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W e have performed a limited examination of the East Feliciana Parish School Board (school 
board). Our examination was conducted in accordance with Title 24 of the Louisiana Revised 
Statutes and was perform ed to determ ine whether the school board has taken appropriate 
action to resolve the findings cited in our letter report dated Septem ber 27, 2000. 

The accom panying report presents our findings and recom m endations as well as responses 
from m anagem ent of the school board. W e will continue to m onitor the findings until the school 
board resolves them . Copies of this report have been delivered to the Honorable Charles A. 
Shropshire, District Attorney for the Twentieth Judicial District of Louisiana, and other authorities 
as required by law. 

G LM :G CA:In 

[EFPSB2] 

Legislative Auditor 



LEGISLATIVE AUDITOR 

EAST FELICIANA PARISH SCHO O L BO ARD 
Clinton, Louisiana 

BACKG RO UND AND M ETHO DO LO GY 

This is a follow-up review of the recom m endations we m ade in a letter report issued to the 
school board on Septem ber 27, 2000, relating to the application of sales taxes and ad valorem 
taxes dedicated for salaries for em ployees. In the process of the review, other m atters cam e to 
our attention and we are including those m atters in this report. 

The school board receives a one percent sales tax which, at a m inim um of one-half of the 
proceeds, m ust be used to pay teachers' salaries. This sales tax was last renewed for ten years 
effective July 1, 1997. The school board also receives a 17 m ill ad valorem tax for the purpose 
of paying salaries of teachers and all other em ployees of the school district. This ad va~orem 
tax was last renewed for ten years, beginning in 1997. 

In our letter report dated September 27, 2000, we recommended that (1) board actions be 
clearly presented, accurately recorded Jn the m inutes, and be consistent with lhe docum ents 
resulting from those board actions; (2) all future salary increases clearly identify the funding 
source; (3) an accounting of all dedicated revenues for salaries be presented to the board at 
least annually; and (4) dedicated revenues be analyzed to determine if funds are available 
before salary increases are proposed to the salary com m ittee and to the school board for 
approval. 

W e conducted a lim ited review of the school board's financial records. A lim ited review is 
substantially less in scope than an audit conducted in accordance with generally accepted 
auditing standards, the objective of which is the expression of an opinion regarding the financial 
statem ents taken as a whole. Accordingly, we do not express such an opinion. 

Our procedures consisted of the following: (1) examining selected school board records; 
(2) reviewing selected minutes of board and committee meetings and listening to the audio 
tapes for those meetings; (3) interviewing certain employees of the school board; (4) observing 
lhe attendance procedures at two schools; (5) reviewing applicable Louisiana ~aws and Atlorney 
General opinions; and (6) making inquiries of other persons to the extent we considered 
necessary to achieve our purpose. 



LEGISLATIVE AUDITOR 

EAST FELICIANA PARISH SCHOOL BOARD 
Clinton. Louisiana 

CO NCLUSIO NS 

The following sum m arizes the findings that resulted from this lim ited exam ination of the school 
board. The Findings and Recom m endations section of this report provides details for these 
findings. M anagem ent's responses are included in Attachm ent I. 

1. School board records do not clearly account for the special taxes dedicated for salaries as 
required by Louisiana law. (See page 5.) 

2. Board actions relating to salary increases are not always clear and are not always m ade 

with appropriate knowledge that funds are available for the increases. (See page 5.) 

3. The school board needs to improve controls over its payroll and attendance records. (See 
page 7.) 

4. School board em ployees are donating their accum ulated leave to other school board 
employees without a school board policy for this practice. (See page 8.) 

5. The school board does not have an adequate travel policy. (See page 8.) 



LEGISLATIVE AUDITOR 

EAST FELICIANA PARISH SCHOO L BOARD 
Clinton. Louisiana 

FINDING S A ND RECO M M ENDATIO NS 

Clear Records Not M aintained for 
Special Taxes Dedicated for Salaries 

School board records do not clearly account for the special taxes dedicated for salaries 
as required by Louisiana law . Louisiana Revised Statute 39:704 states, "The proceeds of any 
special tax shall constitute a trust fund to be used exclusively for the objects and purposes for 
which the tax was levied. The records of the taxing authority shall clearly reflect the objects and 
purposes for which the proceeds of the tax are used." In our letter dated Septem ber 27, 2000

, 

we inform ed the school board that there should be an accounting of all dedicated revenues for 
salaries. 

