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Letter of Transmittal  
 
June 25, 2020 

 
Portland Public Schools   
Audit Committee 
501 North Dixon Street 
Portland, OR 97227 
 

The Office of Internal Performance Audit has completed the Contracts Audit of school year 
2018-2019 and 2019-20 Contract Management of Personal Services Contracts.  The audit was 
included in the 2019-20 Audit Plan approved by the Board of Education on July 16, 2019.   
 
The objective of the audit was to provide a comprehensive analysis of Portland Public Schools 
(PPS) contracts for personal services and determine whether the District is: 
 

1. Compliant with District applicable policies and procedures 
2. Compliant with the terms and conditions of the personal services contracts 
3. Taking appropriate steps to implement a comprehensive and systematic approach to 

improve performance management of personal services contracts 
 
To achieve the audit objectives, we judgmentally selected 18 personal services contracts for 
testing.  
 
The breadth and scope of the District’s personal services contracts is too diverse for the utilization 
of a sampling methodology.  As a result, our audit results cannot be generalized to the population 
of the District’s personal services contracts.  However, due to the increased risks related personal 
services contracts for student services identified in the Oregon Secretary of State Audit Division 
(SoS) audit report, issued to the District in January 2019, we prioritized the selection of personal 
services contracts for student services.  The full SoS audit report, as well as the status of the 
implementation of recommendations, is posted on the District’s web site at:  
https://www.pps.net/Page/15139.  
 
We provide additional details of our selection of contracts for testing, as well as some perspective 
of personal services contracts in relationship to all District contracts in the report’s Appendix A - 
Contract Selection.   
 
Auditing standards require that we obtain sufficient, appropriate evidence to provide a reasonable 
basis for our findings and conclusions based on our audit objective. We believe that the evidence 
obtained provides a reasonable basis for our findings and conclusions based on our audit 
objective. 
 
Based on the results of the audit, overall the District is compliant with District applicable policies 
and procedures and the terms and conditions of the personal services contracts.  We also found 
the District has taken steps, and continues to work on improving contract management of personal 
services contracts.  However, our testing identified instances of noncompliance and we also found 

https://www.pps.net/Page/15139
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more needs to be done to implement a comprehensive and systematic approach to improve 
performance management of personal services contracts. The attached audit report details our 
audit procedures, audit findings, and recommendations. 
 
We extend our appreciation to the staff within the Purchasing & Contracting (P&C) department, 
as well as Contract Managers throughout the District for their assistance and cooperation during 
the course of the audit. We specifically want to mention our appreciation for Emily Courtnage, 
Director of P&C, and Erica Kreger, P&C’s Contract Manager who were incredibly responsive to 
our request for information and documentation needed to complete the audit.   They were also 
willing to collaborate and provide us feedback that added value throughout the audit.  
 
Lastly, in an attempt to minimize the length of the report, if topic is explained in detail in one 
section, the topic is mentioned in brevity in the remaining sections of the report.  As a result, we 
strategically ordered the content of the attached report and recommend reading it in the order 
listed in the table of contents.   
 
We look forward to discussing the report with you at an upcoming Audit Committee 
meeting.  Thank you for your ongoing support of the Office of Internal Performance Auditing.  
 

 

 

   Janise Hansen                                Mary Catherine Moore 
Janise Hansen      Mary Catherine Moore 
Senior Internal Performance Auditor    Internal Performance Auditor 
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Executive Summary 
 
Background Information 
 
In January of 2019, the Oregon Secretary of State Audit Division (SoS) issued an audit report on 
spending at Oregon Department of Education (ODE) and Portland Public Schools (PPS), which 
included a review of transparency, controls, and priorities.  The audit identified additional steps 
these agencies could take to improve returns on the state’s education investments and increase 
student achievement.  While the report provided insight into a variety of topics, for the purposes 
of this audit, we focused on the portions of the report related to the District’s personal services 
contract1 management.   
 
The SoS audit report included the following recommendations related to contract management:  
 

• PPS should adopt policies and practices that ensure strong management of contract 
performance, including consolidating contract management responsibilities  

• PPS should use the strategic planning process to evaluate the most effective and efficient 
use of contracts designed to increase student performance   

Upon receipt of the SoS report, the District began working to implement the recommendations.  
The District reports progress on the implementation of the recommendations to the Audit 
Committee.  In the December 2019 Audit Committee meeting, District Management reported the 
implementation of the two SoS recommendations noted above were completed. 
 
