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Introduction 

 
The Office of Internal Audit conducted an audit of the payroll time and labor at La Jolla High 
School for the period July 1, 2011 through June 30, 2012.  The review included an examination of 
PeopleSoft time and labor computer records and payroll documentation maintained at the school 
site.   
   
Currently, the employees assigned at La Jolla High School totaled 90, of the total employees, 72 
are certificated employees and 18 are classified employees. 
 
 

Audit Scope and Objectives 
 
The scope of this audit included a review of all supporting documentation for the payroll time and 
labor input from July 1, 2011 through June 30, 2012. 
 
The specific objectives of this audit were: 
 
• To determine that internal controls exist to protect the assets of the school district. 
• To determine that the time keeping process complied with District policies and procedures. 
• To verify that all absences and hours were recorded timely and accurately. 
• To verify that backup documentation existed for all absences and hours recorded. 
• To determine that monthly positions are valid and full time equivalent agrees to employee’s 

actual hours worked. 
 
 

Audit Findings Summary 
 
1. Thirty six (36) employees’ absences totaling 361.95 hours were not recorded in the Time and 

Labor system. 
 

2. Timecards for 916.75 additional pay hours that paid totaling $40,400.81 and a timecard for 1.5 
units that paid $1,360.58 were missing and prevented a determination that the payments were 
allowable, valid and properly authorized. (Schedule III) 

 
3. Supporting documentation for 368 leave benefit absence request forms totaling 2,498.80 hours 

were missing, hence the request and subsequent authorization cannot be determined.   
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Audit Findings and Recommendation 
 
1. Thirty six (36) employees’ absences totaling 361.95 hours were not recorded in the Time 

and Labor system.  (Schedule I) 
 

Our review of payroll records for the period July 1, 2011 through June 30, 2012, revealed that 
361.95 hours of employees’ absences were not reported to the Time and Labor system.  As a 
result employee’s accrued benefit balances were overstated. 

 
 Specifically, we noted the following: 
 

TRC Description Instances Hours 
BRV Bereavement 1 4.00 
DBSPD District Business Professional Dev. 2 10.50 
FLH Floating Holiday 1 8.00 
JUR Jury Duty 2 11.40 
PB2HR Personal Business 2 Hours 11 20.00 
PRB Personal Business 4 28.00 
PRN Personal Necessity 6 31.40 
RH Religious Holiday 1 8.00 
RWY Reduced Work Year 2 12.00 
SLF Sick Leave Full 28 164.65 
VAC Vacation 9 64.00 
Total Hours not Posted 67 361.95 

 
Absences reported in the Substitute Assignment Management System (SAMS) are to be 
posted in the Time and Labor system and timecards are required to support the absences.  
Failure to post the absences can result in overpayment should posted leave hours exceed 
earned balances.   

 
Recommendation: 

 
We recommend that the principal require the timekeeper to make the corrections by 
submitting Time Error Correction Notices to Payroll. 

 
Administration, to comply with payroll processing requirements, has the management 
responsibility to implement site practices that assure the completeness of payroll records and 
data, prior to processing and reporting payroll. 

 
 
2. Timecards for 916.75 additional pay hours that paid totaling $40,400.81 and a timecard 

for 1.5 units that paid $1,360.58 were missing and prevented a determination that the 
payments were allowable, valid and properly authorized. (Schedule II) 

 
a. Our review of payroll records for the period July 1, 2011 through June 30, 2012, revealed 

that 916.75 hours totaling $40,400.81 were reported and paid without timecards.  As a 
result we could not determine if the hours paid were authorized or valid. 
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Listed below is the summary of hours paid that did not have supporting documentation.  
 
TRC   Description of Hours Paid Total Hours Amount 
CRW Curriculum Writing 11.00 $327.14 
EXTRA Extra time 44.50 788.58 
NCT Non-Classroom Hourly 25.00 743.50 
OTH Overtime 6.00 132.28 
PRO Contract Rate 665.00 34,898.43 
SPE Supervision after 6:00p.m. 4.00 237.96 
WKC Workshop Certificated 144.75 2,870.39 
WKL Workshop classified 9.00 72.00 
XTP BTSA Support Provider 7.50 330.53 
 Totals 916.75 $40,400.81 

 
b. A timecard was also missing for 1.50 units that paid $1,360.58 as a result we could not 

determine if the units paid were authorized or valid. 
 

