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EXECUTIVE SUMMARY 

Why We Did This Audit 

 
This audit was included in the 2016-2017 Annual 
Audit Plan. 
  
The objective was to determine the effectiveness 
of the processes used to monitor whether 
teachers of English Language Learners (ELL) 
students have the necessary endorsements 
according to Florida Department of Education 
and Federal Standards. 

What We Found  

 

Our overall conclusion is that, while generally 
effective, the processes could be improved. 
 
The district does not currently have the 
capability to readily identify out-of-compliance 
teachers for specific ESOL course requirements. 
Certain data elements that are critical to the 
process are in different locations, namely the 
student information system (SIS) and SAP. 
 

What We Recommended  

 

• Request Information Technology 
Services (ITS) to run a report of those 
teachers of ACCESS classes who are 
assigned both ESE and ELL students in 
next school year to monitor English for 
Speakers of Other Languages (ESOL) 
compliance and assist in fully complying 
with ESOL rules. 

• Request ITS to run a report of those 
teachers who are in positions as co-
teachers and support facilitators in the 
next school year to monitor ESOL 
compliance. 
 

• Establish a formal Out-of-Compliance 
(OOC) monitoring process and request 
ITS to develop an OOC report. Until the 
OOC report is available, provide access 
to view teachers’ course schedules in the 
SIS to HR Certification, and access to 
view SAP-ZH273, In-service History 
Summary Report, to Multilingual 
Student Education Services. 
 

• Contact noted non-compliant teachers 
and co-teachers for ESOL compliance 
requirements, and create an Out-of-Field 
screen in SAP for those teachers who are 
teaching language instruction and 
reading and send Out-of-Field letters to 
schools. 
 

• Confirm scanned electronic copies of In-
Service documentation prior to 
destroying original documents.   
 
 

This report has been discussed with 
management and they have prepared their 
response which follows. 
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BACKGROUND: 
 
The Orange County Public Schools (OCPS) student population 
represents over 200 countries and regions with different cultural 
backgrounds, and speaks over 160 languages. The top ten native 
languages of OCPS English Language Learners (ELLs) are Spanish, 
Haitian-Creole, Portuguese, Arabic, Vietnamese, English, Chinese & 
Hakka, French, Russian, and Mandarin. The number of ELL students in 
our K-12 schools continues to increase each year.   
 
Different Florida Department of Education (FLDOE) certification and 
endorsement requirements apply to OCPS educators depending on the 
subjects taught and the educator’s role in the instruction process. OCPS 
Management Directive A-7, requires all instructional personnel to 
complete at least 60 hour of basic English for Speakers of Other 
Languages (ESOL) training. A new language instruction and reading 
teacher or one that is in the process of earning an endorsement, is 
considered to be Out-of-Field (OOF) for ESOL until completion of all 
requirements. Being OOF is considered compliant with FLDOE and 
OCPS requirements as long as the teacher is on track to complete the 
training within required time limits.  
 
Teachers are reclassified from OOF to Out-of-Compliance (OOC) if they 
start endorsement courses but then stop or skip a year. In these cases 
the district’s Certification Department follows-up to inform the teacher 
and principal of the necessity to resume training or reassign ELL 
students to other teachers. 
 
The OCPS Multilingual Student Education Services (MSES) 
Department provides the required ESOL endorsement courses and 
training to OCPS ESOL educators and administrators, and prepares 
qualified teachers who have the necessary knowledge and skills to 
teach ESOL and to meet the needs of linguistically and culturally 
diverse students. MSES staff schedules classes according to teachers’ 
requirements and monitors the training process and attendance at 
scheduled classes. 

 

 

OCPS has students 
from more than 200 
countries and speaking 
more than 160 
languages. 

 

 

Florida Department of 
Education and OCPS 
establish certification 
and endorsement 
requirements. 

 

 

 

 

 

 

 

 

Multilingual Student 
Education Services 
provides ESOL training. 
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ESOL endorsement training focuses on five areas mandated by the State 
of Florida.  The five areas are: 

1. Cross cultural communications 
2. Applied linguistics 
3. Methods and materials 
4. Curriculum development 
5. Testing  

Upon completion of the courses, ESOL teachers complete In-service 
Points Evaluation Forms which instructors certify and submit to the 
Human Resources (HR) In-Service Department. The first page of the 
Form is competed by the instructor and, the second and third pages are 
completed by the teacher. In-Service transfers the certified Form to SAP, 
scans the original Form for digital documentation, and then destroys it. 
An In-service History Summary Report (ZH273) documents the 
training history in SAP. 
 
