NAME OF SCHOOL:
TYPE OF AUDIT:
DATE OF ADVISORY BOARD MEETING:

CONTACT PERSON:
TELEPHONE NUMBER:

Abbreviations:
NPS-OSE - Newark Public Schools, Office of Special Education
NPS-OHI - Newark Public Schools Cffice of Home instruction

NPS_0QOQOD- Qut of District
ERESC - Essex Regional Education Services Commission
NJAC- New Jersey Administrative Code

CORRECTIVE ACTION PLAN

Office of Home Instruction

New Jersey Department of Education, Newark Internal Audit Unit (NJDOE-NIAU)

September 25, 2012

Office of Home Instruction Supervisor
973 733-6851 or 7308

FINDING
NUMBER

RECOMMENDATION

METHOD OF IMPLEMENTATION

PERSON(S) RESPONSIBLE
FOR IMPLEMENTATION

COMPLETION DATE

The auditor recommends the district provide
the NJ Essex County Depariment of
Education Office with written notification of
students placed on home instruction and
renewal notifications as required by N.J.A.C.
BA:14-4.8 (a)1.

A Clerk was assigned to assist with the processing of
QOut of District and Home Instruction packets. She
was trained in the process for submitting packets to
the Essex County Supervisor for Child study Teams,
Mark Lanzi. A log of all submissions to the Essex
County Exacutive County Office was established and
alt packets are followed-up on. When the packets
return to the Office of Special Education they are
inspected for a stamp and signature and then filed.

Supervisor of Special Education

February 1, 2012
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NAME OF SCHOOL:
TYPE OF AUDIT:
DATE OF ADVISORY BOARD MEETING:

CONTACT PERSON:
TELEPHONE NUMBER:

Abbreviations:
NPS-OSE - Newark Public Schools, Office of Special Education
NPS-OHI - Newark Public Schoois Office of Home Instruction

NPS_OOD- Out of District
ERESC - Essex Regional Education Services Commission
NJAC- New Jersey Administrative Code

CORRECTIVE ACTION PLAN

Office of Home Insfruction

New Jersey Department of Education, Newark Internal Audit Unit (NJDOE-NIAU)

September 25, 2012

Office of Home Instruction Supervisor
973 733-6851 or 7308

FINDING
NUMBER

RECOMMENDATION

METHOD OF IMPLEMENTATION

PERSON({S) RESPONSIBLE
FOR IMPLEMENTATION

COMPLETION DATE

2

Contracts with home instruction vendors
should be executed prior to services being
provided and all vendor agreements should
be supported by an executed coniract. The
date executed should be indicated on all
contracts,

To mitigate the occurrence of services rendered prior
to an executed contract, ail home instruction
coniracis, as well as any other district issued
contract, will now be initiated by the Purchasing
Department. As this occurs, al contracts will be in
accordance with established guidelines. A
requisition will be required to initiate the
procurement process. Purchase Orders wili be
processed upon final execution of the confract.
District policies are distributed to employees and
vendors advising them that services may not
commence prior to having an execuied contract. The
district can detect but can not prevent an employee
from circumventing district policles and procedures,
Purchasing reviews invoice and purchase order
dates to detect services rendered prior to issuance of
a purchase order and takes the necessary steps fo
notify the employee and respective supervisor.

Director of Purchasing

February 1, 2012
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NAME OF SCHOOL.:

TYPE OF AUDIT:
DATE OF ADVISORY BOARD MEETING:

CONTACT PERSON:
TELEPHONE NUMBER:

Abbrevistions:
NPS3-0OSE - Newark Public Schools, Cffice of Special Education
NPS-OHI - Newark Public Schools Office of Home Insfruction

NPS_OO0D- Out of District
ERESC - Essex Regional Education Services Commission
NJAC- New Jersey Administrative Code

CORRECTIVE ACTION PLAN

Office of Home Instruction

New Jersey Department of Education, Newark Internal Audit Unit (NJDOE-NIAU)

September 25, 2012

Dffice of Home Instruction Supervisor
973 733-6851 or 7308

FINDING
NUMBER

RECOMMENDATION

METHOD OF IMPLEMENTATION

PERSON(S) RESPONSIBLE
FOR IMPLEMENTATION

COMPLETION DATE

Deficiencies were noted in contracts with
home instruction vendors. The auditor
recommends 1) open-end contracts must
include maximums; 2} action forms should be
compieted for all contracts; 3} purchase
orders should not exceed contract not-to-
exceed amounts; 4) all contracts should be
reviewed by the lega! dept.; 5) contracts
should be centrally located and initiated from
Purchasing; 6) home instruction contracts
should have an hourly rate esfablished; 7)
contracts should not be signed with signature
stamps.

