.
Contract Employees – Includes principals, teachers, counselors, and other full-time professional
employees who are licensed or credentialed by the respective state agency. The Legislature has
provided TSD with authority to pay contract employees salaries comparable to employees of the
Austin Independent School District.
Classified Employees – Includes at-will employees that are paid in accordance with the General
Appropriations Act, and the State of Texas Salary Schedules for state employees. Positions of
classified employees are established in accordance with the State of Texas Position Classification
Plan that provides job classifications, salary groups, and salary schedules.
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Timekeeping Process
All employees are required to maintain time sheets. An employee from each department is
designated as the timekeeper for their department, and is responsible for submitting the time sheets
to the Department, where they are collected by the Payroll Specialist for processing payroll. The
majority of TSD employees are paid on an exception basis; therefore, employees are paid the same
amount each month unless there is an “exception” to their pay; such as, the employee takes leave
without pay or an adjustment is made to their existing pay rate. Employees are required to complete
a Request for Authorization and Use of Leave form when they are absent from work to authorize any
type of leave. Leave balances are tracked and maintained in the USPS by the Time and Leave
Specialist.
Payroll Processing
Payroll is processed in accordance with the Texas Comptroller’s guidelines and pay schedules.
Once the Payroll Specialist completes the payroll process, she notifies the Accounting Manager, who
is in the Accounting Department, to approve and release the payroll for payment in USPS since he is
the only employee authorized to perform this function. Although the majority of employees receive
their checks by direct deposit, there are others that receive warrants, which are distributed at the
Cashier’s Office, located in the Accounting Department. The employee is required to sign a form
before the warrant is released to them.
Performance Evaluation
Employees are evaluated annually by their supervisor using a performance appraisal system that
includes a self-evaluation and a supervisor written evaluation, which rates employee performance on
job responsibilities. During the first 6 months of employment, a new employee is placed on nondisciplinary probation and will receive a performance evaluation based on the employee’s
performance during that period. A copy of the evaluations is submitted to the Department and
maintained in the employee’s personnel file.
Sick Leave Pool (Pool)
TSD administers the Pool and the Department Director has been designated as the Administrator.
Eligibility – All employees are eligible to request leave from the Pool if a catastrophic illness or injury
forces them to exhaust their own accrued sick leave.
Contributions – Contributions are voluntary. Employees may contribute one or more days of sick
leave to the Pool by completing the Sick Leave Pool Contribution form and submitting it to the
Department. A terminating employee may contribute their full sick leave balance. The Time and
Leave Specialist is responsible for updating the employee’s leave records and Pool.
Requesting Leave – Employees may request to withdraw up to 1/3 of the time in the Pool or up to 90
days, whichever is less, by completing the Request and Authorization for Leave form indicating a
specific number of hours requested. This form must be submitted to the Department Director along
with the required Certification of Health Care Provider form completed by a licensed practitioner. The
number of hours granted is determined by the Department Director by multiplying the number of
hours requested by the “percentage leave factor.” The “percentage leave factor” is determined by
multiplying 1) the catastrophic illness multiplier (ranging from .5 - .7); by the 2) length of employment
multiplier (ranging from .4 – 1.0).
An “Employee Notification” form is provided to the employee with the number of awarded hours.
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Job Termination
A Termination Personnel Action form is completed by a supervisor when a resignation letter is
received from the terminating employee. The Department will then send the employee an Exit
Report, a TSD Separation from Employment Report: Use of Leave form, and a Sick Leave Pool
Contribution form for completion. The supervisor’s portion of the Exit Report is completed by the
employee’s supervisor and denotes the dates that the TSD property was returned by the employee.
Once the completed paperwork is submitted back to the Department, the Time & Leave Specialist
will enter the employee’s termination date on the Termination Personnel Action form and enter the
separation information into USPS. The Payroll Specialist reviews the information to ensure the
employee’s final payout is calculated correctly.
Reporting
The Area is also responsible for preparing and submitting various reports to the Texas Comptroller’s
Office and the State Auditor’s Office (SAO) using data from the USPS, which include the following:





Veteran’s Preference Report – Submitted quarterly to the Texas Comptroller’s Office and
reports the percentage of employees who are entitled to a veteran’s preference.
Full-Time Equivalent (FTE) Employees Report – Submitted quarterly to the SAO and reports
the number of FTE employees; the increase/decrease from the previous quarter; number of
positions; etc.
Emergency Leave Report – Submitted annually to the Texas Comptroller’s Office and reports
the names of employees who were granted more than 32 hours of emergency leave during the
year.
Benefits Proportional by Method of Finance Exemption Letter – Submitted annually by TSD’s
Chief Financial Officer to the Texas Comptroller’s Office and SAO confirming that TSD was
funded from a single appropriated fund.