HR Certification staff verifies teachers’ in-service training using ZH273 
and other SAP screens and monitors completed or in-progress 
endorsements and OOF status. If an endorsement is in-progress, HR 
Certification staff creates an OOF screen in SAP, prepares the School 
Board agenda item for approval, and sends an OOF letter to the school 
so the school can communicate with parents of ELL students whose 
teachers are OOF. When a course is completed by a teacher, HR 
Certification staff records it in the personnel record and deletes the OOF 
screen once the endorsement has been added onto the certificate. 
Periodically, HR Certification sends the OOF report to MSES.  
 
During the 2016-2017 school year (through March 27) the district had a 
total of 219,945 student records of which 33,177 (15.08%) were classified 
as ELL with an LY code. LY means the student is Limited English 
Proficient (LEP) and is enrolled in classes specifically designed for LEP 
students. Those ELL students were taught by 10,109 teachers. 
 
Chart 1 below shows a breakdown of ELL student records for each 
learning community. The “Other” category consists of charter and 
alternative schools. 

 

 

 

 

 

 

The HR In-Service 
Department tracks in-
service points earned by 
teachers. 

 

 

 

The HR Certification 
Department monitors 
for teachers that may be 
out-of-field. 

 

 

 
Through March of this 
school year the district 
had over 33,000 ELL 
students taught by more 
than 10,000 teachers.  
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Chart 1 - OCPS ELL Students 

 
Source: Student Information System (SIS) 

 
OBJECTIVE, SCOPE AND METHODOLOGY: 
 
Objective 
The objective of this audit was to determine the effectiveness of the 
processes used to monitor whether teachers of ELL students have the 
necessary endorsements according to FLDOE and Federal Standards.  
 
Scope 
This audit covered ELL students and teachers’ ESOL endorsements for 
the 2016-2017 school year to March of 2017.   
 
Our procedures included: 

• Discussions with MSES staff, HR Certification staff, and the HR 
In-Service Personnel Specialist; 

• Analysis of data downloaded from the Student Information 
System (SIS); 
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Chart 1 displays a 
breakdown of ELL 
students and their 
teachers by learning 
community. 
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• Examination of PA20 Display HR Master Data and ZH273 In-
service History Summary Report screens in SAP;  

• Examination of workshop or Professional Development 
Services (PDS) In-service Points Evaluation Forms; and, 

• Examination of School Board Agenda Documents on the OCPS 
website.   
 

Methodology 
We selected a sample of teachers assigned to classes containing ELL 
students and tested their ESOL certification status. 
 
Our audit was conducted in accordance with the International Standards 
for the Professional Practice of Internal Auditing of the Institute of Internal 
Auditors and included such procedures as deemed necessary to achieve 
the objectives. Internal Auditing is an independent, objective assurance 
and consulting activity designed to add value and improve an 
organization’s operations. It helps an organization accomplish its 
objectives by bringing a systematic, disciplined approach to evaluate 
and improve the effectiveness of risk management, control, and 
governance processes. We are required to note any material deficiencies 
in accordance with Florida Statutes, School Board Policy, and sound 
business practices. We also offer suggestions to improve controls or 
operational efficiency and effectiveness. 
 
FINDINGS & RECOMMENDATIONS: 
 
1) Non-compliance with ESOL Endorsement Noted for Teachers 
Having Exceptional Education Students (ESE) as well as ELLs in Class 
 
Criteria: Teachers of all ELL students must have the necessary ESOL 
endorsement according to the Florida Teacher Standards ESOL 
endorsement rules. ESOL rules are also applicable to those teachers 
who have ESE students as well as ELL students in their classes.  
 
