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Special Review of 

 

Galaxy E3 Elementary School 

Afterschool Program Revenue Collections 
 

EXECUTIVE SUMMARY 
 

 

In response to the Principal’s request, we have reviewed the Afterschool Program at Galaxy E3 

Elementary for the period July 1, 2016, through March 15, 2017.  The Principal expressed certain 

concerns, both financial and administrative.  After discussion with the Principal, it was agreed that 

the Principal and the Office of Professional Standards (OPS) would address the administrative 

issues, while the Office of Inspector General (OIG) would address the financial aspect of the 

Afterschool Program (ASP). 

 

The primary objectives of this special review were to determine (1) if students who attended the 

enrichment activities were registered in the school’s ASP, and (2) whether all ASP revenues were 

collected and accounted for.  This special review produced the following major conclusions: 

 

1. Students Not Registered in Afterschool Program, But Allowed to Participate in 

Afterschool Enrichment Clubs 

 

The school’s ASP operated several enrichment activities, including Strings, Cheerleader, and 

Step Dance (clubs).   These enrichment clubs were funded in part by the ASP fees, grants, 

fundraising, donations, and material fees collected from the participants.  However, the review 

disclosed that: 

 

 22 Non-ASP Students Participated in the Clubs.  22 participants in the clubs did not 

register for the Afterschool Program.  Two of these 22 non-ASP participants were 

students from a nearby middle school; the other 20 non-ASP participants were students 

of Galaxy E3 Elementary. 

 

 $38,203 in Estimated Uncollected Revenues.  Based on the documentation provided, 

we estimated a total of $38,203 in fee revenues should have been collected from these 

22 non-ASP students for August 2016 through March 2017. 

 

Management’s Response: 

 

Principal of Galaxy E3 Elementary:  When this was identified these students and their 

parents were notified immediately that they may no longer participate in afterschool 

enrichment clubs unless they were registered in the afterschool program.  Moving forward, 

any and all students that participate in enrichment clubs must be officially registered in 

the afterschool program and documented as such.  (Please see page 8.) 
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Assistant Superintendent of Teaching and Learning:  Procedures covering internal 

accounts, deposits, and the drop safe log are addressed at the annual director 

workshops.  Additionally, all PowerPoints are made available to directors on SharePoint 

if they have follow up questions. The Extended Learning staff provide both a safety and a 

fiscal review to the principal at the end of each year to ensure the principal is aware of 

any potential issues. Participation in after-school activities (sponsored by the program) is 

addressed under enrollment in the Afterschool Programs Operational Manual (OM) on 

page 2-1.; this is posted on the after-school programming website. Finally, information on 

Enrichment accounts is in the OM under General Interest Programs on page 1-9. These 

training materials will be reviewed in order to ensure the rules and regulations are clear.  

(Please see page 10.) 

 

 

2. Uncollected Fees 

 

Each ASP student is required to pay a $25 registration fee.  The fee structure is based upon an 

hourly and daily rate with the option to pay monthly or bi-monthly installments.  Our review 

of the ASP Program Records for the period November 1, 2016, through March 15, 2017, 

revealed that inaccurate registration fees and subsidy credits information was maintained in 

the EZ Care database.  Specifically, 

 

 $3,026 in Subsidy Credits Mistakenly Issued to a Student.  Our examination of the EZ 

Care database revealed that one student received total subsidy credits of $3,025.74 

($1,314.24 in Fiscal Year 2016 and $1,711.50 in Fiscal Year 2017) in the Early 

Learning Coalition (ELC).  However, the student did not appear on any monthly ELC 

Reimbursement Report, indicating the student was not authorized to receive the credits.  

Upon the inquiry by OIG in April 2017, the ASP Site Director notified the parent of 

the child whose payment records contained the error, and the parent agreed to pay the 

remaining balance.  According to the EZ Care database, $482.06 of the $3,025.74 

unpaid fee had been paid and posted as received as of May 23, 2017. 

 

 $250 in ASP Registration Fees Unaccounted For.  Based on the available student 

Registration Forms, Attendance Rosters, and Parent Sign-out Records, the program 

should have generated an estimated revenue of $6,125 ($25 x 245) in registration fees 

during the audit period.  However, the school collected a total of $5,875 in registration 

fees.  As a result, $250 ($6,125 - $5,875) in registration fees (for 10 students) were 

unaccounted for.  

 

Management’s Response: 

 

Principal of Galaxy E3 Elementary:  ASP financial transactions will be accurately 

recorded in the EZ Care database.  Subsidy credits will be posted only to those students’ 

accounts who have been approved by Early Learning Coalition.  In addition, I am asking 

that another audit of the EZ Care database and payments be done in June to monitor this 

process.  (Please see page 8.) 

