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Ladies and Gentlemen:

In accordance with School Board Rule 6Gx13-2C-1.14, Section IV.B.3 and the
approved Audit Plan for FY 2008-2009, we have reviewed the actions taken by
management to implement the recommendations included in our prior internal audit
report of Payroll and Timekeeping Practices at Maintenance Operations and Facilities
Construction. This report was issued October 25, 2005, and the audit objectives were to
determine whether the payroll and timekeeping practices in place are in compliance with
established District policies and procedures, and whether those practices effectively
reduce the risks of lost wages, payroll irregularities, and inaccurate project and work
order cost information. An additional objective of the audit was to compare various
payroll timekeeping systems used by other public and private entities vis-a-vis M-DCPS.

EXECUTIVE SUMMARY AND CONCLUSIONS

Our prior audit report disclosed instances of non-compliance with District’s policies,
procedures and rules; significant weaknesses in internal controls; inefficient and
ineffective timekeeping practices; lost wages; and costs mischarged in the Department
of Maintenance Operations and Facilities Construction.

We made 11 recommendations to improve the process. Management was in general
agreement with our recommendations and provided responses indicating the findings
would be addressed. Of the 11 audit recommendations, one (1) was fully implemented,
seven (7) were partially implemented, and three (3) were not implemented.

In our follow-up review, we found that the instances of non-compliance found in our
previous audit have not been entirely corrected. We recommended that the department
needed to enhance and effectively employ the documentation of employees’
attendance. Our follow-up review and observation of payroll records disclosed that daily
attendance for a few employees was not properly documented. We observed instances
where employees did not indicate their attendance on a daily basis, but were reported
present on the Final Payroll Roster.
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Our analysis of payroll records for two particular administrators based at the Central
Maintenance office from May 2007 to September 2008 indicated that these employees
did not document their attendance on a daily basis. In fact, emails from one of the
employees indicated that she was absent on the days in question. The total days in
guestions for both employees are 220. Based on their daily pay rates, this amounts to
total questioned costs of $105,185. We also completed a detailed review of seven pay
periods in the 2007-08 and 2008-09 fiscal years at three different Maintenance
locations. The same condition noted above was repeated. A total of 18 employees did
not indicate their attendance on a daily basis for a total of 48 days. This amounted to
an additional questioned amount of $12,265. During our follow-up, we examined
various documents demonstrating that the payroll clerk responsible for completing the
payroll at the location where the majority of the discrepancies occurred had brought the
discrepancies to her administrators’ attention. Moreover, that payroll clerk provided to
us all payroll records requested and used to document the majority of the discrepancies
noted. During the course of our review, the payroll clerk was transferred to another
department.

The payroll clerks prepared daily reports to document employees requesting leave.
However, when employees started their work day at a location other than their home
base location, their time of arrival was not documented. Instead, employees signed
Daily Attendance Sheets post factum. As indicated on the Payroll Processing
Procedures Manual, a travelers log should be used to document “mobile employees”
attendance. Our recommendation of submitting the Daily Status Forms to work order
control clerks on a timely basis was implemented. In addition, we found that Daily
Status Forms reviewed agreed with employees’ payroll information.

Our second recommendation entailed strengthening processes and controls for
overtime, compensatory time and part-time employees. Our follow-up review disclosed
that this recommendation was partially implemented. Payroll processing for part-time
hourly employees complied with District’'s payroll processing policies and procedures.
However, compensatory time guidelines were not followed. Compensatory time leave
was not reported as “other” on the Payroll Absence Report System (PARS), as required.
Accumulated compensatory time for employees exceeded the maximum limit allowed.
Compensatory time that was erroneously accrued, taken, and/or paid was not
recovered, as previously recommended. The total amount for which we do not have
evidence of recovery was $92,600.

The labor unions of the covered employees repeatedly rejected the various proposals
made by Maintenance management to exclude hours not worked, with the exception of
holidays, from the computation of overtime premium paid to employees and to align the
labor contracts terms and District’'s policies and procedures with the Fair Labor
Standards Act. Consequently, employees continue to be assigned overtime in the same
work week that they are granted compensated leave. According to Maintenance payroll
clerks, subsequent to our prior audit, they attended only one refresher training session
offered by Maintenance administration.
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Mechanisms to manage and monitor mobile Maintenance staff were implemented but
subsequently discontinued. Specifically, the piloted GPS technology introduced was
discontinued, reportedly due to its high cost to maintain. Periodic on-site visitations by
management have not substantially increased, due to a growth in the mechanic-to-
supervisor ratio. We agree with management. Trades employees have increased by
14% and coordinators have decreased by 25%. However, we recommend that visits be
done at least sporadically to encourage accountability.

A review of estimated work order costs and time is performed by supervisors. However,
an explanation of significant variances is not documented.

Based on our observation, the Office of School Facilities management has taken some
actions to address most of the findings and recommendations in our prior audit report;
however, those actions fall short of fully correcting the findings and recommendations.
Subsequent to our field work, management has taken action towards implementing
some of the recommendations.

This report was distributed on January 12, 2009 as a draft to the Office of School
Facilities, for their review and comment. Pursuant to School Board Rule 6Gx13-2C.1.14,
we requested that the OSF provide a management response and corrective action
plans to the open audit recommendations, which would have been included with this
final report. However, we did not receive a written management response and corrective
action plan by the January 20, 2009 due date. Inasmuch as the deadline for submitting
a response was reached, this report is being issued as is.

len Vann, CPA, Chief Auditor
Office of Management and Compliance Audits
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OBJECTIVE, 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 for addressing the 11
recommendations in our original audit report. The review covered actions taken by the
administration subsequent to issuing our original audit report.