In addition to the recommendations, the SoS audit report included comments throughout the 
report related to the District’s contracting processes and procedures.  Within the scope of the 
audit, we included those comments as well as follow up procedures we performed, to determine 
if the District has taken steps to address those comments as well as the recommendations.  The 
full SoS report, as well as the status of the implementation of recommendations, is posted on the 
District’s web site at:   https://www.pps.net/Page/15139.  
 
This audit was included in the Office of Internal Performance Audit’s Audit Plan for 2019-20 school 
year.  The Audit Plan was approved by the Board of Education on July 16, 2019. 
 
Roles and Responsibilities 
 
District management has the primary responsibility to establish, implement, and monitor internal 
controls. Internal Audit’s function is to assess and test those controls in order to provide 
reasonable assurance that the controls are adequate and operating effectively. We conducted 
this performance audit in accordance with Generally Accepted Government Auditing Standards 
(GAGAS, aka Yellow Book). Those standards require that we plan and perform the audit to obtain 
sufficient, appropriate evidence to provide a reasonable basis for our findings and conclusions 
                                                           
1 PPS Public Contracting Rules – Revised May 2019, defines personal service contracts as a contract primarily for 
the provision of services that require specialized technical, creative, professional, or communication skills or 
talents, unique and specialized knowledge, or the exercise of discretionary judgement skills, and for which the 
quality of services depends on attributes that are unique to the service provider.  
 

https://www.pps.net/Page/15139
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based on our audit objective. We believe that the evidence obtained provides a reasonable basis 
for our findings and conclusions based on our audit objective. 
 
Audit Objectives 
 
The objective of the audit was to provide a comprehensive analysis of District contracts for 
personal services and determine whether the District is: 
 

1. Compliant with applicable District policy and procedures  
2. Compliant with the terms and conditions of personal services contracts 
3. Taking appropriate steps to implement a comprehensive and systematic approach to 

improve performance management of personal services contracts 
 
Scope of the Audit 
 
2018-19 and 2019-20 Contract Management of Personal Services Contracts 
 
Audit Approach and Methodology 
 
To achieve the audit objectives, we performed the following procedures: 
 

• Planned the audit in cooperation with the Purchasing & Contracting (P&C) department to 
ensure that we had an understanding of the District’s contracting processes, policies and 
procedures 

• Analyzed available data to corroborate the information obtained during our walkthroughs 
• Reviewed applicable Oregon Revised Statutes (ORS) and the PPS Public Contracting 

Rules – Revised May 2019 
• Drew on criteria from the Oregon Department of Administrative Services  
• Interviewed purchasing and contracting staff, as well as Contract Managers 

knowledgeable of the various processes that were covered during the course of the audit 
• Reviewed the training slides for the 2018-19 and completed the 2019-20 mandatory 

contracting training course developed by the P&C department  
• Reviewed the content available on the P&C department webpage  
• Performed tests and analysis of the objective areas to support our conclusions 
• Protected student data and identities throughout the course of the audit  
• Provided a detailed analysis of our selection of contracts for testing in Appendix 

A-  Contract Selection  
 
Conclusion 
 
Based on the results of the audit, overall the District is compliant with applicable District policies 
and procedures and the terms and conditions of the personal services contracts.  We also found 
the District has taken steps, and continues to work on improving contract management of personal 
services contracts.  However, our testing identified instances of noncompliance and we also found 
more needs to be done to implement a comprehensive and systematic approach to improve 
performance management of personal services contracts.  
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We identified three key contributing factors to the noncompliance identified: 
 

• Inadequate oversight of contract management responsibilities  
• Lack of detailed guidance and expectation of contract management responsibilities 
• More resources are necessary for Contract Managers to perform contract management 

responsibilities as expected   
 
The attached audit report details our audit procedures, audit findings, and recommendations. 
 
A summary of our audit findings and recommendations are provided on the following pages.  
 
We extend our appreciation to the staff within the P&C Department, as well as Contract 
Managers throughout the District for their assistance and cooperation during the course of the 
audit. 
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Summary of Audit Findings and Recommendations 
 
Finding 1 – Contracting Training Course   
The contracting training course required to be completed by all District staff who managed or work 
with contracts was not always completed by the established training deadline.  

