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Wichita State University 
Internal Audit of the 
College of Education 

July 2015 

 
Objectives 
 

Help the College of Education fulfill its mission and achieve its objectives by evaluating 
whether its internal controls are sufficient to identify and minimize risks that may divert 
resources from its mission. Suggest process improvements, or collaborate to identify 
solutions to problems, where appropriate.  
 
Scope 
 

Mr. Heinrichs and I examined College of Education procedures and internal controls for the 
2015 spring semester. We examined the college’s financial records for fiscal years 2012 
through 2015, with an emphasis on fiscal years 2014 and 2015. The college is comprised of 
the following principal departments: 
 

 Dean’s Office 
 Sport Management 
 Curriculum and Instruction 
 Education Support Services 
 Human Performance Studies 
 Counseling, Educational Leadership, Educational and School Psychology 

 
Risk Assessment 
 
We collaborated in a risk assessment with college and department leadership, soliciting their 
views about areas most needing attention. The initial assessment identified: 
 

1) Electronic file organization and security   
2) Timekeeping and leave reporting 

 
When visiting with college and department leadership during the course of the audit, the 
following additional areas were also identified: 
 

3) Financial monitoring processes 
4) Human Performance Studies lab fees shortfall 

 
A synopsis of the risk assessment process has been supplied as an addendum to the audit 
report. The observations that follow provide an overview of each risk, related conditions and 
effects, and management’s plan of action. We always make our observations and suggestions 
in the spirit of identifying opportunities to improve internal controls and operations. 
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Executive Summary 
 
The internal audit report contains four observations, which are previewed here:   
 

1. The College of Education’s electronic file organization has become increasingly 
complex, a little-used server is out-of-date and considered to be a security risk, and 
some faculty and staff do not consistently back up their electronic data nor secure 
their Macs by requiring a password for access.   

 
2. Leave reporting and monitoring processes were not consistent college-wide, 

resulting in reporting oversights and occasional errors.  
 

3. Financial monitoring processes were not consistent college-wide, resulting in 
duplication of effort in some departments.  

 
4. The Human Performance Studies lab fee published in the university’s 

Comprehensive Fee Schedule incorrectly specified $12 per lab, rather than $12 per 
credit hour, resulting in a significant shortfall relative to the expected fee revenue.  

 
Observation 1 
 
The College of Education’s electronic file organization has become increasingly 
complex, a little-used server is out-of-date and considered to be a security risk, and 
some faculty and staff do not consistently back up their electronic data nor secure their 
Macs by requiring a password for access.   
 
This observation admittedly encompasses multiple topics, but the topics are interrelated. 
While most departments use shared server space supplied by Information Technology 
Services (ITS), the college has its own dedicated server in ITS. The college also has a 
Windows 2003 server that was used for select projects, but has been little-used in recent 
years (this second server is also housed in ITS). The college operates principally in a Mac 
(Apple Macintosh) rather than Microsoft environment which has permitted greater latitude 
by faculty and staff in the selection and use of passwords. 
 
Electronic file organization on the principal dedicated server consists of a hierarchy of 
permissions to certain faculty and staff that is becoming increasingly difficult to maintain. 
The Windows 2003 server was already behind on its security patches and Microsoft will no 
longer provided security patches for this server model effective July 15. 
 
On Tuesday, June 2, Mr. Heinrichs and I met with the following persons to discuss how to 
best address information technology concerns in the college: 
 

 Shirley Lefever-Davis, Dean 
 Clay Stoldt, Associate Dean 
 George Schirmer, Graduate Teaching Assistant (and technology technician)  
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 Jason Holmes, ITS Director of Server Infrastructure 
 Rob Phillips, ITS Manager of Server Support 

 
The following course of action was the product of our meeting: 
 

A. Dedicated server housed and maintained by ITS in Jabara Hall 
 
a. The dedicated server will be retired after Mr. Phillips has migrated all 

electronic records contained therein to an ITS-provided virtual server. 
 

b. To this end, Mr. Phillips will: 
 

i. Commence migration in early July after Mr. Schirmer has returned from 
vacation. 
  

ii. Create a personal drive “p-drive” for each member of faculty and staff. 
 

iii. Create a share drive for College of Education shared files that mirrors 
its current dedicated drive (files on the share drive related principally to 
accreditation and to certain courses in the college). 

 
c. The college will develop an internal process to better alert Mr. Schirmer about 

updating faculty and staff permissions to electronic records (for both new and 
departing faculty and staff). 

 
d. Mr. Schirmer will update faculty and staff about the new configuration at an 

orientation session before the beginning of the fall semester. 
 
e. Mr. Schirmer and Mr. Phillips will revisit the organization of and access to the 

college’s shared files after the college’s accreditation process is complete. 
 

