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CORRECTIVE ACTION PLAN 

INTERNAL AUDIT REPORT ON HUMAN RESOURCES 
 June 30, 2023 

AUDIT FIRM – R.S. ABRAMS 
 

Board Policies and Procedures 
 

Procedure Performed: We reviewed the District’s Board policies and procedures pertaining to 
the human resource processes. 
 
 
Findings: No exceptions were found as a result of applying these procedures.  
 
Recommendations: N/A 

 

District Response:  N/A  

 
 
 

New Hires 
 

Procedure Performed: We obtained a sample of five instructional and five non-instructional 
personnel files for newly hired employees for the 2022-2023 school year to determine whether the 
new hire was properly appointed by the Board, and whether District obtained the following 
documentation: 
 

 Employment application 

 Department of Homeland Security Form I-9 

 Fingerprint Clearance Form 

 Proper Certifications and/or Qualifications 

 Telephone Reference Form 

 Retirement System Election Form 

 Signed Oath of Allegiance Form 

 Completed New Hire Checklist 
 

Findings: No exceptions were noted as a result of applying these procedures.  
 

Recommendation:  
N/A 

 
District Response: N/A  
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Personnel Files 

 
Procedure Performed: We obtained a sample of personnel files for five instructional and five non-
instructional employees to determine whether the following documents were maintained on file: 
 

 Department of Homeland Security Form I-9 

 Fingerprint Clearance Form 

 Proper Certifications and/or Qualifications 

 Signed Oath of Allegiance Form 

 Annual Salary Notice 
 
Findings:  No exceptions were noted as a result of applying these procedures. 
 
Recommendation: N/A 

 
District Response: N/A 

 
 

Resignations, Retirements and Terminations 
 

Procedure Performed: We obtained a sample of personnel files for 5 employees who separated 
from the District between July 1, 2022 and January 31, 2023 to determine whether: 
 

 There was a retirement, resignation, or termination letter in the employee’s personnel file. 
 The Board formally accepted the retirement/resignation/termination. 

 The former employee was properly removed from payroll. 

 If the employee was entitled to a separation payment, the payment was properly 
calculated in accordance with the employment contract and reviewed and approved by an 
appropriate administrator. 

 The employee’s access to the District’s network, email, accounting information system, 
student information system, and individualized education program software was 
inactivated in a timely manner. 

 
Findings:  No exceptions were noted as a result of applying these procedures. 
 
Recommendation: N/A 

 
District Response: N/A 
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Evaluations 

 
Procedure Performed: We obtained a sample of 10 employees’ evaluations and observations for 
fiscal year 2022-2023, consisting of five instructional and five non-instructional employees, to 
determine whether the District is conducting evaluations and observations in accordance with 
Board approved employment contracts and policy No. 0330, Evaluation of Professional Staff. 
 
Findings:  No exceptions were noted as a result of applying these procedures. 
 
Recommendation: N/A 

 
District Response:  N/A 

 

 
 

Daily Attendance 
 

Procedure Performed: We obtained the attendance rollover from June 30, 2022 to July 1, 2022, 
noting whether the rollover was reviewed and approved by an appropriate administrator.  
 
Finding: No exceptions were noted as a result of applying these procedures.  
 
Procedure Performed: We tested a sample of 10 employees from the attendance rollover from 
June 30, 2022 to July 1, 2022, noting whether their paid time off accrual was granted in 
accordance with their respective employment contract.  
 
Findings:  Finding: No exceptions were noted as a result of applying these procedures.  
 
Recommendation: N/A 

 
District Response:  N/A 

 