 
Recommendations   
We recommend the District:  
1. Re-evaluate internal controls to ensure all District staff who manage or work with 

contracts complete the mandatory contracting training course prior to the established 
deadline  

2. Maximize the benefit of the contracting training course, by requiring the training course 
applicable for the contract term, to be completed by applicable District staff prior to 
initiating the contract   

a) To achieve this, we recommend the District consider changing the deadline for 
the required training course to August 1st , of the applicable year   

Finding 2 – Review and Evaluation  
The required review and evaluation of the contract performance was not always completed by the 
Contract Manager prior to initiating a similar contract with the contractor.   

 
Recommendations   
We recommend the District:  
3. Develop and implement internal controls that will ensure a thorough and robust review 

and evaluation of the contracts performance is completed and documented prior to 
deciding whether or not a similar contract should be negotiated in the future  

 
To achieve this, we recommend the District consider the following:  

a) Update the contracting training course to include additional guidance and 
expectations related to review and evaluations 

b) Utilize the content of the Board Cover Memo to create a template for Contract 
Managers to document the review and evaluation for all contracts    

c) Require the review and evaluation be reviewed and approved by the Contract 
Manager’s supervisor and submitted to the Purchasing & Contracting 
Department for record keeping  

d) Increase transparency by saving all review and evaluations in a central and 
accessible location so they can be easily accessed and reviewed by 
stakeholders 

 
Finding 3 – Scope of Work  
The Specialized Scope of Work (SOW) template, developed in response to the Secretary of 
State’s (SoS) audit report recommendation, designed to help Contract Managers identify and 
included appropriate and specific deliverables, performance measures, expected outcomes, how 
the performance of the contract will be measured, and reporting requirements tailored to the 
particular contract, was not required to be completed or included in the contract as the SOW.  We 



Internal Performance Audit Report 
Contracts Audit 

Contract Management of Personal Services Contracts 
 

 
Page 9 of 96 

 

found it was not completed or included in any of the contracts we tested when it would have been 
applicable.  Additionally, we found the Specialized SOW template was not an effective tool as the 
2019-20 school year SOW for contracts that were previously tested in the SoS audit had no 
substantive changes.  

 
Recommendations   
We recommend the District: 
4. Develop and implement internal controls that will ensure all contracts include 

appropriate and specific deliverables, performance measures, expected outcomes, 
how the performance of the contract will be measured, and reporting requirements 
tailored to the particular contract     

 
To achieve this, we recommend the District consider: 

a) Require the use of the Specialized SOW template  
b) Require the appropriateness of the specific deliverables, performance 

measures, expected outcomes, how the performance will be measured, and 
reporting requirements tailored to the particular contract be reviewed and 
approved by a qualified Educational Specialist who is not involved with the 
management of the contract  

c) Increase transparency by saving the completed Specialized SOW template in 
a central and accessible location so they can be easily accessed and reviewed 
by stakeholders  

 
Finding 4 – Mandatory Training Requirements for Contractors 
Mandatory training requirements for contractors were not included consistently in contracts that 
require contractors and their employees to interact with students.  We also noted an exception 
was granted to exclude the mandatory training requirements for contracts for interpretation 
services which is not consistent with District policy.   

 
Recommendations   
We recommend the District: 
5. Provide an update to the PPS Board of Education (Board) to communicate the 

District’s phased implementation of the requirement and the delay in full 
implementation  

6. Develop and implement internal controls to ensure all mandatory training courses are 
included in all contracts that require interactions with students   
 
To achieve this, we recommend the following: 

a) District Management develop detailed guidance and expectations related to 
the mandatory training requirement for contracts that require contractors and 
their staff to interact with PPS students   

b) The P&C Department communicate the detailed guidance and expectations 
to Contract Managers throughout the District   

c) Update the contracting training course to include guidance and expectations 
related to the inclusion of the mandatory training courses in applicable 
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contracts; including if or when exceptions can be made and the process for 
obtaining an exception  

d) Establish a clear and mandatory channel of communication between the P&C 
department and Contract Managers (in addition to the annual contracting 
training course) to communicate and distribute guidance and expectation for 
Contract Managers on topics related to contracting  

Finding 5 – Completion of Mandatory Training Requirements for Contractors 
The District did not obtain evidence that the mandatory contractor training courses were 
completed by the contractor and their employees as required by the contract.   
 

Recommendations   
We recommend the District: 
7. Develop and implement internal controls to ensure the District obtains evidence that 

the contractors and their employees have completed the mandatory training course 
as required in the contract.   
 
