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AUTHORIZATION 

In accordance with School Board Policy 1002.1 and the Audit Plan for the 2022-23 fiscal year 
the Office of the Chief Auditor has audited the payroll procedures for the location listed in the 
Table of Contents section of this report.  

SCOPE, OBJECTIVES, AND METHODOLOGY 

We have reviewed the payroll records of the selected location for the period January 1, 2023 
through March 31, 2023.   

The objectives of this audit were to: 

• Determine whether payroll and timekeeping practices at the location are following 
established District policies, procedures, and bulletins which effectively reduces the risk 
of payments to employees for work not performed, payroll irregularities and inaccurate 
employee vacation and leave balances.

• Verify all retroactive time entries were reviewed and approved each payroll period.

• Verify all overtime/compensatory time were pre-approved prior to the work being 
performed.

• Determine whether conflict of interest situations existed between related employees 
working at the same location, if applicable.

• Determine whether human resources actions created by the HR Action Processor (I-Forms) 
were reviewed and approved in a timely manner to prevent incorrect one-time payments 
and wages overpayments.

• Determine whether payroll corrections to employees’ payroll records are needed and 
should be pursued by management.

The results of our audit for the individual location are included within the report. 

1



ATHLETICS & STUDENT ACTIVITIES 
AUDIT REPORT 

FOR THE 2021-22 FISCAL YEAR 
JANUARY 1, 2023 THROUGH MAY 9, 2023 

EXECUTIVE SUMMARY 

Scope and Methodology 

The payroll records of the Athletics & Student Activities Department for 2022-23 fiscal year, 
sample period from January 1, 2023 through May 9, 2023, were reviewed. The objectives of this 
audit were to: 

• Determine whether payroll and timekeeping practices at the location follow established
School Board policies, procedures, and bulletins, which effectively reduces the risk of
payments to employees for work not performed, payroll irregularities, and inaccurate
employee vacation and leave balances.

The following procedures were performed on a selective basis to satisfy the objectives: 

• Review School Board policies
o 4300.1 Overtime Pay and Compensatory Time,
o 4.3 Certificates of Absence for Leaves,

• Review Business Practice Bulletins
o PR-100 Payroll and Time Entry (BPB PR-100), and
o H-220 Additional Assignments (BPB H-220).

• Review Superintendent’s memorandums to Senior Leadership Team and all Principals:
o Payroll Practices and Compliance (November 5, 2018), and
o Overtime and Compensatory Time Concerns (July 30, 2019).

• Review the Enterprise Resource Planning (ERP) training manuals.
o Time Recording and Compensation (June 2014), and
o Reports Training: Human Resources and Time Management (August 2012).

• Audit the payroll process for the location, including analyzing four (4) payroll periods for
BB payroll area from January 9, 2023 through March 5, 2023.

• Review payroll data in the SAP payroll system:
o Time Management reports,
o Earnings reports,
o Overtime (BI) reports,
o Remuneration statements,
o Time Sheet (CADO) reports,
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o HR Master data and other reports, as necessary.  
 

• Review payroll forms:  
o Vacation/Leave Request (Certificate of Absence forms),  
o Overtime/Compensatory Time Authorization forms,  
o Timesheets/timecards,  
o Non-Instructional Additional Assignment Agreement forms,  
o other documentation and reports, as applicable. 

 
The review was conducted in accordance with Generally Accepted Government Auditing 
Standards. The aforementioned standards require that the audit is planned and performed to obtain 
sufficient, appropriate evidence to provide a reasonable basis for the findings and conclusions 
based on the audit objectives. The evidence obtained provides a reasonable basis for the findings 
and conclusions based on the audit objectives.  
 
The Office of the Chief Auditor’s (OCA) responsibility is to perform the review under Generally 
Accepted Government Auditing Standards and provide recommendations to improve operations, 
strengthen internal controls, and comply with the requirements of laws, rules, and regulations in 
matters selected for review. The administration is responsible for implementing corrective actions 
and complying with applicable laws, regulations, and School Board policies and procedures. 
 
Location Profile 
 
Location Address:  610 NE 13th Avenue, Pompano Beach, Florida 33060 
 

Associate Superintendent: Ted Toomer 
 
Director:   Patricia Brown (July 2023 to Present) 

Shawn Cerra  (April 2016 to June 2023) 
 
    
Payroll Preparer:   Stephanie Wentworth and Dawn Turner 
 
  
Summary of Results 
 
During the review of the Athletics & Student Activities payroll and timekeeping practices for 
January 1, 2023 through May 9, 2023, the following observations regarding payroll and 
timekeeping were noted. 
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AUDIT OBSERVATIONS 
 
NON-INSTRUCTIONAL ADDITIONAL ASSIGNMENTS 
 
The Athletics Department has four employees which have additional payments pertaining to their 
Additional Assignment.  The first is a “Clerk Specialist A” and the other three are “ADDL POS 
TCHR (NONSTUDENT)”, which is considered an instructional assignment.  Additionally, there 
are three employees with approved Non-Instructional Additional Assignments.   
 
Observation #1 
 
The Non-Instructional Additional Assignment Agreement Forms for employees with 
additional positions in the department were not attached to the iForm for approval.  
 
