
Financial Management 1

1.4 Internal Control Environment—Organizational Structure

Professional Standard
The organizational structure should clearly identify key areas of authority and responsibility. Reporting
lines should be clearly identified and logical within each area. [SAS-55, SAS-78]

Progress on Recommendations and Improvement Plan

1. The Controller/Internal Auditor position has been filled with a permanent employee
effective September 2002 and reports directly to the Superintendent of the district.
The Superintendent is responsible for the evaluation of this position.

2. The district also filled the position of Assistant Superintendent for Fiscal Services. The
Assistant Superintendent for Fiscal Services reports to the Superintendent. Previously
this position reported to the Associate Superintendent for Facilities.

3. The Director of Fiscal Services, Unrestricted position no longer has the
responsibility of categorical funds. That position has been split, and the former Internal
Auditor is now the Director of Categorical Programs and has that responsibility.

4. With the hiring of a Controller/Internal Auditor, an Assistant Superintendent for Fiscal
Services who now reports to the Superintendent, and the division of responsibility for
unrestricted and restricted programs, the district believes that the proper internal controls
environment is now in place.

Standard Implemented:  Fully - Substantially

June 2001 Rating: 2
December 2001 Rating: Not Reviewed
June 2002 Rating: Not Reviewed
December 2002 Self-Rating: 10
December 2002 New Rating: 9

Implementation Scale:  



Financial Management2

1.5 Internal Control Environment— Evaluation of Job Requirements and
Employee Skills

Professional Standard
Management should have the ability to evaluate job requirements and match the requirements to the
employee’s skills. [SAS-55, SAS-78]

Progress on Recommendations and Improvement Plan

1. The Personnel Office has completed a draft of various job descriptions for several positions
within the Fiscal Services Division. In addition, a job description  manual has been com-
pleted, effective September 2002.

2. In October of 2002, the Fiscal Services Division implemented a process for evaluating
potential lateral transfer candidates, based on criteria already included in the district’s
collective bargaining contract. The process allows for the evaluation of transfer candidates
based on four characteristics: relevant experience, performance, education and seniority,
rather than solely on a seniority basis. In addition, the field of qualified candidates for inter-
view was expanded from three to five. This new process has already been utilized in filling a
personnel technician position.

3. This is a major achievement in both the process and the interpretation of the contract.

Standard Implemented: Partially

June 2001 Rating: 0
December 2001 Rating: 3
June 2002 Rating: 3
December 2002 Self-Rating: 7
December 2002 New Rating: 7

Implementation Scale:  
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1.6 Internal Control Environment— Hiring Policies and Practices Governing
Financial Management and Staff

Professional Standard
The district should have procedures for recruiting capable financial management and staff, and hiring
competent people. [SAS-55, SAS-78]

Progress on Recommendations and Improvement Plan

1. In October 2002, Fiscal Services implemented a new scoring system for lateral transfer
candidates utilizing elements in the existing classified bargaining agreement. This
system allows for relevant experience, performance, education, and seniority to be
evaluated for all transfer candidates, as opposed to transfers only by seniority. The
system was used to fill a payroll technician vacancy, the first lateral transfer since its
implementation.

2. Vacancies for many positions are now being advertised in the CASBO Job Finder, as well
as in publications outside the immediate area.

3. To the greatest extent possible (subject to bargaining unit restrictions), all fiscal positions
are filled utilizing an open application process.

4. The district will continue to pursue, through the collective bargaining process, changes
to contract language that currently prevent the district from being able to hire the most
qualified individuals to fill vacant positions.

5. The above achievements are material to the successful hiring practices of the district.

Standard Implemented: Partially

June 2001 Rating: 0
December 2001 Rating: Not Reviewed
June 2002 Rating: Not Reviewed
December 2002 Self-Rating: 7
December 2002 New Rating: 7

Implementation Scale:  
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1.7 Internal Control Environment—Employee Performance Appraisals

Professional Standard
All employees should be evaluated on performance at least annually by a management-level employee
who is knowledgeable about their work product. The evaluation criteria should be clearly
communicated and, to the extent possible, measurable. The evaluation should include a follow-up on
prior performance issues and establish goals to improve future performance.