To achieve this, we recommend the District consider the following: 

a) Develop adequately detailed guidance and expectations and communicate 
that content with Contract Managers  

o When developing the guidance and expectations, take into 
consideration the increased workload for Contract Managers to 
ensure compliance  

b) Include the list of mandatory training courses in applicable RFPs (or ITB)2  
c) Consult with the Office of Technology & information Services (OTIS) to 

develop a streamlined process for the activation of the necessary PPS email 
addresses for the contractor and their staff to access the training courses in 
Pepper PD3  

 
Finding 6 – Evidence of Deliverables and Contract Monitoring 
The District did not always obtain evidence of deliverables identified in the SOW were 
achieved/delivered.  Furthermore, for some reports that were obtained as evidence of 
deliverables, we found: 

• Not all reports obtained included the required information 
• Not all reports obtained agreed with District data 
• Not all of the required reports were obtained (i.e. one or two of the required four reports 

were not obtained) 

We also found Contract Managers relied on the content in reports from contractors and did not 
apply appropriate contract monitoring methods to ensure reports, obtained as evidence of 
deliverables, were accurate and complete.   

 

                                                           
2 Request for Proposal (RFP), Invitation to Bid (ITB) 
3 Pepper PD is the District’s online professional development/training system  
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Recommendations   
We recommend the District:  
8. Develop and implement internal controls that will ensure: 

• Evidence of deliverables identified in the SOW are achieved/delivered, and 
• Reports obtained by the District as evidence of deliverables include all required 

information, agreed with District data, and all required reports are obtained (i.e. 
all four of the four reports are obtained)  

9. We also recommend the District management develop and implement internal 
controls that will ensure contract management responsibilities are being performed.  

Finding 7 – Release of Information (ROI) 
While it appears highly likely that the contractors had obtained signed ROI forms, authorizing the 
release of student information to the contractor, the District released some student information 
to the contractor before they had received the signed ROI form from the contractor.  Additionally, 
we noted the requirement for the contractor to provide a signed ROI form authorizing the District 
to release student information to the contractor appears to be limited to one portfolio of 
contracts. The District does not have an established criteria that determines whether or not a 
signed ROI is required.  
 

Recommendations 
We recommend the District: 
10. Develop and implement internal controls that will ensure the District has received a 

signed ROI form prior to releasing any student information and continue to prioritize 
obtaining ROI forms, until a signed ROI form is obtained for each student. 

11. Perform and document an analysis of the District’s obligation to secure student 
information from unauthorized re-disclosure under FERPA laws.  

a) We recommend the District consider specifically addressing each of the 
examples identified in the finding it its analysis.  

12. Develop a clear criteria for determining when a signed ROI form is required.  
13. Develop and implement internal controls that will ensure the consistent application of 

a signed ROI form in applicable contracts.  
a) To achieve this we recommend the District consider providing Contract 

Managers with training that will detail guidance and expectation to ensure 
they have an adequate understanding of the criteria for which a signed ROI 
form is required and the District’s obligation to secure student information 
from unauthorized re-disclosure under FERPA laws.  

 
Finding 8 – Payments to Contractors 
Payments made to contractors were not always made timely as required in the contract.  The 
delay in payments could represent a barrier to contracting with the District for contractors who 
may not have the ability to sustain operations for extended amounts of time without timely 
payment. 
 

Recommendations  
14.  We recommend the District review contract payment processes and procedures for 
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process improvements and efficiencies to ensure payments to contractors are made 
timely as required in the contract.  Additionally, we recommend the District document the 
date the invoice was received.  
15.  We also recommend the District consider centralizing the receipt of contract 
invoices.   

 
Finding 9 – Key Contributing Factors to Noncompliance 
We identified three key contributing factors that appear to be the root cause for the 
noncompliance we identified in our testing detailed throughout the report.  There is:  

• A lack of detailed guidance and expectations of contract management responsibilities  
• Inadequate supervision oversight of contract management responsibilities  
• More resources are necessary for Contract Managers to perform contract management 

responsibilities as expected   

Recommendations   
To ensure contract management responsibilities are being performed as expected, we 
recommend the District:  
16. Develop and communicate detailed guidance and expectations related to contract 

management responsibilities.  
a) To achieve this, we recommend the District consider identifying personal 

services contracts for student services as complex contracts and increase 
requirements for those contracts to include: 
o Development of an additional contract management training course that 