Listed below is the summary of units paid that did not have supporting documentation. 
  
TRC   Description of Hours Paid Total Units Amount 
EXP Walk on Coach - Classified 1.50 $1,360.58 

 
Timecards are to be retained at the site to substantiate the hours or units reported in the Time 
and Labor system and for audit purposes. 
 
Timecards for additional pay require principal approval and a description of the work performed 
justifying the basis for the additional pay. 
 
Recommendation: 

 
The principal is to effect those processes needed to review the accuracy and completeness of 
payroll records and data prior to processing and reporting of payroll. 
 
We recommend that the principal require staff to complete a timecard and the timekeeper 
should ensure that proper supporting documents are on file when processing time and labor.  
 
The timekeeper also should review the accuracy and completeness of payroll records and data 
prior to processing and reporting of payroll. 
 

 
3. Supporting documentation for 368 leave benefit absence request forms totaling 2,498.80 

hours were missing, hence the request and subsequent authorization cannot be 
determined.  (Schedule III) 
 
We examined the benefit absences reported and paid for the pay period starting July 1, 2011 
through June 30, 2012 for certificated and classified employees.  We found that absence 
requests in 368 instances, representing 2,498.80 hours, did not exist to support the posting of 
benefit absences for several employees. 
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Listed below is the summary of absence requests that did not have supporting documentation.  
 
TRC   Description Instances Hours 
CPT Comp Time Taken 1 1.60 
CRT Court Appear Subpoena Witness 1 5.00 
DBS District Business 5 40.00 
DBSPD District Business Professional Dev. 8 64.00 
FLH Floating Holiday 2 16.00 
IA Industrial Accident 12 62.25 
JUR Jury Duty 1 6.40 
LHS Sick Leave Half Pay 74 411.00 
MIL Military Duty 23 184.00 
PB2HR Personal Business 2 Hours 3 6.00 
PRB Personal Business 1 8.00 
PRN Personal Necessity 18 108.00 
RH Religious Holiday 1 8.00 
RWY Reduced Work Year 23 164.00 
SLF Sick Leave 80 562.95 
SLH Sick Leave Half Pay 35 225.60 
UB Union Business 10 80.00 
VAC Vacation 70 546.00 

 Totals 368 2498.80 
 
Timecards are to be retained at the site to substantiate the hours reported in the Time and Labor 
system  are valid and to enable a determination that district requirements are being met. 
 
Recommendation: 
 
The principal is to effect those processes needed to review the accuracy and completeness of 
payroll records and data prior to processing and reporting of payroll. 
 
We recommend that the principal require responsible staff to complete an absence request 
form and the timekeeper should ensure that all absence requests’ supporting documentation 
are on file.  

 
The timekeeper also should review the accuracy and completeness of payroll records and data 
prior to processing and reporting of payroll. 
 
 

4. Discrepancies in hours reported in the Time and Labor system resulted in overpayments 
of $148.85.  (Schedule IV) 

 
 Six (6) employees submitted timecards for wrongly stated number of hours and this resulted in 

these employees being overpaid a total of $148.85. 
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Specifically, we noted the following: 
 
Employee # Hours Paid Should Be Overage Amount 

1 3.50 3.00 0.50 $8.40 
2 1.00 0.00 1.00 18.62 
3 2.45 2.25 0.20 5.95 
4 2.00 1.00 1.00 27.93 
5 3.50 1.00 2.50 63.82 
6 8.00 7.00 1.00 24.13 

Totals 20.45 14.25 6.20 $148.85 
 

The discrepancies occurred because the employees incorrectly calculated the hours stated in 
their timecards and the timekeeper did not verify the accuracy of the hours and posted 
incorrect hours. 
    
The timekeeper is to review the accuracy and completeness of payroll records and data prior 
to processing and reporting of payroll. 

 
Recommendation: 

 
Administration, to comply with payroll processing requirements, has the management 
responsibility to implement site practices that assure the completeness of payroll records and 
data, prior to processing and reporting payroll. 

 
 

5. Three “Audit Paid to Reported Time” reports for the period July 1, 2010 through June 
30, 2011 reports were missing.   

 
Our audit revealed that three “Audit Paid to Reported Time” reports were not printed by the 
school and certification by the principal that the processed payroll reflects time actually 
worked and accrued cannot be verified.  
 