Progress on Recommendations and Improvement Plan

1. While all employees are not yet evaluated on an annual basis, the policies and procedures
for evaluation will be part of the policy update and revision being conducted by the Califor-
nia School Boards Association.

2. The entire employee process of evaluation needs to be updated and implemented.

3. No significant progress has been made in the area of employee performance appraisals.

Standard Implemented: Partially

June 2001 Rating: 0
December 2001 Rating: 0
June 2002 Rating: 0
December 2002 Self-Rating: 2
December 2002 New Rating: 1

Implementation Scale:  
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2.4 Inter- and Intra-Departmental Communications—Interest and Response
by the Governing Board

Professional Standard
The Governing Board should be engaged in understanding globally the fiscal status of the district, both
current and as projected. The Governing Board should prioritize district fiscal issues among the top
discussion items.

Progress on Recommendations and Improvement Plan

1. The business items continue to be placed as the first order of business after the Consent
Agenda.

2. The business reports are delivered to the Governing Board in a timely manner, with rare
exceptions. Occasionally, the technology currently available to the district may cause a delay.

3. The unrestricted components of the general fund do not reflect deficit financing. Any bud-
geted deficits are related to the elimination of prior-year balances. Preliminary budget
documents that reflect possible deficits are reviewed and the board implements adjustments
prior to budget adoption.

Standard Implemented: Fully - Substantially

June 2001 Rating: 0
December 2001 Rating: Not Reviewed
June 2002 Rating: Not Reviewed
December 2002 Self-Rating: 8
December 2002 New Rating: 8

Implementation Scale:  
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2.5 Inter-and Intra-Departmental Communications—Communication of
Illegal Acts

Professional Standard
The district should have formal policies and procedures that provide a mechanism for individuals to
report illegal acts, establish to whom illegal acts should be reported, and provide a formal investigative
process.

Progress on Recommendations and Improvement Plan

1. The district has contracted for an update of all Governing Board policies.

2. The policies will include consistent organizational behavior by providing guidelines and
assigning responsibility for the development of contracts and conduct for appropriate
investigations.

3. Current timelines call for the formal adoption of policies and procedures that will provide
a mechanism for individuals to report illegal acts, establish that illegal acts should be
reported, and provide for a formal investigative process.

Standard Implemented: Partially

June 2001 Rating: 4
December 2001 Rating: Not Reviewed
June 2002 Rating: Not Reviewed
December 2002 Self-Rating: 4
December 2002 New Rating: 5

Implementation Scale:  
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3.3 Staff Professional Development—Progress Toward the CASBO or ASBO
Certification Programs

Professional Standard
The California Association of School Business Officials has initiated a certification program to provide a
vehicle for identification of competence in the field of school business management. This program is
currently voluntary. It is recognized as an indicator of the background and experience that validates the
abilities of current and potential school business managers.

Progress on Recommendations and Improvement Plan

1. The Assistant Superintendent of Fiscal Services possesses the CASBO Chief Business
 Official certificate.

2. Two other staff members within the district are making progress toward the CASBO
Chief Business Official certificate: the Associate Superintendent and the Director of
Restricted Programs have completed both the CASBO Boot Camp and the ACSA
Business Managers’ Academy.

Standard Implemented: Fully - Substantially

June 2001 Rating: 0
December 2001 Rating: Not Reviewed
June 2002 Rating: Not Reviewed
December 2002 Self-Rating: 10
December 2002 New Rating: 9

Implementation Scale:  
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4.1 Internal Audit—Policies and Procedures Governing Internal Audits

Professional Standard
The Governing Board should adopt policies establishing an internal audit function that reports directly to
the Superintendent and the Audit Committee or Governing Board.

Progress on Recommendations and Improvement Plan

1. The position has been restructured, and those areas that were previously outside of the
normal duties and responsibilities of an internal auditor have been eliminated.

2. Policies related to the internal audit process are in the process of being updated.

3. The Governing Board has adopted a job description that establishes an Internal Auditor
position that reports directly to the Superintendent and/or the Governing Board.

4. The Internal Auditor position was advertised, applicants screened, interviews conducted,
and the new Internal Auditor has been hired.