We performed the following procedures to satisfy our objective:

Interviewed district staff involved in the payroll and timekeeping process;
Reviewed the organizational structure;

Examined, on a sample basis, completed payrolls and supporting documents;
Observed current payrolls and employee sign-in procedures;

Obtained information from school administration on employees’ presence at
schools;

e Performed 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 a specific assessment of the overall internal controls.

BACKGROUND

The Office of School Facilities (Facilities) is responsible for constructing, renovating,
remodeling, and maintaining Miami-Dade County Public Schools (M-DCPS) more than
390 schools and other facilities. The Office is organized into three sections: a design
unit, a construction unit, and a maintenance unit.

The design and construction units (Facilities Construction) comprise 263 employees, of
which 196 are administrative and support staff, 31 are project coordinators (project
managers), and 36 are plan reviewers/code inspectors (including six asbestos project
inspectors). The maintenance unit (Maintenance) comprises 951 tradespersons
(including trades forepersons) and 175 administrative and support staff, including 47
coordinators and project coordinators.

Payroll Timekeeping Process

Facilities uses the District's Payroll Absence Reporting System (PARS) in conjunction
with a series of manual processes to report all employees’ attendance and time worked
to the Payroll Department of the Office of Accounting. For full-time employees, the
payroll and timekeeping process works on an exception basis, meaning, full-time
employees are considered present for all 10 working days during each payroll period
unless otherwise indicated and evidenced by documentation of employees’ absence.
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Hence, in preparing the payroll, only known absences (i.e., sick, personal, vacation,
etc.) are recorded in PARS. Overtime pay and part-time hourly employees’ payroll are
recorded separately, and are based on the total number of actual hours worked. The
process is manually driven, from the collection of employees’ time to the processing of

the payroll.

Each work location within Facilities is responsible for preparing its own payroll. All but
one of the locations use either some form of daily attendance sheets, or a combination
of daily attendance sheets and time cards to collect employees’ attendance data. The
one exception, a Region Maintenance Centers, uses swipe cards in lieu of time cards.

The processing of employee attendance data includes of the following steps:

Payroll Clerk
prints Final

A 4

Data processing Payroll Clerk
Payroll Clerk > in PARS > prints Working
Collects Roster
attendance
data
A\ 4
A Working Roster
I A Payroll
Clerk
- - reviews and L
Time Clards Leave verifies data
Cards; Attendance entered

Reports; Daily
Attendance

Sheets.

Payroll Clerk
enters data
into PARS

Payroll
Clerk
reviews and
verifies data
printed

Yes

Data
entered
correct?

Yes

Data
printed
correct?

Roster

A 4

Final Roster and

Supporting
Documents

Site Administrator
or designee
reviews Final

Roster and

Support

\ 4

1 Site Administrator
or designee
Payroll Clerk w@&ll
corrects and on-line
adjusts data
Note: Key controls are shown underlined.
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The School Board of Miami-Dade County, Florida, adheres to a policy of nondiscrimination in
employment and educational programs/activities and programs/activities receiving Federal financial
assistance from the Department of Education, and strives affirmatively to provide equal opportunity for
all as required by:

Title VI of the Civil Rights Act of 1964 - prohibits discrimination on the basis of race, color,
religion, or national origin.

Title VII of the Civil Rights Act of 1964, as amended - prohibits discrimination in employment
on the basis of race, color, religion, gender, or national origin.

Title IX of the Education Amendments of 1972 - prohibits discrimination on the basis of
gender.

Age Discrimination in Employment Act of 1967 (ADEA), as amended - prohibits
discrimination on the basis of age with respect to individuals who are at least 40.

The Equal Pay Act of 1963, as amended - prohibits sex discrimination in payment of wages to
women and men performing substantially equal work in the same establishment.

Section 504 of the Rehabilitation Act of 1973 - prohibits discrimination against the disabled.

Americans with Disabilities Act of 1990 (ADA) - prohibits discrimination against individuals
with  disabilities in employment, public service, public accommodations and
telecommunications.

The Family and Medical Leave Act of 1993 (FMLA) - requires covered employers to provide
up to 12 weeks of unpaid, job-protected leave to "eligible" employees for certain family and
medical reasons.

The Pregnancy Discrimination Act of 1978 - prohibits discrimination in employment on the
basis of pregnancy, childbirth, or related medical conditions.

Florida Educational Equity Act (FEEA) - prohibits discrimination on the basis of race, gender,
national origin, marital status, or handicap against a student or employee.

Florida Civil Rights Act of 1992 - secures for all individuals within the state freedom from
discrimination because of race, color, religion, sex, national origin, age, handicap, or marital
status.

School Board Rules 6Gx13- 4A-1.01, 6Gx13- 4A-1.32, and 6Gx13- 5D-1.10 - prohibit
harassment and/or discrimination against a student or employee on the basis of gender, race,
color, religion, ethnic or national origin, political beliefs, marital status, age, sexual orientation,
social and family background, linguistic preference, pregnancy, or disability.

Veterans are provided re-employment rights in accordance with P.L. 93-508 (Federal Law) and Section
295.07 (Florida Statutes), which stipulate categorical preferences for employment.

Revised 5/9/03
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MIAMI-DADE COUNTY PUBLIC SCHOQOLS
Office of Management and Compliance Audits
1450 N. E. 2 Avenue, Room 415
Miami, Florida 33132
Tel: (305) 995-1318 ¢Fax: (305) 995-1331
http://mca.dadeschools.net