 



 

iii 

Assistant Superintendent of Teaching and Learning:  Billing for subsidized students 

(including those subsidized by ELC) as well as the necessary documentation is covered in 

the subsidies and ledger adjustments training which all directors are required to attend. 

Inconsistencies in subsidized accounts were noted in the FY16 review. At the time of the 

special audit, the auditor and I reviewed each account that had subsidization from ELC 

and found an account that had been incorrectly charged.  This account was not a part of 

the sample during the FY17 review and would not reflect a balance until after being 

corrected.  These training materials will be reviewed in order to ensure the rules and 

regulations are clear.  (Please see page 10.) 
 

 

3. Missing Records for Student Attendance and Parent Sign-Out 

 

Student Attendance Rosters and Parent Sign-Out Records from August through October 2016 

were missing.  According to the ASP Site Director and the November 12, 2016, Boca Raton 

Police Report, someone stole the records from her car on November 12, 2016, while the car 

was parked in a movie theater parking lot.  She said she took the documents from the school 

in order to do some work at home. 

 

Because of the missing records, we were unable to (1) determine the number of students who 

participated in the ASP, and (2) estimate the program revenue for the period of August 15 

through October 31, 2016.  Therefore, we were not able to ascertain if all program revenues 

were collected and accounted for. 
 

Management’s Response: 
 

Principal of Galaxy E3 Elementary:  Afterschool Program records including registration 

forms, attendance rosters and parent sign-out sheets will be retained for a time period 

consistent with the District’s Record Retention Schedule and Afterschool Program 

Operational Manual.  In addition, no school records will leave the campus under any 

circumstances to ensure security of documents and information.  (Please see page 9.) 
 

Assistant Superintendent of Teaching and Learning:  Records retention is addressed in 

the fiscal refresher training which directors are required to attend. Additionally, record 

retention is addressed in the OM on page 3-10.  These training materials will be reviewed 

in order to ensure the rules and regulations are clear.  (Please see page 10.) 
 

 

FURTHER ACTIONS 
 

A copy of the draft report was forwarded to the Office of Professional Standards and School Police 

for appropriate actions. 
 

As responded by School Police, “Based upon your department’s findings, this matter exhibits 

numerous deficiencies directly associated with the school’s management of its Afterschool 

Program.  The ASP administrators failed to charge and/or collect fees from some of the program’s 

participants; however, there was nothing on the materials I received that would reflect a reason 

to suspect any crime was associated with the program’s financial improprieties.” 
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Due Process.  In accordance with School Board Policy 1.092, a 20-Day Letter, with the draft 

report, was sent to the school’s Afterschool Site Director’s for response.  The Site Director’s 

response is included in Appendix C on pages 11 – 35. 

 

Subsequent to the receipt of the Site Director’s response, the OIG sent a 20-Day Letter, with the 

draft report and the Site Director’s response, to the former and current principals for response.  As 

of August 16, 2018, the former and current principals have not sent in their responses. 
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M E M O R A N D U M 
 

TO: Honorable Chair and Members of the School Board 

 Donald E. Fennoy II, Ed.D., Superintendent of Schools 

 Chair and Members of the Audit Committee 

 

FROM: Lung Chiu, CPA, Inspector General 

 

DATE: August 27, 2018 

 

SUBJECT: Special Review of Galaxy E3 Elementary School 

 Afterschool Program Revenue Collections 

 

 

PURPOSE AND AUTHORITY 
 

In response to the request of the Principal, we have reviewed the Afterschool Program (ASP) at 

Galaxy E3 Elementary for the period July 1, 2016, through March 15, 2017.  The primary 

objectives of this special review were to determine (1) if students who attended the enrichment 

activities were registered in the school’s ASP, and (2) whether all ASP revenues were collected 

and accounted for. 

 

SCOPE AND METHODOLOGY 
 

This review covered the period July 1, 2016, through March 15, 2017.  To accomplish the 

objectives of this special review, we interviewed District staff and examined the following records: 

 

 School Board Policy 8.131, Afterschool Programs 

 District’s Afterschool Program Operational Manual (revised February 2017) 

 Registration Forms, Monthly Attendance Sheets, and Parent Sign-out records 

 Afterschool Program Fee Collections and Accounting records. 