The school board has attempted to account for these special taxes (one percent sales tax and 
17 mill ad valorem tax); however, our review revealed the following relating to the school 
board's accountability of these taxes: 

The school board is not accounting for these taxes on a tim ely basis. As of 
February 14, 2001, the schedules analyzing these taxes were only com pleted 
through Decem ber 31, 2000. 
All em ployees' salaries paid from these taxes were not included in the school board's 
analyses. For exam ple, em ployees in the Deferred Retirem ent O ption Plan and 
ROTC instructors were not included. 
The dedicated ad valorem tax schedule did not include beginning balance.,; or ad 
valorem tax revenues (estimated or actual collections). The salaries and benefits 
com puted by the school board for six m onths ending Decem ber 31, 2000, totaled 
$611,041. This is 87% of gross dedicated ad valorem taxes received ($704,038) for 
the entire fiscal year 1999-2000. 

The school board should fully com ply with state law and execute its fiduciary responsibility in 
clearly accounting for the special taxes dedicated for salaries. 

Board Actions Relating to Salary Increases 
Not Clear and Are M ade W ithout Know ledge 
of Available Funding 

Board actions relating to salary  increases are not always clear and are not always m ade 
w ith appropriate know ledge that funds are available for the increases. In our letter dated 
September 27, 2000, we suggested that (1) future school board actions be clearly presented; 
(2) all future salary increases clearly identify the funding source; and (3) revenues be analyzed 
1o determ ine if funds are available before salary increases are proposed to the salary com m ittee 
and to the school board for approval. 



LEGISLATIVE AUDITOR 

EAST FELICIANA PARISH SCHO OL BOARD 
Clinton, Louisiana 

Findings and Recommendations (Continued) 

W e reviewed selected m inutes of board and com m ittee m eetings and also listened to the 
audiotapes for those m eetings. Our review revealed the following: 

The board action on Septem ber 5, 2000, approving the disbursem ent of 85% of the 
1%  Sales Tax Debt Fund in the form of a "13~h check"

, was not clear. The board did 
not specify how the amounts to be paid to employees would be determined (e.g., 
specific amount, percentage, etc.). 

The board had several opportunities to clarify the specifics of the 13th check as it was 
not paid until Novem ber 15, 2000. 

The finance com m ittee m eeting on Novem ber 21, 2000, recommending a $2,300 
annual supplem ent for band directors and the board action on Decem ber 5, 2000, 
approving it, did not identify the funding source. In addition, an analysis of revenues 
to determ ine if funds were available for this supplem ent was not done. 

Although the salary com m ittee on January 24, 2001, approved a m otion to send the 
proposed 2001-2002 Teacher Aides Salary Schedule to the board for approval, there 
was no analysis of revenues to determ ine if funds were available to pay the 
proposed salary am ounts. In addit(on, the salary com m ittee could not determ ine how 
the portion of the teacher aides salary being funded from ad valorem taxes was 
determ ined. 

The board approved the salary schedule at its regular m eeting on February 6
, 2001, 

even though there was confusion as to where the m oney was com ing from . Also, the 
question of how the ad valorem tax source of funding was determ ined was still 
unresolved. 

The school board should m ake sure all future actions are clearly presented, that all salary 
increases clearly identify the funding source, and that revenues are analyzed to determ ine if 
funds are available before salary increases are proposed to the salary com m ittee and the board 
for approval. 



LEGISLATIVE AUDITOR 

EAST FELIClANA PARISH SCHOO L BOARD 
Clinton, Louisiana 
Findings and Recommendations (Continued) 

Controls Over Payroll and Attendance 
Records Need Im provem ent 

The school board needs to im prove controls over its payroll and attendance records 
O ur review of payroll and attendance records revealed the following: 

~ Adm inistrative staff does not com plete tim e reports docum enting hours worked and 
leave taken each pay period. 