Standard Implemented: Partially

June 2001 Rating: 2
December 2001 Rating: Not Reviewed
June 2002 Rating: Not Reviewed
December 2002 Self-Rating: 6
December 2002 New Rating: 6

Implementation Scale:  
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7.5 Budget Adoption, Reporting, and Audits—Governmental Accounting
Standards Statement No. 34—Policy and Procedures

Professional Standard
The district must comply with Governmental Accounting Standard No. 34 (GASB 34) for the period
ending June 30, 2002. GASB 34 requires the district to develop policies and procedures and report in
the annual financial reports on the modified accrual basis of accounting and the accrual basis of
accounting.

Progress on Recommendations and Improvement Plan

1. The implementation of GASB 34 was completed in the 2001-02 fiscal year.

2. The fiscal staff was scheduled to complete an all-day training activity on
November 5, 2002, in order to prepare the closing statements for the district’s annual
audit. The processes are in place to maintain the fixed assets inventory.

Standard Implemented: Fully - Sustained

June 2001 Rating: 1
December 2001 Rating: 4
June 2002 Rating: Not Reviewed
December 2002 Self-Rating: 8
December 2002 New Rating: 10

Implementation Scale:  
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7.8 Budget Adoption, Reporting, and Audits—Audit Administration and
Resolution:  Audit Administration

Professional Standard
Standard management practice dictates the use of an Audit Committee.

Progress on Recommendations and Improvement Plan

1. The district does not intend to establish an Audit Committee.

2. The district believes that this standard is fully met with the State Controller’s Office
conducting the annual audit.

3. The cost of the annual audit is a concern. It is believed that if the audit were to be
 competitively bid, the annual cost would be significantly reduced.

Standard Implemented: Not Implemented

June 2001 Rating: 0
December 2001 Rating: Not Reviewed
June 2002 Rating: Not Reviewed
December 2002 Self-Rating: 0
December 2002 New Rating: 0

Implementation Scale:  
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8.5 Budget Monitoring—Position Control

Professional Standard
The district uses an effective position control system that tracks personnel allocations and expenditures.
The position control system effectively establishes checks and balances between personnel decisions
and budgeted appropriations.

Progress on Recommendations and Improvement Plan

1. The district is using the BiTech automated position control system. An extensive, in-
depth review of staffing is currently in its final stages. BiTech recently provided in-depth
training to key fiscal staff on the position control module.

2. The district has established a position in the Fiscal Services Division that is a mid-point
check for accuracy of assignments and account code identification prior to the Payroll
Department acting upon the documentation received.

Standard Implemented: Fully - Substantially

June 2001 Rating: 2
December 2001 Rating: Not Reviewed
June 2002 Rating: 2
December 2002 Self-Rating: 8
December 2002 New Rating: 8

Implementation Scale:  
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12.4 Accounting, Purchasing, and Warehousing—Accounting Procedures
Payroll

Professional Standard
The district’s payroll procedures should be in compliance with the requirements established by the
County Office of Education, unless fiscally independent (Education Code Section 42646). Standard
accounting practice dictates that the district implement procedures to ensure the timely and accurate
processing of payroll.

Progress on Recommendations and Improvement Plan

1. The district is fiscally independent. The district has instituted accounting procedures
that ensure the timely and accurate processing of payroll.

2. The district has yet to automate the time card program. The Payroll Department, while
efficient but overworked, continues to process all time card reports with handwritten
time cards.

3. A combination of the negotiated contracts and the current payroll system limitations
prevent the district from implementing most of the improvement plan recommendations.

4. The district is developing strategies to make appropriate improvements in
the payroll system, both internally and at the bargaining table.

Standard Implemented: Partially

June 2001 Rating: 2
December 2001 Rating: 3
June 2002 Rating: 4
December 2002 Self-Rating: 4
December 2002 New Rating: 4

Implementation Scale:  
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12.8 Accounting, Purchasing, and Warehousing—Accounting Procedures:
Purchasing and Warehousing

Professional Standard
The district should comply with the bidding requirements of Public Contract Code
Section 20111. Standard accounting practice dictates that the district have adequate purchasing and
warehousing procedures to ensure that only properly authorized purchases are made, that authorized
purchases are made consistent with district policies and management direction, that inventories are
safeguarded, and that purchases and inventories are timely and accurately recorded.

Progress on Recommendations and Improvement Plan

1. The district continues the process of implementing an online purchasing process.

2. The district is currently using version 7.0 of the BiTech software. The district also is
currently in the process of moving to the implementation of version 7.1, which is Web-
based, by July 2003.

