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INTERNAL CONTROLS 
 
Our overall evaluation of internal controls for the District’s centralize payroll 
function is summarized in the table below.  
 

INTERNAL CONTROLS RATING 

CRITERIA SATISFACTORY 
NEEDS 

IMPROVEMENT INADEQUATE 
Process Controls  X    
Policy & 
Procedures 
Compliance 

  
X 

 
 

Effect  X  
Information Risk X   
External Risk X   
 

INTERNAL CONTROLS LEGEND 

CRITERIA SATISFACTORY 
NEEDS 

IMPROVEMENT INADEQUATE 
Process Controls Effective Opportunities 

exist to improve 
effectiveness. 

Do not exist or are 
not reliable. 

Policy & 
Procedures 
Compliance 

In compliance Non-Compliance 
Issues exist. 

Non- compliance 
issues are pervasive, 
significant, or have 
severe 
consequences.  

Effect Not likely to 
impact operations 
or program 
outcomes.  

Impact on 
outcomes 
contained. 

Negative impact on 
outcomes. 

Information Risk Information 
systems are 
reliable. 

Data systems are 
mostly accurate 
but can be 
improved. 

Systems produce 
incomplete or 
inaccurate data which 
may cause 
inappropriate 
financial and 
operational decisions. 

External Risk None or low. Potential for 
damage. 

Severe risk of 
damage.  
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PAYROLL DEPARTMENT – ORGANIZATIONAL CHART 
 

Business Operations 
 Deputy Superintendent 

Office of the Controller 
 Controller 

 

Payroll Department 
 Executive Director 

Deduction Control  
Deduction Control Officer  

 

Payroll  
Director 

 

 
Officer Manager 

 

Senior Payroll 
Deduction Specialist 

(1) 
Payroll Deduction 

Specialist II 
(3) 

Payroll Specialist II 
(2) 

 

Senior Micrographics 
Technician 

(3) 

Payroll Control 
Specialist 

 

Sr. Payroll Specialist
(4) 

Fiscal Assistant III
 
 

Data Input 
Specialist II 

 

Payroll Specialist 
(11) 

Payroll Deduction 
Specialist I 
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2. TIMELY ADD NEW EMPLOYEES AND 
REMOVE TERMINATED EMPLOYEES  
FROM THE PAYROLL ROSTER  

 
Processing new and departing employees is a critical payroll function. At the School 
Board, the function is complex and spread out across various departments and 
locations.  

 
Employee Intake –  
 
Instructional and Non-instructional applicants for new hire must submit an Application 
for Employment and Application for Non-Instructional Position, respectively, along with 
documentation (i.e., official transcript, statement of status of eligibility, diploma, social 
security card, recommendation letters, references, etc.). The applicant’s information is 
entered into the Applicant Tracking System (ATS). After entry into the ATS, it is routed 
to several departments (Drug Testing, Finger Printing, Compensation Administration, 
etc.) for approval. The collected information is subsequently stored in the Region Master 
File and the personnel system. Administrative positions follow a similar process, except 
that the applicant’s information is entered into the ATS only after being approved by the 
School Board. An applicant is not hired until his/her application is completed, 
processed, made active in the ATS, and he/she has been properly screened (i.e., 
fingerprinted and drug tested, if applicable). Effective March 19, 2007, the District 
adopted new hiring procedures, which prohibits new employees from reporting to work 
until the RPA (Request for Personnel Action) process is fully approved by the offices 
involved in the hiring process. 
 
Locations hire new applicants in the ATS by electronically submitting a RPA, for active 
applications; or after an applicant completes a Restricted Personal Data form, for 
inactive applications. Applications remain active for six months.  Existing/active 
employees are also hired by submitting an RPA. Once hired, the locations enter the 
effective date (start date) and board date into the personnel system and the applicant is 
added to the payroll roster as of the effective date of employment.  
 
We sampled 10 employees from the New/Rehired Full-Time Employees From the RPA 
Transaction File report to determine if: 1) applications were properly completed in the 
ATS and 2) locations entered employees into the payroll roster timely.  The results 
indicated that all 10 applications were properly complete in the ATS, but employees 
were not timely added to the payroll rosters at the locations in all cases.  The following 
conditions were noted:  
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within 60 days. 
 

• For 18 terminations or 24%, staff at the initiating location did not process the 
termination action online in a timely manner. For example, in one case, the 
termination action was entered 42 days after the employee’s effective 
termination date. Consequently, the terminated employee was not removed 
from the payroll roster used by the locations to compile the payroll in a timely 
manner (i.e., one pay period). No termination occurred prior to its effective 
date. 

 
Evident by the test results is the commendable effort the Payroll Department puts forth 
in timely processing final payments to terminated employees and ensuring that 
employees do not receive payments other than terminal pay subsequent to their 
termination dates. On the other hand, also evident by the test results is the need for 
initiating locations to process termination actions more timely in order for former 
employees to be removed from the payroll roster. Not removing terminated employees 
from the payroll roster exposes the District unnecessarily to the risks of payroll fraud. 
 
 
   
 
 
 
 

 
 
 
 
 
 
 

 
As mentioned previously, our 
tests performed to identify 
fictitious employees concluded 
that there were none found at 
the locations tested for the 
specific payroll period. However, 
while performing those tests, we 
found further corroborating 
evidence of the pervasiveness 
of work locations not removing 
terminated employees from the 
payroll roster in a timely 
manner. For example, 83 employees appearing on the payroll rosters certified for six (6) 
of the 46 locations tested, were identified as terminated or not presently working at the 
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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. 

of unpaid, job-protected leave to "eligible" employees for certain family and 
medical reasons. 

scrimination in employment on the 
basis of pregnancy, childbirth, or related medical conditions. 

e basis of race, gender, 
national origin, marital status, or handicap against a student or employee. 

ination because of race, color, religion, sex, national origin, age, handicap, or marital 
status. 

The Family and Medical Leave Act of 1993 (FMLA) - requires covered employers to provide 
up to 12 weeks 

The Pregnancy Discrimination Act of 1978 - prohibits di

Florida Educational Equity Act (FEEA) - prohibits discrimination on th

Florida Civil Rights Act of 1992 - secures for all individuals within the state freedom from 
discrim

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. 

ral Law) and Section 
295.07 (Florida Statutes), which stipulate categorical preferences for employment. 

Revised 5/9/03

Veterans are provided re-employment rights in accordance with P.L. 93-508 (Fede