Audit Finding: ESE course code numbers start with ACCESS. HR 
Certification staff was not coding teachers as OOF for ESOL for 
ACCESS course code numbers. MSES staff was aware of this 

 

 

 

 

 

 

 

 

This audit was 
conducted in 
accordance with the 
International Standards 
for the Professional 
Practice of Internal 
Auditing. 
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requirement, but HR Certification staff was not. There were 98 teachers 
of ACCESS classes who had both ESE and ELL students in class in the 
current school year. Internal Audit forwarded a listing of these teachers 
to HR Certification staff so they could initiate follow-up procedures 
with the teachers.   
 
Recommendation: HR Certification staff should request Information 
Technology Services (ITS) to run a report of those teachers of ACCESS 
classes who are assigned both ESE and ELL students in the next school 
year in order to monitor ESOL compliance.  
 
2) Non-compliance with ESOL Endorsement Noted for Co-Teachers 
and Facilitators  
 
Criteria: According to FLDOE, co-teachers and support facilitators are 
required to have the ESOL course requirements based on the content 
they teach and whether they have a roster of students and give grades. 
Co-teachers require a minimum of 60 hours of ESOL endorsement (300 
hours if teaching ELA), and support facilitators require at least 18 hours 
ESOL endorsement regardless of content. However, OCPS does not 
offer the 18 hour training and Management Directive A-7, requiring at 
least 60 hours of ESOL endorsement courses, applies.           
 
Audit Finding: MSES and HR Certification staffs were not previously 
aware of the 300 hour ESOL endorsement or certification requirement 
for co-teachers and support facilitators that teach ELA classes. MSES 
staff contacted FLDOE and clarified ESOL endorsement requirements 
for co-teachers and support facilitators. We were not able to identify the 
number of co-teachers and support facilitators affected by this 
requirement from the SIS data we obtained for our audit. 
 
Recommendation:  HR Certification staff should request ITS to run a 
report of those teachers who are in a position of co-teachers and support 
facilitators in the next school year in order to monitor ESOL compliance. 
This will assist in fully complying with ESOL rules for next school year. 
 
 
 

Certification was not 
aware that teachers of 
ESE ACCESS classes 
with any ELL students 
should comply with 
ESOL endorsement 
requirements. 

 

 

 

 

 

 

 

 

 

 

Neither MSES nor 
Certification staff were 
aware that co-teachers 
and support facilitators 
of ELL students needed 
ESOL certification. 
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3) Monitoring Compliance with ESOL Endorsement Requirements is 
Cumbersome and Not Fully Effective    
 
Audit Finding: HR Certification does not notify MSES when they code 
a teacher as OOF for the ESOL endorsement and MSES does not have 
access to the SAP screen that shows this. (Being OOF is not necessarily 
an out-of-compliance condition.) HR Certification provides periodic 
OOF reports to MSES staff. However, what is needed by MSES to 
monitor compliance is information about the teachers’ progress 
towards achieving ESOL endorsement. This information is not in the 
OOF report. 
 
HR Certification uses SAP report ZH273 to review information about 
the courses teachers have completed in their progress towards ESOL 
endorsement. HR Certification verifies ESOL compliance on a teacher-
by-teacher basis by reviewing individual teacher accounts in SAP 
ZH273, but is not currently able to run a report of all OOC teachers. 
Monitoring in this manner (by viewing individual teacher records one 
at a time) is cumbersome and limits the effectiveness of the compliance 
monitoring process. 
 
When HR Certification notes an out-of-compliant teacher, they notify 
the teacher and MSES staff. MSES staff collaborates with HR 
Certification to provide access to available courses to the non-compliant 
teacher. 
 
HR Certification staff can log in to SIS but they cannot read teachers’ 
course schedules. After each nightly download of SIS data, HR 
Certification checks the Duty Assignments screen of SAP under PA20 
in order to monitor OOF compliance for newly hired teachers. 
Sometimes, ELL teachers are not coded as ESOL by their school and 
sometimes principals do not inform HR Certification staff of the status 
of ESOL teachers. The OOF monitoring process would be more effective 
if HR Certification staff could view the ELL teachers’ course schedules 
in SIS. 
 
MSES staff cannot access the ZH273 screen in SAP which displays 
individual teacher’s endorsement information. MSES staff must make 

 

 

 

 

 

 

 

Monitoring is hampered 
by a cumbersome 
process because data is 
not available in an 
easily-usable format. 