~ There are no written procedures relating to attendance records for individual schools 
and the school board office to follow. O ur review of the attendance records of three 
schools revealed the following: 
~ E:ach school's daily attendance log is different. 
~ ]here was no docum entation that school principals reviewed the logs daily to 

determ ine whether all teachers/staff were properly accounted for as present, 

absent, or other (e.g., in-service training, workshop, etc.). There were several 
instances where a teacher did not sign in and there was no explanation noted on 
the log. 

~ ]he daily attendance logs are subm itted to the school board office. However, the 
school board payroll departm ent does not com pare the logs to the absentee 
reports. Therefore, there are no checks and balances to ensure that em ployees' 
accum ulated leave is reduced if em ployees are absent. 

School board procedures were violated in hiring the Finance/Budget and Hum an 
Resources Officer. No background check or qualifications verification was m ade 
when hiring this individual. W e were inform ed that the superintendent bypassed the 
norm al hiring procedures for this position. 
School board policy requires a 90-day probationary period for all newly em ployed 
non-certified support staff. A letter of recom m endation for continued em ploym ent 
and a com pleted evaluation m ust be subm itted to the Director of Personnel before 
the expiration of the 90-day period. The Finance/Budget and Human Resources 
Officer started October 19, 2000, and as of February 14, 2001 (118 days), the 
required letter and evaluation have not been done. 

The school board should 

~ Require all adm inistrative staff to com plete sim ple tim e reports to docum ent hours worked 
and leave taken. The appropriate superv isor should approve the tim e reports. 

~ Develop written attendance records procedures for individual schools and the school board 

office to follow. At a minimum, the procedures should include (1) using a standardized daily 
attendance log; (2) requiring the principal to account for all employees daily and document 
this process on the daily log; and (3) requiring the payroll office to compare the daily 
attendance logs to the absentee reports. 

~ Require that hiring procedures and em ployee appraisal policies be adhered to for all 
em ployees. 



LEGISLATIVE AUDITOR 

EAST FELICIANA PARISH SCHOO L BOARD 
Clinton, Louisiana 
Findings and Recommendations (Continued) 

Policy Needed Before Leave 
Can Be Donated 

School board em ployees are donating their accum ulated leave to other school board 
em ployees w ithout a school board policy for this practice. Although state law does not 
prohibit the transfer of leave, the Louisiana Attorney General (AG) has opined in AG 96-481 that 
it is m andatory that a policy be issued prior to a donation of leave being executed. 

School em ployees donated accum ulated leave ranging from 4 days to 162 days to other school 
board em ployees on nine different occasions from January 1999 through February 2001, 

The school board should either discontinue allowing em ployees to donate leave or adopt a 
form al policy. 

Travel Policy Needed 

The school board does not have an adequate travel policy. The school board's one page 
"Expense Reim bursem ent" policy is not adequate to m eet the needs of its approxim ately 400 
em ployees and board m em bers. The present policy is very general. For exam ple, it does not 
include reim bursem ent rates for m ileage, lodging, or m eals and does not provide specific 
guidance as to what is allowable relating to travel for school board business or conference and 
sem inar travel. 

W e selected one conference for a detailed review. The following details the results of that 
review and dem onstrates the need for a detailed travel policy. 

National School Boards Association Annual Conference 
O rlando, Florida 
April 1-4, 2000 

~ The superintendent, seven school board m em bers, and the assistant district attorney 
attended the conference. The total cost of the conference was $14,168 as fellows: 

Ex~ diture Type. 
Conference registration fees 
Hotel 
Airfare 
Airport shutl~e - Orlando 
Rental car - Orlando 
Airport parking - New Orleans 
Mileage to airport 
Meals 
Tips 

Cost 
$5,720 
4,440 
1,463 
351 
305 
196 
411 

1,110 
172 

$14,168 



LEGISLATIVE AUDITOR 

EAST FELICIANA PARISH SCHOOL BOARD 
Clinton, Louisiana 
Findings and Recommendations (Continued) 

~ In addition to these costs, the school board paid $721 on January 5, 2000, for airfare 
for the spouses of five board members. Article VII, Section 14(A) of the Louisiana 
Constitution of 1974 provides that the funds, credit, property, or things of value of the 
state or any political subdivision shall not be loaned, pledged, or donated to or for 
any person, association, or corporation. Although the board m em bers reim bursed 
the school board for the cost of their spouses' airfare during the period from 
January 14, 2000, through M arch 31, 2000, this is considered a loan and therefore is 
a technical violation of state law. 