Home instruction contracts over the bid threshold
had beed processed through the Special Education
Department. Departments will no longer process and
execute contracts. In the future, all home instruction
contracts will be processed through the purchasing
department.

1) The contracts will indicate maximums on the
resolutions; 2) Action farms will be completed for all
cordracts in excess of the bid threshold; 3)
Peoplesoft contract module (newly implemented) will
contain maximum amounts payabie. The Accouts
Payable system will not be able to generate a
payment in excess of that amount nor can a PO be
created in excess of that amount; 4, 7) All contracts
will follow the normal workflow which inciudes legal
review before securing district approvals via original
signature; 6} All home instruction contracts will
include an hourly rate.

Director of Purchasing

February 1, 2012

The auditors recommend that ali home
instruction expenditures be charged to the
correct fiscal year.

Prior to payment, verify that the Office of Special
Education entered the receipts against the correct
purchase order to ensure expenditures are expensed
in the year in which they are incurred.

Supervisor of Accounts Payable

March 1, 2012
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NAME OF SCHOOL:
TYPE OF AUDIT:
DATE OF ADVISORY BOARD MEETING:

CONTACT PERSON:
TELEPHONE NUMBER:

Abbreviations;

CORRECTIVE ACTION PLAN

Office of Home Instruction

New Jersey Department of Education, Newark Internal Audit Unit (NJDOE-NIAU)

September 25, 2012

Office of Home Instruction Supervisor
973 733-6851 or 7308

NPS-OSE - Newark Public Schools, Office of Speciat Education
NPS-OHI - Newark Public Schools Office of Home Instruction

NPS_OO0D- Out of District

ERESC - Essex Regional Education Services Commission

NJAC- New Jersey Administrative Code

FINDING PERSON(S) RESPONSIBLE
NUMBER RECOMMENDATION METHOD OF IMPLEMENTATION FOR IMPLEMENTATION COMPLETION BATE
5 The auditors recommend that purchase See finding and recommendation #2 above Director of Purchasing February 1, 2012
crders for home instruction services are
issued prior fo services being rendered.
6 The Auditors recommended that NPS-OHI 1. Determine (using past years' data) the number of [Supervisor of Home Instruction February 1, 2012

their instructors are properly certified.

and NPS-OSE match home students with
instructors who are cerlified in the appropriate
content areas, and to periodically request that
vendors submit documentation showing that

students authorized for home instruction services
within each of the specific groupings such as the
elementary grades, secondary grades, special
needs, and ELL groupings, in order to assess where
there is and has been the greatest need for services,
and therefore instructors.

2. Determine the number of home instructors within
each required area of content cettification and
determine where there is need for change through
either decreasing or increasing the number of staff in
those areas.

OAS Deputy Chief Academic Officer
Supervisor of Home Instruction

February 1, 2012
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NAME OF SCHOOL:

TYPE OF AUDIT:

DATE OF ADVISORY BOARD MEETING:
CONTACT PERSON:

TELEPHONE NUMBER:

Abbreviations:
NPS-OSE - Newark Public Schools, Office of Special Education
NPS-OHI - Newark Public Schools Office of Home Instruction

NPS_OOD- Out of District
ERESC - Essex Regional Education Services Comm;sszcn
NJAC- New Jersey Administrative Code

CORRECTIVE ACTION PLAN

Office of Home Instruction

New Jersey Department of Education, Newark Internal Audit Unit (NJDOE-NIAU)

September 25, 2012

QOffice of Home Instruction Supervisor
973 733-6851 or 73038

FINDING
NUMBER

RECOMMENDATION

METHOD OF IMPLEMENTATION

PERSON(S) RESPONSIBLE
FOR IMPLEMENTATION

COMPLETION DATE

3. Request from the vendors ahnually a spreadsheet
which requires information on each of the vendors'’
instructional staff area of cerifications, if they will be
used to provide services for the upcoming school
year.