B. Windows 2003 server (also housed in ITS) 
 

a. Mr. Phillips will migrate any remaining electronic files from the server to Mr. 
Schirmer’s p-drive for archival purposes. 
 

b. Mr. Phillips will shut the server down after moving the files. 
 

C. Failure to use a password to gain initial computer access by certain faculty and staff 
 

a. Mr. Schirmer will emphasize the need for strong passwords as he works with 
faculty and staff to reestablish password protection and at again at faculty 
orientation at the beginning of the fall semester (nonexistent or weak passwords 
increase the university’s vulnerability to outside hackers). 
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b. Mr. Holmes will inquire about a university-wide message from the Provost to 
emphasize how strong passwords contribute to the security of WSU electronic 
resources. 

 
Management Response:   
 
This course of action should result in much improved organization and security of the 
college’s electronic data and files. I will update the internal auditors about our progress 
before the end of the fall semester. 

 
Observation 2 
 
Leave reporting and monitoring processes were not consistent college-wide, resulting 
in reporting oversights and occasional errors.  
 
The internal audit raised awareness of timekeeping reporting obligations, for which some 
departments in the college were doing better than others. Except for a few faculty who 
reported sick leave for an extended illness, faculty in Counseling, Educational Leadership, 
Educational and School Psychology (CLES) and Curriculum and Instruction had not 
reported sick leave for short-term illness in the past five years. Both departments have since 
initiated a process whereby the administrative assistant takes note of when a faculty member 
is out sick and prepares an exception for the faculty member, mirroring a practice that has 
worked well in other departments. 
 
Periodic review of the HRPAY Leave Balance Report in Reporting Services can be helpful 
in identifying potential timekeeping and leave issues. For example, CLES Department Chair 
Jean Patterson and Alternative Certification Educator Ann Eastwood (in Curriculum and 
Instruction) had been earning vacation leave unknown to anyone in the college or 
department, even though their respective Leave Balance Reports showed they had maxed 
out their accumulated vacation leave. 
 
Data on exception reports and positive time reports were seldom audited to the HRPAY 
Department Time Report by someone other than the person that entered timekeeping data 
into Banner, i.e. someone else in the department (or in the college, if necessary). This audit 
procedure improves the likelihood of identifying timekeeping errors. We reviewed the 
timekeeping audit procedure when we visited each department, explaining that each 
completed exception report and positive time report should exhibit the following attributes: 
 

a. Employee’s signature (attesting to hours worked or leave used) 
b. Supervisor’s signature (with knowledge of hours worked or leave used) 
c. Timekeeper’s initials and date (indicating who reviewed and entered the data) 
d. Timekeeping auditor’s initials and date (indicating who audited the data entry)  
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Management Response:   
 
Since my appointment as dean, I have been working to establish consistent processes 
college-wide. When I visit with the department heads about the results of the internal audit, 
I will reinforce the importance of periodically reviewing the Leave Balance Report, auditing 
timekeeping data entry to the Department Time Report, and verifying that exception and 
positive time reports exhibit the four attributes detailed above. Beginning in the coming fall 
semester, Business Manager Curt Higgins and I will be meeting monthly with department 
heads about their budgets and finances. I will ask the department heads to bring their past 
month’s timekeeping records with them for Mr. Higgins to review until we are confident 
compliance has become routine.  
 
The Dean’s Office has established a specific email address for reporting leave to Mr. Higgins 
and M. E. Yeager, Assistant to the Dean, who serves as department timekeeper. Should this 
method work well for the Dean’s Office, we may implement it college-wide.    

 
Observation 3 
 
Financial monitoring processes were not consistent college-wide, resulting in 
duplication of effort in some departments.  
 
In May 2014, the College of Education hired Mr. Higgins as business manager to provide 
college-wide financial oversight, including monitoring funds designated for the college held 
both by the university and the WSU Foundation. When we visited each department, we saw 
that administrative staff in CLES and Curriculum and Instruction were maintaining detailed 
spreadsheets to track financial transactions for their respective departments. Generally, 
keeping a departmental spreadsheet is a good practice, but in light of the detailed oversight 
provided by Mr. Higgins, the practice is redundant and can be discontinued. With Dr. 
Lefever-Davis’s and Mr. Higgins’ concurrence, we advised all department heads during the 
audit that keeping detailed financial spreadsheets in the departments is unnecessary. We 
suggested instead they review (or have their administrative assistants review) available 
financial reports weekly, and to promptly notify Mr. Higgins of any transactions there may 
be questions about (even though Mr. Higgins provides oversight, department heads retain 
responsibility for their budgets). 
 