Audit Objective, Scope, and Methodology
Objective
The objective of our audit was to assess the effectiveness and efficiency of the internal controls,
policies, procedures, and processes in place for the Human Resources and Payroll Area (Area);
and, to ensure compliance with applicable state requirements.
Scope
The scope of our audit was the review of the Area’s policies, procedures, and processes in place;
and, the testing of selected functions performed by the Area during the period from September 1,
2017 through June 30, 2018 (audit period).
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Methodology
The audit methodology included a review of laws and regulations; TSD’s established policies and
procedures, other internal and external documentation; and, interviews with various TSD personnel.
We obtained and/or reviewed the following information:
a. SAO’s Texas Human Resources Management Statutes Inventory; State's Position
Classification Plan; and, Salary Schedules
b. Texas Comptroller’s Office Texas Payroll/Personnel Resource website; and, Payroll Due
Date and Direct Deposit Schedules
c. TSD’s written policies and procedures related to the Area
d. Organizational charts
e. TSD’s pay plan for contract employees
f.

Listing of current employees as of June 30, 2018

g. Listing of employees terminated during the audit period
h. New Employee Orientation (NEO) packet and training documentation
i.

Selected employee personnel files, and payroll checks, and the respective time sheets

j.

Examples of required paperwork for new hires; such as, employee information forms, ERS
benefits and 401k enrollment forms, W-4, etc.

k. Selected Request and Authorization for Leave forms, Sick Leave Pool Employee
Notification forms, and Sick Leave Pool Contribution forms
l.

Benefits Proportional by Method of Finance exemption annual confirmation letter for fiscal
year 2017

m. Form 941 Worksheet submitted for the 2nd Quarter of fiscal year 2018
n. Full-Time Equivalent Employees Report submitted for the 3 rd Quarter of fiscal year 2018
o. Veteran’s Preference Report submitted for the 3rd Quarter of fiscal year 2018
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We performed various procedures to achieve the objective of our audit; to include, the following:
1. Obtained and reviewed TSD’s written policies and procedures; applicable laws and
regulations; and, conducted interviews to obtain an understanding of controls, processes
and current practices in place over the Area.
2. Obtained and reviewed the applicable state requirements as established by the State
Comptroller’s Office and the SAO.
3. Randomly selected 25 active employees and selected a certain pay period for each of the
25 employees, to perform the following procedures:
a. Agreed salary paid to the respective Personnel Action form and to the proper salary
schedule for contract or classified employees;
b. Agreed the number of hours reported on the employee’s time sheet to the number
of hours paid;
c. Recomputed Longevity Pay based on the number of service years as reflected in
the state service records;
d. Ensure leave taken was approved and reflected in the Employee Leave Balance
Report;
e. Recomputed net pay and agreed to the amount paid;
f. Agreed the classified employee’s classification to the State of Texas Position
Classification Plan; and,
g. Reviewed the employee’s personnel files for the following contents, as considered
applicable:
i. Application
ii. Job Posting
iii. Employee Information Form
iv. Handbook Acknowledgement Form
v. State Service Reports
vi. Supervisor Orientation Checklist
vii. Personnel Action Forms
viii. Certifications and Transcripts
ix. Contracts or Reasonable Assurance Letters
x. Performance Evaluations
4. For new hires from the above selection, obtained and reviewed the following to ensure
documents were properly completed and retained:
a. Job posting;
b. Job description;
c. Offer letter;
d. NEO training acknowledgement forms; and,
e. Applicant Screening/Scoring Form.
5. Tested a sample of the following reports prepared and submitted by the Department
and agreed them to the supporting documentation from USPS: 2nd Quarter Form 941
Worksheet, 3rd Quarter Full-Time Equivalent Employees Report, and 3 rd Quarter
Veteran’s Preference Report.
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6. Ensured the Benefits Proportional by Method of Finance exemption confirmation letter for
fiscal year 2017 was prepared and submitted by the required due date.
7. Obtained a list of employees that were terminated during the audit period and selected a
sample of 6 employees (10 percent of the population) to test for the following:
a. Final paycheck amount was properly calculated using the number of hours reported
on the time sheet;
b. Lump sum final paycheck amounts were properly calculated using accrued leave
hours that agreed to leave records;
c. Personnel Action forms were prepared and approved prior to the employee’s
effective termination date;
d. Employee’s status in the USPS system was updated to inactive status; and,
e. Exit Report was properly completed.
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VI.