3. The Purchasing Department has a Web site that identifies all of the bidding and purchasing
requirements of the West Contra Costa Unified School District.
(www.wccusd.k12.ca.us)

4. The Purchasing Department is working with the General Counsel for the district to
establish the appeals process for bidders.

5. Personal identification is now provided to vendors for pickups on blanket purchase
orders.

6. The reconciliation of the credit card statement is assigned to an employee who does not
have custody of the credit card.

7. According to policy and legal limitations, all goods received are recorded and marked
appropriately.

Standard Implemented: Fully - Substantially

June 2001 Rating: 2
December 2001 Rating: Not Reviewed
June 2002 Rating: 5
December 2002 Self-Rating: 8
December 2002 New Rating: 8

Implementation Scale:  
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15.4 Long-Term Debt Obligations—Retiree Benefits and Other Benefit
Plans

Professional Standard
The accrued costs of all retiree health benefit plans are funded. The district has developed and uses a
financial plan to ensure that ongoing unfunded liabilities from employee benefits are recognized as a
liability of the school district. A plan has been established for funding retiree health benefit costs as the
obligations are incurred. The district avoids health benefit obligations for retirees that impose unfunded
costs on the district and force the agency into a pay-as-you-go process.

Progress on Recommendations and Improvement Plan

1. The district has complied with the requirements of Governmental Generally Accepted
Accounting Principles as established by the Governmental Accounting Standards Board
(GASB). An independent actuarial valuation of the retiree health and welfare benefits was
obtained for the fiscal year ending June 30, 2001. A new valuation will be prepared for the
fiscal year ending June 30, 2004.

2. District management and the Governing Board are aware of the need to fund future retiree
health and welfare benefits or alter the benefits. The amount required to fund these benefits is
far beyond the scope and fiscal capabilities of the district. Changing the benefits structure is
subject to bargaining unit contract negotiations, which are in process. The district recently
completed negotiations with all bargaining units, and included in each unit’s contract is a
clause to participate in a committee process to review these benefits with the goal of cost
reduction and containment.

Standard Implemented: Partially

June 2001 Rating: 0
December 2001 Rating: 2
June 2002 Rating: Not Reviewed
December 2002 Self-Rating: 6
December 2002 New Rating: 6

Implementation Scale:  
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17.3 Management Information Systems—Automation and Computerization
of Financial Reports and Systems

Professional Standard
Automated systems should be used to improve accuracy, timeliness, and efficiency of financial and
reporting systems. Needs assessments should be performed to determine what systems are candidates
for automation, whether standard hardware and software systems are available to meet the need, and
whether or not the district would benefit. Automated financial systems should provide accurate, timely,
relevant information and should conform to all accounting standards. The systems also should be
designed to serve all of the various users inside and outside the district. Employees should receive
appropriate training and supervision in the operation of the systems. Appropriate internal controls should
be instituted and reviewed periodically.

Progress on Recommendations and Improvement Plan

1. BiTech has developed a new Web-based version for some applications. The district is
evaluating the possibility of implementing this version, which will provide for site-based
application and access with less up-front financial commitment.

2. The district is currently investigating additional modules to be implemented. The
Position Budgeting module was implemented for the 2002-03 budget development
process and is now being refined and balanced with the position control system.

3. Training has been provided for new modules. Follow-up training also has been provided.
The district is planning a new series of formal training sessions to be completed prior to
December 31, 2002, for new hires, cross training, and those interested in learning the
BiTech system.

Standard Implemented: Partially

June 2001 Rating: 4
December 2001 Rating: 3
June 2002 Rating: Not Reviewed
December 2002 Self-Rating: 5
December 2002 New Rating: 6

Implementation Scale:  
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17.4 Management Information Systems—Cost/Benefit Analyses and Com-
parisons

Professional Standard
Cost/benefit analyses provide an important basis upon which to determine which systems should be
automated, which systems best meet defined needs, and whether internally generated savings can
provide funding for the proposed system. Cost/benefit analyses should be complete, accurate, and
include all relevant factors.

Progress on Recommendations and Improvement Plan

1. The district has contracted for a study of the IFAS financial system. The review is
nearing completion, and, based on recommendations, a plan for improvement will begin
to be developed.