To further improve financial oversight, in January 2015 the college initiated a pre-purchase 
notification process whereby Mr. Higgins receives advance notice of all purchases made in 
the departments. This was initiated at the behest of Mr. Higgins to better keep him apprised 
of purchases planned by the departments. As mentioned previously, beginning with the fall 
semester, Dr. Lefever-Davis and Mr. Higgins will meet monthly with each department head 
to discuss their department’s finances. These recurring meetings have already been 
scheduled. We were impressed by these initiatives. 
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Management Response:   
 
As I commented previously, I have been working to establish consistent processes college-
wide and eliminating the identified redundancy is a good step in this regard. Mr. Higgins 
and I expect our monthly meetings with the department heads to be mutually beneficial, and 
we will continue to seek opportunities for improved communication and financial oversight. 

 
Observation 4 
 
The Human Performance Studies lab fee published in the university’s Comprehensive 
Fee Schedule incorrectly specified $12 per lab, rather than $12 per credit hour, 
resulting in a significant shortfall relative to the expected fee revenue.  
 
For the first time, beginning with the 2014-2015 academic year, Human Performance Studies 
(HPS) requested a $12 per credit hour lab fee for courses in HPS degree programs. The 
principal purpose of the fee is to provide funding to purchase warranty coverage for the 
specialized equipment used in the Human Performance Lab. When submitting its fee request, 
the College of Education estimated 1,230 credit hours would generate $14,760 annually. 
Because the Comprehensive Fee Schedule specified $12 per lab rather than $12 per credit 
hour, less than $8,000 was generated for the year. 
 
Both the publishing error and the revenue shortfall were overlooked until the audit. 
Whenever a fee is imposed, it’s always worthwhile to compare actual amounts collected to 
estimated or expected amounts and follow up to identify the cause of significant differences. 
 
Management Response:   
 
For academic year 2015-2016, the college requested a $25 per credit hour lab fee for HPS. 
Mr. Higgins will verify the lab fee is correctly published in the Comprehensive Fee 
Schedule, and then periodically monitor and compare fees collected to expected amounts. 

 
Statement on Auditing Standards 
 
We conducted our audit in accordance with the International Standards for the Professional 
Practice of Internal Auditing promulgated by the Institute of Internal Auditors.  

 
Chris Cavanaugh 
Director of Internal Audit 
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ADDENDUM 
 

Risk Assessment Process 
 
To begin the audit, we conducted a pre-audit training session for administrative personnel in 
the College of Education including the dean, associate dean, business manager, department 
chairs and administrative officers and assistants (full participant list follows below). The 
training session had two primary objectives: 1) to provide a basic awareness of the principles 
of internal control so those in attendance would have an understanding of what we would be 
looking for as we conducted the audit, and 2) to provide a means for those in attendance to 
help us identify risks (potential problems) that warrant attention. Those participating in the 
training session included the following: 
 

Dean’s Office 
Shirley Lefever-Davis, Dean 
Clay Stoldt, Associate Dean 
Johny Buchanan-Spachek, Scholarship Manager/Alumni Relations Liaison 
Patrice Hein, Assistant to the Dean for Operations 
Curt Higgins, Business Manager 
M. E. Yeager, Assistant to the Dean for Finance 
 
Education Support Services 
Sherena Langley, Director 
 
Counseling, Educational Leadership, Educational and School Psychology 
Jean Patterson, Chair  
Vicki Quade, Administrative Specialist  
 
Curriculum and Instruction 
Janice Ewing, Chair 
Angela Aubrey, Administrative Specialist 
 
Human Performance Studies 
Michael Rogers, Chair * 
Stacy Johnson, Administrative Assistant * 
 
Sport Management 
Mark Vermillion, Chair  
Kayla Jasso, Academic Advisor/Office Manager  

 
* Could not attend due to a scheduling conflict but received training session handouts  
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Risk Assessment Process (continued) 
 
After the training session, staff in each department completed a Controls Assessment Tool 
aka “CAT.” The CAT is a questionnaire designed to identify 1) risks relevant to most 
university departments, 2) internal controls designed to mitigate those risks, and 3) internal 
controls effectively used in the department. The last section of the CAT is an overall risk 
assessment. In this section, college and department leadership were asked to identify at least 
three areas that may need attention (to prevent problems) or offer opportunity for improved 
efficiency. The risks may be from areas covered by the CAT, or other areas specific to the 
department. The areas covered by the CAT include: 
 

 Contracting 
 Financial reports 
 Cash receipts 
 Purchasing 
 Timekeeping and leave reporting 
 Information technology 

 
Departments had approximately two weeks to complete and submit the CAT. Upon receipt, 
we reviewed the CAT submitted by each department, reviewed each department’s finances 
and performed various audit procedures. We then made a site visit to each department to 
discuss answers submitted on the CAT, ask follow-up questions and review relevant 
documents. The risks delineated on page 1 of our audit report are the product of this process. 
 
Our visits to the departments also provided an opportunity to discuss matters of lesser 
importance not requiring comment in the audit report, answer questions and make 
suggestions, and provide affirmation for processes in place.    