Summary and Related Rating of Observations/Findings and Recommendations

As TSD’s internal auditors, we used our professional judgment in rating the audit findings identified in this
report. The rating system was developed by the Texas State Auditor’s Office and is based on the degree
of risk or effect of the findings in relation to the audit objective(s). The table below presents a summary of
the observations/findings and recommendations included in this report and the related rating.
Summary of Observations/Findings & Recommendations
and
Related Ratings
Finding No.
1
2
3
4
Observations
No.
1
2
3

Title
Sick Leave Pool
Termination Personnel Action Forms
Exit Reports
Personnel Files

Hiring and Promotions Administrative Procedures
Personnel File Documents
Exit Reports

Rating
Medium
Low
Low
Low
–
–
–

Description of Rating
A finding is rated Priority if the issues identified present risks or effects that if not addressed could
critically affect the audited entity’s ability to effectively administer the programs(s)/function(s) audited.
Immediate action is required to address the noted concern(s) and reduce risks to the audited entity.
A finding is rated High if the issues identified present risks or effects that if not addressed could
substantially affect the audited entity’s ability to effectively administer the programs(s)/function(s)
audited. Prompt action is essential to address the noted concern(s) and reduce risks to the audited
entity.
A finding is rated Medium if the issues identified present risks or effects that if not addressed could
moderately affect the audited entity’s ability to effectively administer programs(s)/function(s) audited.
Action is needed to address the noted concern(s) and reduce risks to a more desirable level.
A finding is rated Low if the audit identified strengths that support the audited entity’s ability to administer
the programs(s)/function(s) audited or the issues identified do not present significant risks or effects that
would negatively affect the audited entity’s ability to effectively administer the programs(s)/function(s)
audited.
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VII. Observations/Findings and Recommendations

Report
No.

Report
Date

Name of
Report

1

8/3/2018

Human
Resources &
Payroll

Observations/Findings and Recommendations
1. Sick Leave Pool
Our review of 16 employees that were awarded hours from
the Sick Leave Pool during the audit period indicated that in
1 instance, an employee was awarded 52.25 hours as,
documented on the Sick Leave Pool Employee Notification
form; however, 52.50 hours were entered into the system,
resulting in an overpayment of .25 hours.

Current Status
(Fully
Implemented,
Substantially
Implemented,
Incomplete/
Ongoing, or Not
Implemented)

Fiscal
Impact/Other
Impact
To ensure the
accuracy of the
Sick Leave
Pool balance.

Recommendation
We recommend that TSD implement a quality review
process; such as, requiring a Department employee, other
than the employee who enters the awarded leave hours into
USPS, to review and agree the hours entered into USPS to
the Sick Leave Pool Employee Notification form. This review
should be performed prior to releasing paychecks, to ensure
the accuracy of the Sick Leave Pool balance and that
employees are awarded and paid only for authorized hours.
Management’s Response
Management agrees and will update the School’s Sick
Leave Pool procedure to require the Benefits Coordinator to
review all sick leave pool awards in USPS for accuracy.
Expected implementation date - November 15, 2018.
2. Termination Personnel Action Forms
Our review of the Termination Personnel Action (TPA)
Forms for the 6 selected employees terminated during the
audit period disclosed the following:
 2 instances where the TPA Forms were approved by
the Department Director 27 days and 35 days after
the effective termination date.
 1 instance where the TPA Form for an employee
who retired February 28, 2018 had the employee’s
former position, classification number, pay rate, etc.
documented as their current position; however, the
employee had changed positions effective January
1, 2018.
Recommendation
We recommend that TSD ensure TPA forms are properly
completed, approved in a timely manner; and, that the USPS
is properly updated to ensure accuracy of the Human
Resources records.
Management’s Response
Management agrees and will update the School’s
Separation from Employment procedure to require
supervisors to initiate and approve Termination Personnel
Action forms in a timely manner and provide training on the
procedures. Expected implementation date - January 1,
2019.
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Report
No.