 

The draft report was sent to the Principal, Chief Academic Office, and Financial Management 

Division for review and management comments.  Financial Management indicated that (1) the 

findings are related to activities prior to their involvement (bookkeepers and Internal Accounts), 

and (2) the academic side of the house should prepare the management response associated with 

the Afterschool Program.  We appreciate the courtesy and cooperation extended to us by staff 

during the review.  The final draft report was included in the August 27, 2018, Audit Committee 

Meeting Agenda. 

 

THE SCHOOL DISTRICT OF LUNG CHIU, CIG, CPA SCHOOL BOARD 
PALM BEACH COUNTY, FLORIDA INSPECTOR GENERAL  CHUCK SHAW, CHAIRMAN 

  DEBRA L. ROBINSON, M.D., VICE CHAIRWOMAN 
OFFICE OF INSPECTOR GENERAL  MARCIA ANDREWS 
3318 FOREST HILL BLVD., C-306  FRANK A. BARBIERI, JR., ESQ. 
WEST PALM BEACH, FL 33406  KAREN M. BRILL 
  BARBARA MCQUINN 
(561) 434-7335     FAX: (561) 434-8652  ERICA WHITFIELD 
www.palmbeachschools.org 

  DONALD E. FENNOY II, Ed.D., SUPERINTENDENT 
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BACKGROUND 
 

Principal’s Request.  In March 2017, the Principal noted certain noncompliances with the District’s 

procedures and guidelines in the school’s Afterschool Program. Specifically, in her March 3, 2017, 

email to the Office of Inspector General (OIG), the Principal expressed the following concerns: 

 

1. Four Congress Middle School students were registered and enrolled in our Galaxy 

Elementary aftercare without my knowledge. 

 

2. Two Congress Middle School students who were NOT registered or enrolled in Galaxy 

Elementary aftercare were included in a Galaxy After care club without my 

knowledge. These two students are the children of a custodian here at Galaxy. They 

were participating in the dance/step club that practices a couple of times a week here 

on our campus. 

 

3. I [the Principal] was unaware that middle school students were on our campus 

involved in our program/clubs. 

 

4. It does not appear that the ELC charges are the same for each student (This may be 

due to the sliding scale created by ELC but I would like to be sure). 

 

5. Several students (about 20) that attend Galaxy but ARE NOT enrolled or registered 

in aftercare were in aftercare clubs even though the operations manual clearly states 

that those clubs are funded by and only for aftercare students. There were no 

permission slips for these students to participate either. 
 

Coordination With the Review By the Office of Professional Standards. The administrative issues 

noted in the above Items #1, #2, #3, and #5 would be addressed by the Principal and the Office of 

Professional Standards.  The OIG reviewed Item #4 and the financial aspect of the Afterschool 

Program.  A copy of this report was provided to the Office of Professional Standards for 

appropriate actions. 
 

 

FURTHER ACTIONS 
 

A copy of the draft report was forwarded to the Office of Professional Standards and School Police 

for appropriate actions. 
 

Response from School Police: 
 

“Based upon your department’s findings, this matter exhibits numerous deficiencies 

directly associated with the school’s management of its Afterschool Program.  The ASP 

administrators failed to charge and/or collect fees from some of the program’s 

participants; however, there was nothing on the materials I received that would reflect 

a reason to suspect any crime was associated with the program’s financial 

improprieties.  This issue represented a breach of the District’s policies and 

procedures.  The estimated loss of $38,203 was attributed to a noncompliance with 



 

3 

established ASP registration processes.  The problem was an administrative deficiency 

and, according to your staff’s review report, the Principal of the school has taken 

corrective actions.” 

 

Due Process.  In accordance with School Board Policy 1.092, a 20-Day Letter, with the draft 

report, was sent to the school’s Afterschool Site Director’s for response.  The Site Director’s 

response is included in Appendix C on pages 11 – 35. 

 

Subsequent to the receipt of the Site Director’s response, the OIG sent a 20-Day Letter, with the 

draft report and the Site Director’s response, to the former and current principals for response.  As 

of August 16, 2018, the former and current principals have not sent in their responses. 

 

 

CONCLUSIONS 
 

This special review produced the following major conclusions: 

 

1.  Students Not Registered in Afterschool Program, But Allowed to Participate in 

Afterschool Enrichment Clubs 

 

Galaxy E3 Elementary’s Afterschool Program (ASP) operated several enrichment activities, 

including Strings, Cheerleader, and Step Dance (clubs).   These enrichment clubs were funded 

in part by the ASP fees, grants, fundraising, donations, and material fees collected from the 

participants. 