Supervisor of Home [nstruction
Director/Supervisor of Special
Education

July 1, 2012

The auditor recommends that vendor billings

for home instruction inciude students served,

date of service(s), and dally hours worked.
The Supervisor of Home Instruction should

ensure services rendered were required and

should review all billings prior to approval for
payment. Alsa, on a test basis, verify hours
billed. Revise contracts to specify required
documentation for payment.

1. All Home Instruction contracts will be initiated
from Purchasing. Contracts will be aftached to each
Purchase Order and accessibie to Accounts Payable
staff. New contracts will specify required
documentation for payment.

Director of Purchasing

July 1, 2012

2. Prior to payment, verify that invoices, purchase
orders and contracts agree.

Supervisor of Accounts Payable

March 1, 2012
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NAME: OF SCHOOL:
TYPE OF AUDIT:

DATE OF ADVISORY BOARD MEETING:

CONTACT PERSON:
TELEPHONE NUMBER:

Abbreviations:
NPS-OSE - Newark Public Schoois, Office of Special Education
NPS-OHI - Newark Public Schools Office of Home Instruction

NPS_0OOD- Out of District
ERESC - Essex Regional Education Services Commission
NJAC- New Jersey Administrative Code

CORRECTIVE ACTION PLAN

Office of Home Instruction

New Jersey Department of Education, Newark internal Audit Unit (NJDOE-NIAU)

September 25, 2012

Office of Home Instruction Supervisor
973 733-8851 or 7308

FINDING
NUMBER

RECOMMENDATION

METHOD OF IMPLEMENTATION

PERSON(S) RESPONSIBLE
FOR IMPLEMENTATION

COMPLETION DATE

3, Reguire that all vendors that interact with the
Office of Home Instruction provide a chart with
specific information (student name, dates of service,
instructor's name and hours of instruction) that will
altow for verification of billable hours as well as a
sign-off which will be provided o the Office of
Purchasing to be used in rendering payment. Bi-
annually require the review of vendor sign-off sheets
for their siaff from the actual student
parents/guardians.

Supervisor of Home Instruction

September 1, 2012

The District must ensure that the students
receive no less than the minimum hours of

instruction required by NJAC.

1. Schedule instructors with no more than 4 students
at a time to allow for a full daily teaching schedule
with flexibility to fit in perieds of instruction to make
up time created by student and/or teacher absences.

Supervisor of Home Instruction &
Scheduling Assistant / Coordinator

September 1, 2012

2. Clearly communicate in writing to the families and
students of the parental/guardian the requirements
and their responsibility for availability in the home.

Supervisor of Home Instruction,
Supervisot/Director of Special
Education, Director
of Health Services, Regional
Superintendent/ Special Assistanis

March 1, 2012
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CORRECTIVE ACTION PLAN

NAME OF SCHOOL.: Office of Home Instruction

TYPE OF AUDIT: New Jersey Department of Education, Newark internal Audit Unit (NJDOE-NIAU)
DATE OF ADVISORY BOARD MEETING: September 25, 2012

CONTACT PERSON: ' Office of Home Insfruction Supervisor

TELEPHONE NUMBER: 973 733-6851 or 7308

Abbreviations:

NPS-OSE - Newark Public Schools, Office of Special Education
NPS&-OMI - Newark Public Schools Office of Home instruction
NPS_0OO0D- Out of District

ERESC - Essex Regional Education Services Commission
NJAC- New Jersey Administrative Code

FINDING PERSON(S) RESPONSIBLE
NUMBER RECOMMENDATION METHOD OF IMPLEMENTATION FOR IMPLEMENTATION COMPLETION DATE
g Fully and accurately complete the "Home 1. Creation of new forms that allow for the accurate [Supervisor of Home Instruction January 1, 2012

Instruction Schedule" as required by N.J.A.C. |inclusion of N.J.A.C. required information.
BA:14-4.8(3) with clear indication of hours of
service, printed name and signature of
authorized chaperone/guardian, Provide final
approval of schedule as evidenced by
signature of Supervisor of Home Instruction.

2. Review of all forms utilized in the Office of Home
instruction that require review and
Supervisor/Coordinator signature to assure
alignment with the schedule.