Report
Date

Name of
Report

1

8/3/2018

Human
Resources &
Payroll

Observations/Findings and Recommendations
3. Exit Reports
Our review of the TSD Exit Reports for the 6 terminated
employees selected for testing during the audit period,
indicated that in 1 instance the supervisor’s portion of the
report was not completed; and, not signed by the employee
or the employee’s supervisor.

Current Status
(Fully
Implemented,
Substantially
Implemented,
Incomplete/
Ongoing, or Not
Implemented)

Fiscal
Impact/Other
Impact
To ensure
compliance
with TSD’s
policies and
procedures.

Recommendation
We recommend that the Human Resources Department
implement a process that will ensure supervisors properly
complete the TSD Exit Reports to comply with TSD’s
Administrative Procedures; and, to document that any
school property assigned to them was returned.
Management’s Response
Management agrees and will update the Separation from
Employment procedure to require the Human Resources
Assistant to gather, review and track all Exit Reports,
working with supervisors to ensure appropriate and timely
completion. Human Resources will provide training to
supervisors on the Separation from Employment
procedure, including collecting assigned school property.
Expected implementation date - January 1, 2019.
4. Personnel Files
Employee personnel files are maintained in file cabinets
located within the Human Resources Department. The file
cabinets are not fire proof; and, we were unable to locate
any smoke detectors or fire extinguishers inside the room
where the file cabinets are located.
Recommendation
We recommend that TSD consider purchasing fire proof
cabinets for the storage of personnel files to mitigate the
risk of loss.
Management’s Response
While management agrees, the School is not able to
provide fire proof cabinets until Human Resources
relocates to the new Central Services Building in the Spring
of 2021. The floor structure of the current trailer will not
safely support the weight of fireproof cabinets and their
associated contents. However, the agency will add a fire
extinguisher and smoke detector to both Human
Resources file rooms and is working with the Texas
Facilities Commission to ensure sufficient fire alarms are in
place.

15
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Report
No.

Report
Date

Name of
Report

1

8/3/2018

Human
Resources &
Payroll

Observations/Findings and Recommendations
OBSERVATIONS
1. Hiring and Promotions Administrative Procedures
TSD’s Hiring and Promotions Administrative Procedures
were last updated in 2001 and; therefore, do not reflect the
current procedures and processes in place; to include, the
use of the TalentEd system.
Recommendation
We recommend that TSD revise their Hiring and
Promotions Administrative Procedures to reflect their
current practices in place.
2. Personnel File Documents
Although TSD has general internal guidelines for the
personnel file structure, there is not a comprehensive list of
the documents that are required to be maintained in the
files. We understand that the Department’s Administrative
Assistant has prepared a listing that she uses as a guide.
Recommendation
We recommend that TSD develop more detailed
comprehensive guidelines of the documents required to be
maintained in the employee’s personnel file.
3. Exit Reports
The TSD Exit Report includes a section for the supervisor
to denote the date(s) the separating employee returned
TSD’s property that was assigned to them; such as,
badges, keys, equipment, etc. The Exit Report indicates
that the word “Clear” should be documented in the
respective field if there was no property assigned.
Our review of the TSD Exit Report for the 6 terminated
employees selected for testing during the audit period
disclosed 3 instances where the category fields were left
blank; therefore, we were unable to determine if there was
any property assigned and/or if it was assigned, that it was
returned.
Recommendation
We recommend that the Human Resources Department
review the Exit Report promptly upon receipt and return it
to the supervisor if incomplete, to ensure any assigned
property is timely collected from the separating employee.
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Report
No.