 

22 Non-ASP Students Participated in the Clubs.  No documentation (i.e. rosters) was 

maintained for participants in the clubs.  In March 2017, at the Principal’s direction, a roster 

was prepared by the ASP Site Director.  The roster indicated that 100 students participated in 

the clubs; however, 22 of them were not registered for the ASP and did not pay the program 

fees.  The 22 non-ASP participants included two students from a nearby middle school, and 20 

from Galaxy E3 Elementary. 

 

$38,203 in Estimated Uncollected Revenue.  Clubs operated each afternoon from 3:15 p.m. to 

5:30 p.m.  However, the school day at Galaxy E3 Elementary ended at 2:05 p.m.  The 22 non-

ASP participants were permitted to participate in the Afterschool Program from 2:05 p.m. to 

3:15 p.m. each day without paying the fees.  Based on the documentation provided, we 

estimated a total of $38,203 in fee revenues should have been collected from these non-ASP 

students for August 2016 through March 2017. (See Table 1.) 

 

Table 1 

Estimated Revenue Loss from 22 Non-ASP Participants 

(August 15, 2016 through March 15, 2017) 

Registration Fee $25 each student $550 

Full-time Tuition $114.10 x 15 installments $37,653 

Total Estimated Revenue Loss $38,203 
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School Board Policy 8.131, Afterschool Programs states that, 

 

“Services are available only to students attending the elementary school.” 

 

The Afterschool Programs Operational Manual, page 2-1, Enrollment, states that, 

 

“Only students enrolled in the afterschool program may participate in afterschool 

activities, unless it is a general interest activity implemented by the school or a 

vendor leasing the building.” 

 

Also page 1-9, School Dismissal Procedure for Non-Afterschool Students, of the 

Operational Manual states, 

 

“Students not picked up when school ends cannot be housed in the afterschool 

program if they are not enrolled. There are liability ramifications when students 

are placed in afterschool without Afterschool Programs Registration forms (PBSD 

1824) completed by the parent/guardian.” 

 

According to the Principal, as of April 20, 2017, the clubs were operated as general interest 

activities, sponsored by the school and outside the ASP. Activity participants who were not 

registered for the ASP had to make accommodations away from the campus and return later to 

attend the activities. The local middle school students did not attend the Afterschool Program 

or activities at Galaxy E3 Elementary. 

 

Recommendation 

 

Unless there are other legitimate arrangements approved by the school Principal, participation 

in Afterschool Program Enrichment Clubs should be limited only to students of Galaxy E3 

Elementary, who have registered in the Afterschool Program.  To protect the school from 

unwarranted liabilities, non-registered students should not be allowed to participate in the 

program. 

 

Management’s Response: 

 

Principal of Galaxy E3 Elementary:  When this was identified these students and their 

parents were notified immediately that they may no longer participate in afterschool 

enrichment clubs unless they were registered in the afterschool program.  Moving forward, 

any and all students that participate in enrichment clubs must be officially registered in 

the afterschool program and documented as such.  (Please see page 8.) 

 

Assistant Superintendent of Teaching and Learning:  Procedures covering internal 

accounts, deposits, and the drop safe log are addressed at the annual director 

workshops.  Additionally, all PowerPoints are made available to directors on SharePoint 

if they have follow up questions. The Extended Learning staff provide both a safety and a 

fiscal review to the principal at the end of each year to ensure the principal is aware of 

any potential issues. Participation in after-school activities (sponsored by the program) is 
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addressed under enrollment in the Afterschool Programs Operational Manual (OM) on 

page 2-1.; this is posted on the after-school programming website. Finally, information on 

Enrichment accounts is in the OM under General Interest Programs on page 1-9. These 

training materials will be reviewed in order to ensure the rules and regulations are clear.  

(Please see page 10.) 

 

2. Uncollected Fees 

 

ASP Records Not Accurately Maintained in EZ Care Database.  Each ASP student is required 

to pay a $25 registration fee.  The fee structure is based upon an hourly and daily rate with the 

option to pay monthly or bi-monthly installments.  We examined the Registration Forms, 

Attendance Rosters, Parent Sign-out Records, and all transactions recorded in EZ Care, the 

ASP’s Accounting System, for the period November 1, 2016, through March 15, 2017.  Based 

on the available documentation, we found that the monthly tuition fees were appropriately 

applied and collected in accordance with the Afterschool Programs Operational Manual and 

approved Fee Schedule.  However, we determined that the registration fees and subsidy credits 

information was not accurately maintained in the EZ Care database as explained below. 