Contract Managers of complex contracts are required to complete prior 
to initiating the contract  

o Require complex contracts include a contract administration plan 
(similar to that used by the State of Oregon) that is reviewed and 
approved by the Contract Manager’s supervisor and submitted to P&C 
for recordkeeping   

17. Develop and communicate oversight of contract management responsibilities, 
including how performance of contract management responsibilities will be 
evaluated. 

a) To achieve this, we recommend the District consider updating position 
descriptions to include contract management responsibilities and include an 
evaluation of the performance of these responsibilities in the staff member’s 
annual performance evaluation  

18. Prior to assigning a Contract Manager, supervisors of the proposed Contract 
Manager should evaluate the positions’ other roles and responsibilities to ensure 
those assigned contract management responsibilities have adequate time to perform 
the contract management responsibilities while also performing the roles and 
responsibilities in their position descriptions.  
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Objective 3 – Conclusion 
We determined while the District has taken steps, and continues to work to improve contract 
management of personal services contracts with educational partners, we found more needs to 
be done for improvement in both effectiveness and compliance. 

Recommendation 
19. We recommend the District take additional steps to implement a comprehensive and 

systematic approach to improve performance management of personal service 
contracts.   

a) To achieve this, we recommend the District consider scaling the District’s 
comprehensive and systematic approach to improve performance 
management of personal service contracts identified by the District as RESJ 
Partnership contracts to include all of the District’s personal service contracts 
with educational partners   

20. To address the SoS audit’s call for increased transparency and oversight for the 
District’s contracts we recommend the District consider publicly posting the review and 
evaluation of contracts (via the Board Cover Memo) and the SOW for contracts listed 
on the Board agenda for Board approval. This could increase transparency in 
contracting decisions while still safeguarding the majority of the content related to 
contractor payments.  
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Audit Objective 1: Compliance with applicable District policies and procedures  
 
Overview 
Contract management at the District is a decentralized function. Individual Contract Managers in 
each school and department are responsible for ensuring compliance with the District’s 
contracting policies and procedures.  The central Purchasing and Contracting (P&C) Department 
is responsible for reviewing compliance and providing support to Contract Managers.  An 
overview of the P&C Department and Contract Manager roles and responsibilities for ensuring 
compliance with District policies and procedures for personal services contracts is provided 
below.   
 
Purchasing & Contracting Department 
The P&C Department is responsible for reviewing compliance with public contracting law, PPS 
Public Contracting Rules, and internal policy and practices before approving and signing all 
contracts District-wide. (Contract processing and review is only one of the functions of the P&C 
Department. Other functions include leading all formal solicitations for goods, services, and 
construction; review and oversight of all purchasing functions including purchase orders, IT 
purchasing, and management of PPS’s eCommerce system and vendors; management and 
oversight of the District’s PCard program; and ensuring District-wide compliance with the District’s 
Equity in Public P&C policies.)  
 
P&C department contracting activities include, in part: 
 

• Creating and updating templates for all contract types 
• Training District staff on when and how to initiate contracts, draft scopes of work (SOW), 

fill in contract templates and approval forms, and submit contracts for approval 
• Creating and updating an annual mandatory contracts training course that must be taken 

by all District staff involved in contract creation and management before their contracts 
will be processed; and ensuring compliance with training requirements 

• Reviewing all contracts, including in part: 
o Ensuring budget review is signed off  
o Ensure proper procurement method was used for type and amount of contract  
o Determine appropriate classification – independent contractor or employee – for 

all personal services scopes  
o Route all contracts over $150,000 for Board approval  
o Ensure contract is complete with clear and concise information and a detailed 

SOW; provide guidance and advice if contract does not suffice  
o Sign contract after all review and compliance checks are complete 

 

Contract Manager 
Compliance with District policy and procedures for the management of personal services 
contracts is the responsibility of each Contract Manager.  Typically, principals are the Contract 
Managers if the contract is managed in a school.  When a contract is being managed by a central 
department, the Contract Manager is typically a manager or more senior level staff member.  We 
noted there are approximately 145 individual staff members identified as a Contract Manager of 
one or more personal services contracts during the 2018-19 school year; and although complete 
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data for the 2019-20 school year is not available we noted no significant change number of 
Contract Managers for the 2019-20 school year.   
 