~ The school board paid approximately $125 for the Orlando airport shuttle to and from 
the hotel for the spouses of four board m em bers. 

~ Four board members were reimbursed $40 each (total of $160) for tips. For 
com parative purposes, the State of Louisiana travel policies allow tips for baggage 
handling not to exceed $2 per bag for a maximum of three bags and limited to two 
tim es on arrival and two tim es on departure. 

~ The school board reimbursed the assistant district attorney $305 for a rental vehicle. 
There is no docum entation that the rental vehicle was the m ost cost-effective m ethod 
of transportation (e.g., compared to a taxi, shuttle, etc.). Other conference 
participants paid approximately $35 each for transportation to the hotel and return to 
the airport. 

~ The school board paid $1,762 for the assistant district attorney to attend the 
conference. Although the assistant district attorney is the legal advisor for East and 
W est Feliciana Parish school boards, there is no written agreement with the district 
attorney or W est Feliciana Parish School Board in providing him with continuing 
professional education (CPE). A written agreement would provide the basis for the 
num ber of CPE hours that each party would provide to the assistant district attorney 
and the associated costs to be shared by each party. Article VII, Section 14(C) 
provides the following with respect to such an agreem ent: "For a public purpose, the 
state and its political subdivisions or political corporations m ay engage in cooperative 
endeavors with each other, with the United States or its agencies, or with any public 
or private association, corporation, or individual." The following are requirem ents for 
a valid cooperative endeavor agreem ent: 

1. There m ust be a legal obligation or duty upon which the agreem ent is 
founded. 

2. The purpose of the agreem ent m ust be public in nature. 
3. The public benefit m ust be proportionate to the cost. 

The school board should adopt a m ore detailed travel policy using the State of Louisiana 
policies as a guide. At a m inim um , the policies should: 

~ Prohibit the paym ent of travel costs for non-em ployees of the school board 
~ Lim it the am ount reim bursed for tips 
~ Allow rental of vehicles only when it can be docum ented that vehicle rental is the only or 

m ost econom ical m eans by which the purposes of the trip can be accom plished 



LEGISLATIVE AUDITOR 

EAST FELICIANA PARISH SCHOO L BOARD 
C linton, Louisiana 

Findings and Recommendations (Concluded) 

If the school board feels that it is necessary to provide the assistant district attorney continuing 
professional education, the school board should enter into a cooperative endeavor agreem ent 
with the district attorney and W est Feliciana Parish School Board that specifies the num ber of 
CPE hours that each party will provide to the assistant district attorney and the associated costs 
to be shared by each party. 

In addition, consideration should be given to sending fewer participants to each conference. 
This would allow the school board to have funds available to send board m em bers/staff to other 
training or conferences. Those participants attending conferences could share inform ation 
learned with appropriate board m em bers and staff. 

10 
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PH IL T . G R A H A M  
CERTIFIED PUBLIC ACCOUNTANT 

7732 GOODW OOD BOULEVARD, SUITE F 4 BATON ROUGE, LOUISIANA 70806 
TELEPHONE: 225/928-4865 4- FAX : 225/928-4866 

D r. D an Kyle, CPA 
Legislative Auditor 
Legislative Audit Advisory Council 
Post Office Box 94397 
Baton Rouge, LA 70804 
Via Fax: 225-339-3870 

M arch 19, 2001 

R E: East Feliciana Parish School Board 

D ear D r. Kyle 

In response to your inquiry on the above referenced agency dated February  14, 2001, they 
have asked that 1 provide this correspondence detailing their corrective action to the m atters 
discussed in your report. 