 

$3,026 in Subsidy Credits Mistakenly Issued to a Student.  Our examination of the EZ Care 

database revealed that one student received subsidy credits in Early Learning Coalition (ELC) 

for the full tuition amount from the start of the school year.  However, the student did not 

appear on any monthly ELC Reimbursement Report, indicating the student was not authorized 

to receive the credits.  The ASP Site Director stated that it was an oversight because the student 

received ELC subsidy credits in the prior year and the account settings were not corrected at 

the beginning of the new school year.  However, information for the student was not found in 

the prior year’s ELC Reimbursement Reports.  That means the student was not authorized to 

receive the credits in the prior year, which contradicted the ASP Site Director’s explanation. 

 

Consequently, a total of $3,025.74 ($1,314.24 in Fiscal Year 2016 and $1,711.50 in Fiscal 

Year 2017) in ELC subsidy credits were incorrectly issued to the student’s account.  Upon the 

inquiry by OIG in April 2017, the ASP Site Director notified the parent of the error and the 

parent was willing to work with staff to pay the remaining balance.  According to the EZ Care 

database, $482.06 of the $3,025.74 unpaid fee had been posted as received as of May 23, 2017. 

 

$250 in ASP Registration Fees Unaccounted For.  For the review period, the school collected 

a total of $5,875 in registration fees.  The review of available student Registration Forms, 

Attendance Rosters, and Parent Sign-out Records, indicated that a total of 245 students have 

registered for the program.  These 245 students should have generated an estimated revenue of 

$6,125 ($25 x 245) in registration fees.  As a result, $250 ($6,125 - $5,875) in registration fees 

(for 10 students) were unaccounted for. 

 

Also, the registration fees for an additional five students were collected; but the registration 

fees were not posted to the students’ accounts in the EZ Care database, resulting in an 

understatement of $125 in registration revenues. 
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Recommendation 

 

The Afterschool Program is a self-sufficient program supported by user fees.  To ensure fiscal 

accountability, ASP financial transactions should be accurately recorded in the EZ Care 

database.  Subsidy credits should be posted only to those students’ accounts who have been 

approved by the Early Learning Coalition. 

 

Management’s Response: 

 

Principal of Galaxy E3 Elementary:  ASP financial transactions will be accurately 

recorded in the EZ Care database.  Subsidy credits will be posted only to those students’ 

accounts who have been approved by Early Learning Coalition.  In addition, I am asking 

that another audit of the EZ Care database and payments be done in June to monitor this 

process.  (Please see page 8.) 

 

Assistant Superintendent of Teaching and Learning:  Billing for subsidized students 

(including those subsidized by ELC) as well as the necessary documentation is covered in 

the subsidies and ledger adjustments training which all directors are required to attend. 

Inconsistencies in subsidized accounts were noted in the FY16 review. At the time of the 

special audit, the auditor and I reviewed each account that had subsidization from ELC 

and found an account that had been incorrectly charged.  This account was not a part of 

the sample during the FY17 review and would not reflect a balance until after being 

corrected.  These training materials will be reviewed in order to ensure the rules and 

regulations are clear.  (Please see page 10.) 

 

 

3. Missing Records for Student Attendance and Parent Sign-Out 

 

Student Attendance Rosters and Parent Sign-Out Records from August through October 2016 

were missing.  According to the ASP Site Director and the November 12, 2016, Boca Raton 

Police Report, someone stole the records from her car on November 12, 2016, while the car 

was parked in a movie theater parking lot.  She indicated she took the documents from the 

school in order to do some work at home. 

 

Due to the records missing, we were unable to (1) determine the number of students who 

participated in the ASP, and (2) estimate the program revenue for the period of August 15 

through October 31, 2016.  Therefore, we were not able to ascertain if all program revenues 

were collected and accounted for. 

 

Recommendation 

 

Afterschool Program records including Registration Forms, Attendance Rosters and Parent 

Sign-Out Sheets should be retained for a time period consistent with the District’s Record 

Retention Schedule and Afterschool Programs Operational Manual. 
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Management’s Response: 

 

Principal of Galaxy E3 Elementary:  Afterschool Program records including registration 

forms, attendance rosters and parent sign-out sheets will be retained for a time period 

consistent with the District’s Record Retention Schedule and Afterschool Program 

Operational Manual.  In addition, no school records will leave the campus under any 

circumstances to ensure security of documents and information.  (Please see page 9.) 

 

Assistant Superintendent of Teaching and Learning:  Records retention is addressed in 

the fiscal refresher training which directors are required to attend. Additionally, record 

retention is addressed in the OM on page 3-10.  These training materials will be reviewed 

in order to ensure the rules and regulations are clear.  (Please see page 10.) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

– End of Report – 
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