Contract management responsibilities are communicated to Contract Managers in the mandatory 
contracting training course developed by the P&C Department.  All principals, department 
directors, senior directors, confidential executive assistants, principals’ secretaries, school 
bookkeepers, business managers, and other District staff who manage or work with contracts 
must take the annual contracting training course.  The P&C Department also provide a variety of 
templates, forms, and guides on the P&C web page to assist Contract Managers in fulfilling their 
responsibilities. 
 
We reviewed the contracting training course and noted some contract management 
responsibilities are discussed in detail.  Some of the contract management responsibilities as 
detailed in the training are included in Appendix B – Contracting Training Course. 
 
We noted the 2019-20 contracting training course does not identify or provide guidance to 
Contract Managers related to the following new items for the 2019-20 school year: 
 

• Specialized SOW template4  
• Board Cover Memo template 

 
The Specialized SOW and the Board Cover Memo templates were developed and in response to 
recommendations made in the SoS’ audit report issued in January 2019. The District’s response 
to the SoS audit report states, in part:  
 

A Specialized SOW template will be developed for instructional and student services 
contracts that will help contract managers identify and include appropriate performance 
measures and reporting requirements tailored to the particular contract; and a Board Cover 
Memo template for instructional and student services contracts will be developed to help 
the Board more easily evaluate contracts on the business agenda.    

 
Both templates were developed and posted on the P&C department’s web page under Contract 
Templates in March 2019; the P&C Department updates these and other templates throughout 
the year. 
 
Additionally, we noted the 2019-20 contracting training course does not identify or provide 
guidance to Contract Managers related to the implementation of mandatory training requirements 
for contractors.   
 
In a memo to the Board of Education (Board), dated October 29, 2019, District Management 
reported all contracts with community partners who work with PPS students are required to 
complete the mandatory training modules required of District staff.  The memo also states that 

                                                           
4 The Specialized SOW template is formally titled the Student, Instructional, and Family Engagement Service 
Contracts: Scope of Work and Performance Requirements template.  We refer to this template as the Specialized 
SOW template throughout the report.  
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compliance is monitored through the District’s online professional development/training system 
(Pepper PD).   
 
We discussed the mandatory training requirements for contractors with a member of the Office of 
General Counsel leading the District’s implementation of this requirement. They stated the District 
was taking a phased implementation approach to this requirement.  For the 2019-20 school year, 
they worked with individual Contract Managers to include the mandatory training requirements for 
contractors in contracts that were managed centrally by District administrative staff.  The 
mandatory training requirements for contractors would be required for all applicable contracts for 
the 2020-21 school year.  
 
Auditor Testing 
To determine compliance with District policies and procedures for the management of personal 
services contracts, we tested 18 personal services contracts for the following attributes: 
 

• Was the contract approved by all of the applicable parties (i.e., P&C Department, 
Contractor, Budget Holder, and if over $150,000, the Board) 

• Did all staff who manage or work with contracts take the required contracting training 
course prior to the established deadline 

• Did the Contract Manager perform a review and evaluation of the contracts performance 
before deciding whether to contract for similar services again 

• Was the Specialized SOW template included as the SOW for applicable contracts 
• Did the SOW include detailed and specific deliverables, performance measures, expected 

outcomes, and how the performance will be measured 
• Was a Board Cover Memo template prepared and submitted to the Board for applicable 

contracts 
• Was the mandatory training requirement for contractors included in the contract (if 

applicable) 
 
We noted some overlap in determining compliance with District policies and procedures 
(Objective 1) and determining compliance with the terms and conditions of the contract 
(Objective 2).  For example, to comply with District policies and procedures, the Contract 
Managers are required to ensure compliance with the contract terms; consequently, 
noncompliance with the terms and conditions of the contract would also result in noncompliance 
of District policy and procedures. For the purpose of organizing the audit report, we are 
presenting the above listed testing attributes and the audit results below as part of Objective 1 
testing for compliance with applicable District policies and procedures.     
 
Audit Results 
The results of the testing of 18 personal service contracts for each of the testing attributes 
identified is listed below.  Overall, we found the District is compliant with its policies and 
procedures for personal services contracts.  However, we noted some instances of 
noncompliance.  Where noncompliance was noted, a finding is referenced where additional 
details can be reviewed. 
   