I have m et w ith the D r. D aisy Slan, superintendent of the school board, and her staff to 
develop corrective procedures and the attached response. The East Feliciana School Board and staff 
appreciate the efforts of your staff to help them with these m atters. W e tru st that this will give you 
the information that you require; however, if you need additional information, please do not hesitate 
to contact Dr. Slan at the school board offi ce. 

c: East Feliciana Parish School Board 
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EA ST FELICIANA PARISH SCIIO OL BO A RD 
RESPO N SE TO LEG ISLATIVE AUDITO R 'S FINDING A ND RECO M M ENDA TIO N 

DA TED FEBRUARY 14, 2001 

C LEAR RECO RD S N O T M AINTAINED FO R SPECIA L TA XES 
DEDICATED FOR SALARIES 

The School board has m ade several revisions to the Board's payroll program so that they can 
generate reports on a tim ely basis. These reports list the em ployees w hom they are paying from the 
special taxes. This accounts for the expenditure of payroll and related benefits. They combine this 
information w ith receipts and other expenditures to show all receipts and expenditures of each special 

tax fund. The objective of the administrative staff is to complete this report by the end of the 
follow ing m onth. The report for January is now complete and they expect the February  report to be 
com plete by the end of this m onth. 

They now include all employees in the report that they generate from the payroll program . 
The employees in the DROP program are included in the report. They do not pay salaries of the 
ROTC instru ctors from these special taxes and have instructed the payroll departm ent to pay these 
individuals from the general fund unrestricted fund balance. Consequently

, they do not include RO TC 
instructors in the report. 

The dedicated ad valorem taxes do not report a balance as of July 1. The Board believes that 
they have spent all of the ad valorem tax receipts on salaries in the past. Consequently, they do not 
report a beginning balance. They do not receive revenues from these taxes until D ecember. Rather 
than w ait until D ecember to begin paying these salaries, they pay employees from unrestricted general 
fund balance until they receive the ad valorem taxes, These taxes are deposited into the general fund 

to cover salaries that they paid from June until the tax is collected in December. The objective of the 
School Board is to spend all of the dedicated ad valorem tax each year. 

The reports that they are now generating, show the beginning balance( if applicable), receipts 
disbursements and ending balance. 

BO ARD ACTIONS RELATING TO SALARY INCREASES 
N O T CLEAR A ND ARE M ADE W ITItO UT K NO W LED G E O F AVAILABLE FUNDING 

The administrative staff is developing guidelines to clarify who will receive a thirteenth check 
and the procedures to set the amount of the check for each employee. The proposal under 
consideration is to only pay employees who are w orking as of the date of the check. They will issue 
the check one half in D ecem ber and one half in June. They will contact other school boards to learu  
how they handle these situations. 

In the past, they only specified the funding sources for salaries if they paid it out of a 
particular revenue source. The School D istrict had unrestricted fund balance in the general fund of 

$3,382,937 as of June 30. To clarify the funding source of future salary increases, the board will 
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EA ST FELICIANA PAR ISH SCH O O L BO ARD 
RESPON SE TO LEG ISLATIVE A UDITO R 'S FINDING A ND R ECO M M ENDA TIO N 

DA TED FEBRUARY 14, 2001 

specify if they are paying salaries from these unrestricted funds 

CO NTRO LS O VER PAY RO LL AND A TTEN DAN CE 
RECO RD S NEED IM PR O VEM EN T 

They have instructed the adm inistrative staff of the School Board's policy concerning the 
docum entation of hours w orked and leave taken. Em ployees in the administrative offi ce are to 
contact their supervisor if they are going to be absent from w ork. U pon return, they are to complete 
a leave designation form advising if the leave is annual, sick or personal. Supervisors are to contact 
Dr. Slan. All superv isors, upon leaving the offi ce, must sign a sign-out-log. They will send a memo 
to all administrative personnel to be sure that they are aware of these procedures. The payroll 
department will also review this documentation to insure compliance with these policies. 

On M arch 5, they notified each school of the procedures to docum ent absences and leave 
taken by school personnel. The Board believes that adherence to this policy will document the 
deficiencies noted in your report dated February 14, 2001. Superintendent Slan has instructed the 
payroll departm ent to test these records regularly and notify the personnel supervisor of 
discrepancies. 