Supervisor of Home Instruction

January 1, 2012
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NAME OF SCHOOL:
TYPE OF AUDIT:
DATE OF ADVISORY BOARD MEETING:

CONTACT PERSON:
TELEPHONE NUMBER:

Abbreviations:
NPS-0OSE - Newark Public Schools, Office of Special Education
NPS-OHI - Newark Public Schocls Cffice of Home Instruction

NPS_00D- Qut of District
ERESC - Essex Regional Education Services Commission
NJAC- New Jersey Administrative Code

CORRECTIVE ACTION PLAN

Office of Home Instruction

New Jersey Department of Education, Newark Internal Audit Unit (NJDOE-NIAU)

September 25, 2012

Qffice of Home Instruction Supervisor
973 733-6851 or 7308

FINDING PERSON(S) RESPONSIBLE
NUMBER RECOMMENDATION METHOD OF IMPLEMENTATION FOR IMPLEMENTATION COMPLETION DATE
10 The District shouid revise current scheduling {1, Discussion with the Coordinator of ERESC about [Supervisor of Home Instruction February 1, 2012

procedures to maximize the capacity of
existing home instruction staff. Staff not
assigned a full daily schedule should be used
to cover for unavailable teachers to ensure
students receive required hours of instruction.
In addition the district should review the
feasibility of outsourcing all home instruction
services as it could result in cost savings,

the feasibility of and capacity to provide services to
the district.

2. Establish and implement a regular meetings
between the hours of 8:10 - 8:30 a.m. {0 assess staff
absences and redirect staff to cover instruction for
those students.

Supervisor of Home Instruction

September 1, 2012

3. Daily review of staff absences.

Clerk & Supervisor of Home
Instruction

April 1, 2012
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NAME OF SCHOOL.

TYPE OF AUDIT:

DATE OF ADVISORY BOARD MEETING:
CONTACT PERSON:

TELEPHONE NUMBER:

Abbreviations:
NPS-OSE - Newark Public Schools, Office of Special Education
NPS-OH! - Newark Public Schools Office of Home Insiruction

NPS_QO0D- Out of District
ERESC - Essex Regional Education Services Commission
NJAC- New Jersey Administrative Code

CORRECTIVE ACTION PLAN

Office of Home Instruction

New Jersey Department of Education, Newark Internal Audit Unit (NJDOE-NIAU)

September 25, 2012

Office of Home Instruction Supervisor
973 733-6851 or 7308

FINDING
NUMBER

RECOMMENDATION

METHOD OF IMPLEMENTATION

PERSON(S) RESPONSIBLE
FOR IMPLEMENTATION

COMPLETION DATE

i

The People Soft system should be revised to
ensure all staff work a full day as required by
contract.

The changes required to made in People Soft to
address the auditors recommendation wouid require
exiensive changes to the districts accounting and
personnel internal reporting structure, including new
job codes and chart of account changes. The district
is not abie to automate those changes at this time.
The district witl jook at the feasibifity of using Kronos
to capiure the differens employee schedules.

Director of Payroll and Labor
Relations

January 1, 2013

12

Auditors recommend that the Office of Home
Instruction develop a departmental
organization chart and detailed policies and
procedures which clearly state in writing what
work needs to be done and who is
responsible for its completeness.

1. Communication and meetings with the other
pertinent District Offices of Special Education and
Health Services, which serve as referral paths for
home instruction services.

Supervisor of Home Instruction

January 1, 2012

2. Review of previous departmental structural and
documents to facilitate the development of an
organizational chart and/or operational procedures
which clearly delineates directions, responsibilities
and responsible parties.

Supetvisor of Home [nstruction

February 1, 2012
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NAME OF SCHOOL.:
TYPE OF AUDIT:
DATE OF ADVISORY BOARD MEETING:

CONTACT PERSON:
TELEPHONE NUMBER:

Abbreviations:
NPS-OSE - Newark Public Schools, Office of Special Education
NPS-OHI - Newark Public Schools Office of Home Instruction

NPS QOD- Out of District
ERESC - Essex Regional Education Services Commission
NJAC- New Jersey Administrative Code

CORRECTIVE ACTION PLAN

Office of Home Instruction

New Jersey Department of Education, Newark Internal Audit Unit (NJDOE-NIAU)

September 25, 2012

Office of Home Instruction Supervisor
973 733-6851 or 7308

FINDING PERSON(S) RESPONSIBLE
NUMBER RECOMMENDATION METHOD OF IMPLEMENTATION FOR IMPLEMENTATION CONPLETION DATE
13 The employee working in the titie of Teacher |Reschedule the employee to be in the field. Supervisor of Home Instruction September 1, 2012

Home Instructor shouid be providing
instructional services versus administrative
services, if this individual is to continue in an
administrative role he should be moved ic an
appropriate job fitle.