The monthly and hourly payroll reports must be printed and submitted to the principal for 
review and signature in order to verify and have the principal certify that the time and labor 
entries are accurate.   
 
The principal is responsible for certifying payroll and this report is the district’s requirement 
for satisfying the payroll certification. 

 
Recommendation: 

  
The principal, responsible for certifying each payroll, must create a process that assures 
compliance with this district requirement.  
 
The “Audit Paid to Reported Time” reports must be printed for each payroll cycle and 
submitted to the principal for review and signature.   
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6. The timekeeper, without the timecards having an authorized signature, posted 100.25 
hours of additional pay and 3.10 Extended Day Units (coaching pay) that totaled 
$4,234.11 and also 136.00 hours of absences to Time and Labor.  (Schedule V) 

 
Our review of the payroll records for the period July 1, 2011 through June 30, 2012, revealed 
that a total of 100.25 hours additional pay and 3.10 Extended Day Units totaling $4,234.11 
were entered into the Time and Labor System without the authorized signature from the 
principal.  Also, posted without authorized signatures were 136.00 hours of absences. 
 
Specifically, we noted the following: 
 
TRC   Description of Hours Total Hours Total Units Amount 
COA Walk on Coach-Classified  3.10 $2,811.86 
SPE Supervision-After 6:00 pm 2.00  118.98 
EXTRA Extra Time 98.25  1,303.27 
DBS District Business 8.00   
SLF Sick Leave 54.50   
SLH Sick Leave Half 73.50   
 Totals 236.25 3.10 $4,234.11 

 
Signature of the principal is required per District Procedure No. 2600 & 7236 to signify that 
the hours to be recorded in the time and labor system are authorized. 
 
Recommendation: 

 
The timekeeper is to review the accuracy and completeness of payroll records and data prior 
to processing and reporting of payroll.  Timecards are to be reviewed for the approval 
signatures of the principal before reporting hours into the time and Labor system. 
 
 

7. Five employees submitted incomplete “Short Term Leave with Pay Request” forms that 
lacked the required explanation.  (Schedule VI) 

 
Five employees submitted a request for Bereavement Leave totaling 50.40 hours that was not 
complete, lacking a full explanation, a necessary requirement in order to grant the leave. 

 
Absences without loss of salary for a period not to exceed five (5) days may be granted to a 
unit member upon the death of a member of his/her or the spouse’s/same gender domestic 
partner’s immediate family. 

 
A full explanation is required when submitting a short term leave with pay for bereavement to 
determine if the leave taken satisfies the employee’s immediate family requirement.  Failure to 
ascertain that the request for time is valid, can result in overpayment should the request not 
meet contractual requirements.   
 
Administration, in granting the request has the responsibility to assure that the request satisfies 
contractual requirements. 
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Recommendation: 
 
 We require that the principal institute a practice that assures compliance with district policy 

when granting short term leave with pay and secure the required detail to determine that the 
bereavement leave request satisfies contractual requirements. 
 

 
8. Signature stamp of the vice principal was used to approve thirty (30) timecards. 

 
 Our review of employees timecards revealed thirty (30) timecards were approved by using a 

signature stamp of the vice principal. 
  

Signature of the principal is required per District Procedure No. 2600 & 7236 to signify that 
the hours to be recorded in the time and labor system are authorized. 

 
Recommendation: 

 
A signature stamp is not to be used as approval of timecards.  Timecards are to be reviewed 
for the approval signatures of the principal before reporting hours into the time and Labor 
system. 
 

 
9. Errors in the proper completion of timecards were noted in 154 instances that included 

missing logging time in and time out, and reason or explanation for paid extra hours.   
 

We reviewed all payroll time and labor documents completed by employees that were 
maintained by the school to determine that they were properly completed.  We noted 154 
instances where timecards time in and time out and the reason or explanation for paid extra 
hours were missing. 
 
• District Administrative Procedure No. 2600 states “Principal/department heads 

establish procedures providing for prompt and accurate reporting of assignments, time 
worked and absence information of district employees on designated forms.” 

 
Recommendation: 
 
Administration, to comply with payroll processing requirements, has the management 
responsibility to implement site practices that assure the completeness of payroll records and 
data, prior to processing and reporting payroll. 
 
Internal Audit recommends that timecards are to be completed properly.  The timekeeper is to 
review the timecards to determine if properly completed, before reporting into the Time and 
Labor system. 
 

 




