Report
Date

Name of
Report

2

9/21/2018

2018
Follow-Up

Observations/Findings and Recommendations

Current Status
(Fully
Implemented,
Substantially
Implemented,
Incomplete/
Ongoing, or Not
Implemented)

Fiscal
Impact/Other
Impact

Follow-Up of Prior Year Audits
Following is the status of the recommendations made in
previous fiscal years that had not been implemented.
Homegoing Transportation (5/10/2017)
1. Contract Requirements - Bus Drivers

Fully
Implemented

For the safety
and security of
students and to
ensure that
contractors are
in compliance
with all
contract
requirements.

Fully
Implemented

For the safety
and security of
students and to
document
release of
responsibility
to TSD and/or
TSD to the
parent.

Incomplete/
Ongoing

For the safety
and security of
students and to
document
compliance
with the
Homegoing
policies and
procedures.

TSD should ensure that the criminal background checks be
performed in compliance with Texas Education Code
22.084 (c) (d) by the contractor. In addition, TSD should
develop a process to ensure compliance with contract
requirements imposed on contractors.

2. Parent Signature Sheet
TSD should enforce the Homegoing procedures to ensure
that a Parent Signature Sheet is provided to bus drivers
and chaperones prior to each trip and that every
parent/guardian sign the signature sheet upon pick-up or
drop-off of their student.

3. Picture Verification
TSD should enforce the Homegoing procedures to ensure
that a picture of the student roster be provided to bus
drivers and chaperones prior to each trip to properly
identify each student by clearly indicating whether the
student was on board. The picture should be retained to
support the trip.
2018 Follow-Up
Our testing of 10 students who participated in the
homegoing transportation program during the period from
September 1, 2017 through May 31, 2018 and traveled by
bus, disclosed 1 instance where the picture was not
provided for either the homegoing or returning trip; and, 1
instance where it was not provided for the returning trip.
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2

9/21/2018

2018
Follow-Up

Observations/Findings and Recommendations
4. Van Driver Requirements

Current Status
(Fully
Implemented,
Substantially
Implemented,
Incomplete/
Ongoing, or Not
Implemented)
Fully
Implemented

To ensure
safety and
security of the
students in the
provision of
Homegoing
services.

Incomplete/
Ongoing

Strengthen
controls over
the use of
assets earned
through State
purchases.

TSD should adopt the Texas Education Code 22.08322.087 related to the national criminal history reviews of
certified teachers, charter school employees, non-certified
staff, contractors and substitutes as minimum requirements
for potential van drivers. In addition, TSD should obtain the
driving record and accident record for each driver.

5. Documentation and Use of Travel Rewards
As part of the prior year homegoing transportation audit,
we understood that airline tickets purchased for the
Homegoing process earn a “reward” towards the purchase
of future tickets; and, the “reward” is credited for the use of
the passenger (student/employee) and not TSD.
Furthermore, TSD obtained information directly from the
airline for 10 student accounts, which disclosed 2 were set
up by parents of the student, TSD did not have access to 1
of the 2 accounts; and, a separate account was not
accessible by password.
We recommended that TSD establish a process to monitor
the credit and use of the “rewards” earned for both
students and employees to ensure that any “rewards” are
only used for valid Homegoing or other TSD use; and,
retain a listing of each “reward” earned and used by
individual and by date of travel.
TSD indicated that the state of Texas’ current travel
provider, National Travel Systems (NTS) is unable to allow
any redemption of travel miles as those redemptions must
go directly through the airlines themselves; thus, TSD is
unable to utilize reward miles at this time. However, TSD
indicated they would review and research the current
Travel Reward accounts to ensure that the use, conversion
and/or the closing or suspension of the accounts would be
performed in accordance with applicable state
requirements.
2018 Follow-Up
TSD has not taken any action on this recommendation.
Thus, any credits and/or rewards earned using TSD funds
are at risk of getting applied to students, family members,
and/or employees for their personal use.
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Athletic Revenue (Report date 9/9/2015)
1. Disbursements

Substantially
Implemented

To support
the
disbursement
of Athletic
Activity
Funds.

Fully
Implemented

To ensure
reported
performance
is supported
and
accurately
calculated.