2. All other systems to be acquired are evaluated as to need, availability, and benefit to the
overall operations of the school district.

Standard Implemented: Partially

June 2001 Rating: 2
December 2001 Rating: Not Reviewed
June 2002 Rating: Not Reviewed
December 2002 Self-Rating: 4
December 2002 New Rating: 5

Implementation Scale:  
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18.3 Maintenance and Operations Fiscal Controls—Facilities User Fees

Professional Standard
The district should control the use of facilities and charge fees for usage in accordance with district
policy.

Progress on Recommendations and Improvement Plan

1. The Governing Board adopted the policy for the use of facilities. The district will be evaluat-
ing the policy, as it has engaged CSBA to review all district policies. The responsibility for
the use of facilities authorization is within the jurisdiction of the Assistant Superintendent of
Fiscal Services. The district is currently reviewing the fee schedule and intends to revise the
fees and processes during the fiscal year 2002-03.

2. The district is a partner in a maintenance assessment district with the Parks and Recreation
Department of the city. That partnership does have an effect on the fees charged by the
district for use of facilities. This maintenance assessment district has a budget that exceeds
$5 million annually. Thus, this maintenance assessment district covers many of the fees that
would ordinarily be collected by the district.

Standard Implemented: Partially

June 2001 Rating: 0
December 2001 Rating: Not Reviewed
June 2002 Rating: Not Reviewed
December 2002 Self-Rating: 5
December 2002 New Rating: 7

Implementation Scale:  
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18.7 Maintenance and Operations Fiscal Controls—Vending Machines

Legal Standard
Vending machine operations are subject to policies and regulations set by the State Board of Education.
All contracts specifying these should reflect these policies and regulations. An adequate system of
inventory control should also exist. [EC 48931]

Progress on Recommendations and Improvement Plan

1. Substantial progress has not been made regarding this Professional Standard.

2. The district has not recognized the need for the review of all vending machine operation
contracts to ensure compliance with the policies and regulations set by the State Board of
Education and to comply with the district’s policies and regulations.

Standard Implemented: Partially

June 2001 Rating: 0
December 2001 Rating: Not Reviewed
June 2002 Rating: Not Reviewed
December 2002 Self-Rating: 0
December 2002 New Rating: 1

Implementation Scale:  
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18.8 Maintenance and Operations Fiscal Controls—Fixed Asset Inventory

Professional Standard
Capital equipment and furniture should be tagged as district-owned property and inventoried at least
annually.

Progress on Recommendations and Improvement Plan

1. The district has contracted with an outside firm to complete a districtwide inventory of
all equipment. All equipment is received at a central receiving center, and is tagged and
documented prior to being delivered to the appropriate site or location.

Standard Implemented: Fully - Substantially

June 2001 Rating: 2
December 2001 Rating: Not Reviewed
June 2002 Rating: Not Reviewed
December 2002 Self-Rating: 7
December 2002 New Rating: 8

Implementation Scale:  
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21.1 State Mandated Costs—Management of Reimbursement Claims Filing

Professional Standard
The district should have procedures that provide for the appropriate oversight and management of
mandated cost claim reimbursement filing. Appropriate procedures would cover: the identification of
new mandates for which the district might be eligible for reimbursement; identification of changes to
existing mandates; training staff regarding the appropriate collection an submission of data to support the
filing of mandated cost claims; forms, formats, and timelines for reporting mandated cost information;
and review of data and preparation of the actual claims.

Progress on Recommendations and Improvement Plan

1. The district has one outside consultant to provide mandated cost services. A secretary has
been hired to provide district support with the collection of information. Both the Director of
Fiscal Services, Unrestricted, and the Director of Restricted Programs review claims prior to
their filing. It is planned that the Assistant Superintendent for Fiscal Services will be review-
ing the district’s process during 2002-03.

2. The district has not sought competitive bidding for the process.

Standard Implemented: Partially

June 2001 Rating: 4
December 2001 Rating: Not Reviewed
June 2002 Rating: Not Reviewed
December 2002 Self-Rating: 6
December 2002 New Rating: 6

Implementation Scale:  
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Chart of
Financial Management Standards

Progress Ratings Toward Implementation of the Improvement Plan
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