They hired the Finance/Budget and H um an Resources Officer to fill a temporary position that 
they created to review the D istrict's accounting procedures and m ake recom m endations for 

improvements. The job will expire on June 30, 2002. They could cancel it earlier at the discretion 
of the Board or the Superintendent. Since this is a temporary position, they applied policy and 
procedure for hiring temporary workers. The Superintendent did not believe that the rules for filling 
a permanent position would apply under the temporaryjob status. She is developing procedures and 
evaluation form s for hiring tem porary  em ployees in this position and similar situation. 

POLICY NEEDED BEFORE LEAVE 
CAN BE DO NATED 

The School D istrict uses a consulting company to update and help with the personnel policy. 
That company has been contacted to update the School Board's policy to comply with the Louisiana 
Attorney G eneral's opinion 96-481 concerning donating accumulated leave to other School District 
em ployees. 

TRAVEL PO LICY NEEDED 

The School D istrict has asked the consulting company to update the travel policy to reference 
the state's travel policy. They believe lhis will address the issue of limiting the tip reimbursements 
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EA ST FELICIANA PARISH SCItO O L BO ARD 
RESPO N SE TO LEG ISLATIVE AU DITO R 'S FINDING AND RECO M M ENDA TIO N 

D A TED FEBRU A RY 14, 2001 

and rental of vehicles. This policy w ill prohibit the paym ent and reimbursem ent of expenses of non 
employee spouses. 

They will also contact the W est Feliciana School Board and the District Attorney's office and 
ask them to consider a cost sharing arrangement of the assistant D .A.'s conference expenses. These 
expenses are for conferences attended on behalf of the East Feliciana Parish School Board. 

The Board has considered lim iting attendance at conferences. H ow ever, all board m embers 
do not attend these conferences. In addition, board m embers are required to have a certain number 
of sem inar hours w ithin four years. 

Page -4- 



RICHARD TERRELL 
President 

DAISY F. SLAN, Ed.D 
Superintendent 

12732 SILLIMAN STREET MITCHELL HARRELL 
P.O. BOX 397 Vice President 

CENTFM~L OFFICE 
225-683-8277 225-683-5420 

225-683-5378 

M EM ORAN DUM  

TO : 

FROM  

DATE: 

CLINTON, LOUISIANA 70722 

FAX 
225-683-3320 

School Secretaries 

Reba Staples 

M arch 5, 2001 

SUBJECT: Em ployee A bsences 

OFFICE 
225-683-3040 

S 

The recording of employee absences is a very important part of your job. It has been brought to my 
attention by the Payroll Departm ent that this is a weak point in som e of our schools. In order to ensure 
accuracy in this task, I have recom m endations for you to follow : 

1. enter employee absences in the computer each day, do not wait until the end of 
of the month (this is mandatory) 

2. have em ployees com plete th e leave form im m ediately upon their return  or prior if th e 
leave is annual 

3. m ak e sure that the daily sign-in sheet is up to date each day 
if an em ployee is absent, have the sub initial the employee's signature block in 
red ink, if there is not a sub, outline the block in red and write" no sub" 

4. if an em ployee is absent on a non-school day, you will not be able to enter the 
absence in the com puter, it is your responsibility to write this inform ation at the 

bottom of your absentee repo rts that are sent to the Central Oftice. (Th e reason 
for th is is the calendar in th e com puter has to be set up according to state 

guidelines, as per student days.) 
5. if an em ployee leaves work ear ly, reports to work late, or is away from school for any 

reason, a leave form  must be completed for any m issed time 

Em ployee absences should be docum ented in three ways, com puter, sign-in sheets, and leave form s. 
Your cooperation in follow ing the above guidelines and m ainta ining good records is appreciated. If 
you have an y questions, please do not hesitate to conta ct m e. 

cc: School Adm inistrators 

Approved 

Daisy F. Slan~Ed.D--~, ~;ul~erJnter;d'ent "A
, t'p,l Otpar,,~ g=tl~," 

PUPIL APPFtAI~AL SPECIAL EDUCATION IASA Trite 