 

 

 

 

 

 

Process effectiveness 
and efficiency would be 
improved if both 
Certification and MSES 
had access to view 
additional information. 
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separate inquiries of HR Certification each time they have questions 
about specific teachers. Both the monitoring process and the 
training/scheduling process would be more effective if MSES staff had 
access to this information about teachers’ endorsement training 
progress. 
 
The MSES and HR Certification departments would both benefit from 
a formally established OOC monitoring process and ready access to key 
information. Ideally there would be an OOC report that would be 
readily available to both departments, but such a report does not 
presently exist. 
 
Recommendation: We recommend that MSES and HR Certification 
jointly request ITS to develop an OOC report. We recognize that 
development of this report may take considerable time and resources 
given limitations of the current technology systems.  
 
A near-term option to incrementally improve the process would be to 
provide access to view teachers’ course schedules in SIS to HR 
Certification and access to view SAP-ZH273 to MSES staff. This access 
to necessary information will assist both staffs in effectively and 
efficiently performing their respective roles until a long term solution is 
in place or in case an OOC report is not feasible.    
 
4) Eleven ELL Teachers or Co-Teacher/Facilitators in our Sample 
Were ESOL Endorsement Non-compliant (8.33% of sample) 
 
Criteria: Teachers of all ELL students should have the necessary ESOL 
endorsement or certification according to the Florida Teacher Standards 
ESOL endorsement rules.   
 
Audit Finding: Out of a total sample of 132 teachers, 9 teachers (6.81% 
of sample) had not completed an ESOL endorsement. Those teachers 
who taught ELA classes were not reported as OOF, and OOF letters 
were not sent to students’ parents. Five of these non-compliance 
statuses occurred because HR Certification staff was not aware that 
ESOL rules are applicable to those teachers who have both ESE and ELL 
students in ACCESS classes (see Audit Finding 1). 

 

 

 

Effective integration of 
functions is achieved 
when there are clearly 
established and 
documented processes. 

Development of an out-
of-compliance report 
would significantly 
improve efficiency and 
effectiveness. 
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One teacher (0.76%) did not have at least 60 hours for Subject Content 
area and one co-teacher/facilitator (0.76%) did not have the minimum 
ESOL endorsement. HR Certification also was not aware that those in 
the position of co-teacher or support facilitator to ELL students must 
meet ESOL endorsement requirements (see Audit Finding 2).  
 
The summary of findings is as below in Chart 2.   

 
Chart 2 - Audit Findings Summary 

 

 
Source: Audit test results 

 
Recommendation: a) ESOL teachers, co-teachers or support facilitators 
who were noted as non-compliant should be contacted to meet ESOL 
compliance requirements. b) Until completion of requirements, OOF 
screens should be created in SAP for those teachers who are teaching 
language instruction and reading, and OOF letters should be sent to the 
applicable schools for transmission to parents.  
 

5) Two (20% of sample) In-Service Points Evaluation Forms Were 
Not Located 

Best Practice: The practice of scanning records and maintaining them in 
electronic format protects the documents from loss or damage, reduces 
the maintenance of storage of hard copies, and assists in information 
retrieval.    
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132 teachers of ELL 
students were tested 
with 11 (8.3%) showing 
non-compliance with 
ESOL endorsement 
requirements. 
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Audit Finding: After teachers complete ESOL courses, instructors 
certify and submit evaluation forms to HR In-Service staff for records 
management. We confirmed eight evaluation forms out of a sample of 
10. We noted that two evaluation forms could not be located, however, 
we were able to verify the course rosters in SAP with the course 
completion information which is also maintained by HR In-Service.   
         
Recommendation: Prior to destroying original documents, staff should 
confirm that the scanned electronic copy was saved in the file to 
eliminate the risk that supporting documentation for in-service points 
is lost.   
 
 
We wish to thank the staffs of MSES, Certification and In-Service for 
their cooperation and assistance with this audit. We also appreciate the 
assistance of ITS with the SIS data download used in our analysis. 
 
 

Two in-service course 
evaluation forms were 
missing in either 
electronic or paper 
form. 
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Department / School Name HR/MSES 
Administrator / Department Head Stephanie Heron / William Bohn 
Cabinet Official / Area Superintendent Bridget Williams / Jesus Jara 
 
 
 

Exception Noted 
(Finding / recommendation) 

Management Response 
(Corrective Action) 

Responsible Person 
(Name & Title) 

Expected Outcome & Completion Date    
What is the evidence of the corrective action? 