TSD should request a “Letter Ruling” from the State Comptroller
Office related to the exemptions from the Texas sales and use tax
for items purchased using Athletic Revenue and other Student
Activity Funds and develop a policy consistent with the guidance.
2018 Follow-Up
Based on the results of the “Letter Ruling” which states that
purchases qualify for exemption from the Texas sales and use tax
if for a bona fide chapter of the school, and TSD’s response that
not all Student Activity Accounts qualify as bona fide chapters, we
recommend the following:
Since TSD has identified those Student Activity Accounts that are
bona fide chapters of the school, it should develop a policy
consistent with that guidance. Furthermore, TSD should review
all requests for reimbursements from the “qualifying” Student
Activity Funds and exclude the reimbursement of any taxes paid.
Performance Measures (Report date 8/5/2014)
1. Key Efficiency Performance Measures Calculation
TSD should retain documentation used to calculate and report
actual performance for the Average Daily Cost of Transportation
per School Day key efficiency performance measure.
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Athletic Revenue (Report date 7/3/2013)
1. Cash Receipts

Substantially
Implemented

Improve the
process of
depositing cash
receipts in a
timely manner.

Fully
Implemented

To ensure TSD
management
has authorized
the admission
of fees to only
selected
athletic events
and improve
controls over
cash
collections and
deposits.

Fully
Implemented

To ensure the
minimum
number of
funds are used
to account for
athletic activity.

The Athletic Department should implement a process to ensure
collections are submitted within 1buisness day to the Business
Office as required by the established policies and procedures,
or institute a more practical timeline and revise the policies and
procedures accordingly.
2018 Follow Up
Our testing of 10 cash receipts indicated that in 2 instances the
cash receipts were submitted to the Business Office 4 business
days after the date of the event.

2. Athletic Admission Fee
TSD should require that the Athletic Director provide a list of the
athletic events where admission will be collected prior to the
start of the applicable season.

3. Fundraising Fund
TSD should revise its policy to include a reference for the 12
separate Athletic Revenue Funds that it began using in fiscal
year 2015.
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VIII. External Audit Services Procured in Fiscal Year 2018
TSD procured the internal audit services documented in the Internal Audit Plan for fiscal year 2018.

IX.

Reporting Suspected Fraud and Abuse
TSD has provided information on their home page on how to report suspected fraud, waste, and
abuse to the State Auditor’s Office (SAO) by posting a link to the SAO’s fraud hotline. TSD has also
developed a Fraud Prevention Policy that provides information on how to report suspected fraud.

X.

Proposed Internal Audit Plan for Fiscal Year 2019
The risk assessment performed during the 2018 fiscal year was used to identify the following
proposed area that is recommended for internal audit and other tasks to be performed fiscal year
2019. The Internal Audit Plan for fiscal year 2019 will be developed and presented to the Audit
Committee and Board, for acceptance and approval, at a meeting to be determined at a later date.




Food Service
Follow-up of Prior Year Audits
Other tasks as may be assigned by the Audit Committee or Board during the fiscal year.
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XI.

Organizational Chart
Governing
Board
Internal
Auditors

Executive
Claire Bugen,
Superintendent

ERCOD (0-3 Services including PIP), Bobbie
Beth Scoggins
Human Resources, Julie Dodd
Information Technology Services, Mari Liles
Legal Services, Leonard Schwartz
Property/Facilities Management, Jim Johnston

Academic Affairs
John A. Serrano,
Director of Academic Affairs

Instructional Departments
Curriculum, Instructional
Support & Assessment
Professional Development/ASL
Support and Services
Student Support Services
Family & Student Advocacy Services

Student Life
Wilmonda McDevitt,
Director of Student Life

Residential Services
Student Development
Student Alternative Programs
After School Programs
Staff Development

Support Operations
Russell O. West,
Director of Suppor Operations

Athletics
Food Services
Homegoing Transportation
Interpreting Services
Risk Management
Security
Student Health Services
Texas Facilities Commission Liaison
Transportation
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Financial
Justin Wedel,
Chief Financial Officer

Accounting
Budget
Purchasing
Records Management
Internal Audit Liaison
Postal Services