14

The Office of Home tnstruction should
maintain accurate lists of students eligible for
home instruction, Billings from vendors
shouid be compared to the list monthly.
Documentation supporting a student's
piacement in home instruction should be
maintained and be readily available.

1. Woeekly review of the Student Roster spreadsheet
{0 ensure that all students are listed with accurate
demographic information.

Clerk & Supervisor of Home
Instruction

January 1, 2012

2. Weekly review and cross reference of the Student
Referral spreadsheet sent from the office of Health
Services.

Office of Health Services Clerk
Office of Home Instruction  Clerk

January 1, 2012
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NAME OF SCHOOL.:

TYPE OF AUDIT:

DATE OF ADVISORY BOARD MEETING:
CONTACT PERSON:

TELEPHONE NUMBER:

Abbreviations:
NPS-0OSE - Newark Public Schools, Office of Special Education
NPS-OHI - Newark Pubjic Schools Cffice of Home Instruction

NPS_0OD- Out of District
ERESC - Essex Regional Education Services Commission
NJAC- New Jersey Administrative Code

CORRECTIVE ACTION PLAN

Office of Home Insfruction

New Jersey Department of Education, Newark Internal Audit Unit (NJDOE-NIAU)

September 25, 2012

Office of Home instruction Supervisor
973 733-6851 or 7308

FINDING PERSON(S) RESPONSIBLE

NUMBER RECOMIMENDATION METHOD OF IMPLEMENTATION FOR IMPLENMENTATION COMPLETION DATE
3. Weekly review and cross reference of the Student |Office of Special Education Clerk, March 1, 2012
Referral spreadsheet sent from the office of Special  |Office of Home Instruction Clerk
Education.
4. NPS contracted vendors must be required and Supervisor of Home Instruction, July 1, 2012
directed to submit a monthly spreadsheetf with Director/Supervisor of Speciai
specific information sc that verification can be Education
provided to office of Special Education who
authorizes payments to the vendors.
5. Review previous files housed to date and create a|Clerk & Supervisor of Home February 1, 2012
filing systern which meets the internal needs of the  |Instruction
office to manage paperwork and allows effective and
efficient access to documents.

15 The auditors recommend that the district Ali Professional services awards will be published Director of Purchasing Present

ensure that notices of home instruction
service contracts are published in an official
newspapet as required by N.J.8 A, 18A.18A-

5a (1).

monthiy.
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NAME OF SCHOOL.:
TYPE OF AUDIT:

DATE OF ADVISORY BOARD MEETING:

CONTACT PERSON:

TELEPHONE NUMBER:

Abbreviations:

CORRECTIVE ACTION PLAN

Qffice of Home Instruction

New Jersey Department of Education, Newark Internal Audit Unit (NJDOE-NIAU)
September 25, 2012

Office of Home Instruction Supervisor
973 733-6851 or 7308

NPS-OSE - Newark Public Schools, Office of Special Education
NPS-OMI - Newark Pubiic Schools Office of Home Instruction

NPS_OOD- Out of District
ERESC - Essex Regional Education Services Commission
NJAC- New Jersey Administrative Code

FINDING PERSON(S) RESPONSIBLE
NUMBER RECOMMENDATION METHOD OF IMPLEMENTATION FOR IMPLEMENTATION COMPLETION DATE
Office of Home instruction DIRECTOR DATE
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Cé‘yys.u &,..,}\Cw.wn [(’}/!//.L R}QQ@VJ U\Q’L\) 4 f%’ | S
CHIEF SCHOOL ADMINISTRATOR ca DATE SCHOOL BUSINESS ADMINISTRATOR/BOARD SECRETARY Jj @ATE
12 0f12

C:A\Documents and Settings\EToledo\Local Settings\Temporary Internet Files\Content.Outloak\9520NNOZ\Copy of Home Instruction CAP 1 {6)