What is?  What should be? 
 

What needs to be done? 
 

Who needs to do it? When will the action be completed? 
(MM/YYYY)—Pending IT 

Request Information 
Technology Services (ITS) to 
run a report of those teachers 
of ACCESS classes who are 
assigned both ESE and ELL 
students in next school year to 
monitor English for Speakers of 
Other Languages (ESOL) 
compliance and assist in fully 
complying with ESOL rules. 
 

In order to collect the 
appropriate data in a 
systematic way, the 
Multilingual Department and 
the HR Certification 
Department will collaborate 
in the development of 
functional requirements for a 
data collections report that 
will be able to identify Out-of-
Compliance teachers. A heat 
ticket will be created so ITS 
creates a new collection tool 
that will capture required 
information. 

Keri Moynihan, 
Senior Manager 
 
 

The Heat ticket will be submitted by June 29, 2017. 
With the Out-of-Compliance report the 
Certification department will identify teachers that 
are out-of-field for the ESOL endorsement. The 
timeframe for completion would depend on the 
availability of the ITS department. 

Request ITS to run a report of 
those teachers who are in 
positions as co-teachers and 
support facilitators in the next 
school year to monitor ESOL 

In order to collect the 
appropriate data in a 
systematic way, the 
Multilingual Department and 
HR Certification Department 
will collaborate in the 

Keri Moynihan, 
Senior Manager 
 
 

The Heat ticket will be submitted by June 29, 2017. 
With the Out-of-Compliance report the 
Certification department will be able to identify the 
co-teachers and support facilitators that are out of 
compliance for ESOL. The timeframe for 
completion would depend on the availability of the 
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compliance. 
 

development of functional 
requirements for a data 
collections report to be able 
to identify Out-of-Compliance 
teachers.  A heat ticket will be 
created so ITS develops a new 
data collection tool that will 
include information in regards 
to co-teachers and support 
facilitators 

ITS department. 

Establish a formal Out-of-
Compliance (OOC) monitoring 
process and request ITS to 
develop an OOC report. Until 
the OOC report is available, 
provide access to view 
teachers’ course schedules in 
the SIS to HR Certification, and 
access to view SAP-ZH273, In-
service History Summary 
Report, to Multilingual Student 
Education Services. 
 

The Multilingual Department 
and HR Certification 
Department will collaborate 
in the development of 
functional requirements for a 
data collection report to be 
able to identify Out-of-
Compliance teachers. A heat 
ticket will be created so a  
new report is developed by 
ITS to capture this 
information.    
Multilingual department will 
request access to SAP-
ZH273(In-service history 
summary report) 
 

Valerie Martinez, 
Director, MSES 
 
Keri Moynihan, 
Senior Manager 

The Heat ticket will be submitted by June 29, 2017. 
With the Out-of-Compliance report the Multilingual 
Department will be able to identify the number of 
teachers in need of specific domain courses. This 
will enable the Multilingual department to provide 
more accurate number of courses in order to meet 
the needs of our OCPS teachers. 
 
With the Out-of-Compliance report the 
Certification department will be able to identify 
teachers that are out-of-field for ESOL 
endorsement. 
 
The timeframe for completion would depend on 
the availability of the ITS department. 
 

Contact noted non-compliant 
teachers and co-teachers for 
ESOL compliance 
requirements, and create an 

The Certification department 
will create an out-of-field 
screen in SAP 

Keri Moynihan, 
Senior Manager 

With the creation of the out-of-field screen, the 
Certification department will send letters to the 
schools and run the action to be approved on a 
2017-18 board agenda for those teachers indicated 
on the audit findings. 
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Out-of-Field screen in SAP for 
those teachers who are 
teaching language instruction 
and reading and send Out-of-
Field letters to schools. 
 
Confirm scanned electronic 
copies of In-Service 
documentation prior to 
destroying original documents.   
 

Personnel Specialist will 
ensure accuracy of 
documentation 

Colette Lee, 
Personnel Specialist 

Starting immediately, Human Resources will verify 
electronic copies have been successfully scanned 
prior to destroying original documents. 
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