As per Bulletin H-220, the Non-Instructional Additional Assignment Form must be completed for 
all non-instructional personnel regardless of the additional assignment and must be attached to the 
Additional Assignment iForm.  In addition, section F. Recordkeeping and Responsibilities states, 
“The location to which the additional assignment belongs is responsible for maintaining records 
of the signed Non-Instructional Additional Assignment Agreement Form.  Employee performing 
the additional assignment (s) should keep a copy of the Non-Instructional Additional Assignment 
Agreement Form for their records.” 

 
1. The location has three (3) Non-Instructional additional assignments approved by iForm.  A 

request was made with the payroll preparer for the three (3) Non-Instructional Additional 
Assignment Agreement Forms, only two (2) of the three (3) assignments requested had 
signed agreement forms.     
 

2. The Non-Instructional Additional Assignment Agreement Forms were requested from 
Compensation & HR Support Services, however the forms were not attached to the iForms 
for approval as a result HR was unable to produce the forms for any of the Non-
Instructional Additional Assignment positions in the department.  
 

Observation #2  
 
The Instructional Additional Assignment for several employees resulted in consistently 
working an additional hour.  
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Per Business Practice Bulletin H-220, if the instructional employee is working an additional hour 
consistently, a work change schedule (Change in Pay iForm) should have been completed instead 
of processing an additional assignment per Business Practice Bulletin H-220.  
 

1. A review of instructional additional assignments hours for January 1, 2023 – May 9, 2023 
resulted in four (4) employees averaging in excess of three (3) additional hours per day. 
 

The chart below summarizes the hours and expenditures for these positions during the stated 
timeframe. 

 
 

January 1 - May 9, 2023 

       

 

Employee Days Add'l 
Assignment 

Hours  

Rate Total 
Compensated 

Avg 
Hours/Day 

IN01 Employee 1 53 285 51.38707 $14,645.31 5.37736 
IN01 Employee 2 69 338 40.75017 $13,773.56 4.89855 
IN01 Employee 3 70 284 43.70935 $12,413.46 4.05714 
CL02 Employee 4 75 229 24.47659 $5,605.14 3.05333 

 Total 267 1136                         $46,437.47 4.25468  
 

The OCA recommends that Compensation & HR Support Services Director as well as the Athletics 
& Student Activities Director review Business Practice Bulletin H-220 Additional Assignments 
with staff and follow procedures to ensure the guidelines established for additional positions are 
observed and put into practice as it states: 
 

1.  The Non-Instructional Additional Assignment Form must be completed for all non-
instructional personnel regardless of the additional assignment and must be attached to the 
Additional Assignment iForm in order to be processed. 
 

2. The form must be reviewed to ensure that the assignment requested is justified as an 
additional assignment for which the District policy was intended before being approved. 
 

3. The form must be reviewed to ensure that the assignment requested is justified as an 
additional assignment for which the District policy was intended before being approved. 
An additional position should not be used to pay an employee for the same work at the 
same location.   
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4. Monitor the hours of additional assignments and complete Change in Pay iForm when 
applicable. 
 

5. All additional positions are reviewed yearly by the director/principal and that an expiration 
date is included on the agreement and iForm. 
 

The OCA will expand the scope of  Additional Position controls as part of the Human Resources 
phase of the audit plan. 
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� s Ro w,rR'B 
V1' County Public Schools

PATRICIA A. BROWN, DIRECTOR 

ATHLETICS & STUDENT ACTIVITIES 

PHONE: 754-321-1203 FAX: 754-321-1205 EMAIL: patricia.ann.brown@browardschools.com 

DATE:

TO:

FROM:

SUBJECT:

October 3, 2023

Dr. Ted Toomer, Associate Superintendent
Teaching & Learning, Non-Tra�al Schools

Patricia A. Brown, Director �
Athletics & Student Activities

RESPONSE -AUDIT REPORT ON INTERNAL ACCOUNTS-FISCAL YEAR 2022-23 

SAMPLE PERIOD JANUARY 1, 2023 THROUGH MAY 9, 2023 

This correspondence acknowledges receipt and review of the findings from the Internal Audit
performed for fiscal year (FY) 2022-2023 for the Athletics and Student Activities Department. The
audit revealed exceptions related to Additional Assignment Agreement Forms.

In addition to following all the recommendations provided by the Auditor in the Audit Report, below
are additional corrective measures that the Athletics and Student Activities Department will be
implementing to prevent further exceptions.

Observation #1- Non-Instructional Additional Assignment Agreement Forms

As of the 2023-2024 school year, Additional Assignment Agreement Forms, as needed, will be
processed following proper procedures and attached to the employees Additional Assignment iForm.
The payroll processor will keep the signed agreement forms for department records.

Observation #2 - Instructional Additional Assignment

The instructional additional assignments within Athletics and Student Activities are required to be
worked after regular working hours for athletic and student activity events. The hours vary from
week to week based upon the events being held throughout the entire school year.

If you have any questions or require any additional information, please contact my office.

PB:sw

Educating Today's Students to Succeed In Tomorrow's World 
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