• All contracts reviewed were approved by all applicable parties (i.e., P&C Department, 
Contractor, Budget Holder, and if over $150,000, the Board) 
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• The contracting training course was not completed by all required staff prior to the 
established deadline. See details in Finding 1 – Contracting Training Course  

• The Contract Manager did not always perform a review and evaluation of the contract 
performance before deciding whether to contract for similar services again.  See details in 
Finding 2 – Review and Evaluation 

• The Specialized SOW template was not included in applicable contracts as the SOW. See 
details in Finding 3 –Scope of Work 

• The SOW included in the contracts did not always include detailed and specific 
deliverables, performance measures, expected outcomes, and how performance of the 
contract will be measured.  See details in Finding 3 –Scope of Work 

• The Board Cover Memo template prepared and submitted to the Board for all applicable 
contracts. 

• Mandatory training requirements for contractors were not included consistently in 
applicable contracts.  See details in Finding 4 – Mandatory Training Requirements for 
Contractors  
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Finding 1:  Mandatory Contracting Training Course 

Overview 
Typically, the P&C Department management pull the prior year training course out of Pepper PD 
during the month of July to make updates for the following year.  The updated training is then 
typically posted in August.  For example, the updated contracting training course for the 2019-20 
school year was made available in Pepper PD on July 22, 2019.  
 
The contracting training course is required to be completed by all staff who manage or work with 
contracts by an established deadline.   The 2018-19 contracting training course was required to 
be completed by November 5, 2018, and 2019-20 training course was required to be taken by 
October 1, 2019.  
 
The deadline to complete the required training course posted on the P&C Department web page 
under Announcements and Updates.  The announcement posted for the 2019-20 training course 
states: 
 

Beginning October 1, 2019, Purchasing & Contracting will not process any contract unless 
the PPS Contract Manager, school/department contact person, and budget holder have 
taken and passed the 2019-20 course.  If you submit a contract but have not taken the 
training, you will receive an email reminder to do so.  The contract will be returned 
unprocessed if the training has not been completed within one week of submission. 

 
We tested to determine if all staff who manage or work with the 18 contracts selected for testing 
completed the training by the applicable deadline.    
 
Of the 36 of staff who manage or work with the 18 contracts selected for testing, 20 (56 percent) 
did not take the training by the identified deadline for either 2018-19 or 2019-20.  We noted three 
of those 20 staff members took the 2018-19 training by the required deadline; however, had not 
completed the 2019-20 training as of February 25, 2020.    
 
To receive the maximum benefit of the contracting training course, applicable staff  would need 
to take the applicable training prior initiating the contract (i.e., the 2018-19 training if negotiating a 
contract that will be effective for the 2018-19 school year, or the 2019-20 training if negotiating a 
contract that will be effective for the 2019-20 school year).  Of the 36 staff who managed or worked 
with the 18 contracts selected for testing, 24 (67percent) had not taken the training that would be 
applicable for the term of the contract as of the date the contract received its final approval and 
was signed by P&C Department staff.  
 
In our discussions with P&C Department staff, they described their internal controls in place to 
ensure they do not process contracts after the contracting training course deadline if the 
applicable staff members have not completed the contracting training course.  However all but 
two of the tested 18 contracts included in our testing, were processed and approved by P&C prior 
to the applicable year’s deadline for the contracting training course.   
 
It appears, if a contract is approved prior to the deadline there is no, or less, incentive for the 
applicable staff to take the contracting training course by the established deadline because their 
contract is already approved. Further there is a reduced benefit to the training if the contract has 
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already been approved. The internal controls described by the P&C Department would be 
effective for only those contracts that are submitted to P&C for processing after the established 
deadline.    
 
To gain additional perspective, we reviewed contracts data for the 2018-19 school year. We found 
774 personal services contracts with effective dates during the 2018-19 school year (between 
July 1, 2018 and June 30, 2019).  Of those 774 contracts, 276 (approximately 36 percent) had a 
“date signed” date before the November 5, 2018 deadline.   Of those same 774 personal service 
contracts, we found only 32 (approximately 4 percent) with a signed date before August 1, 2018.   
 
It appears the P&C Department’s internal controls to ensure District staff who manage or work 
with contracts complete the required contracting training course would be significantly more 
effective if the deadline to complete the contracting training course was August 1st of the 
applicable year.  This would also increase the benefits of the training for staff who manage or 
work with contracts as the likelihood that they would be required to take the training prior to 
initiating the contract would be increased.     
 
Conclusion 
The contracting training course required to be completed by all District staff who managed or 
work with contracts was not always completed by the training deadline. Twenty of the 36 District 
staff members who manage or work with the 18 personal service contracts we tested did not 
complete the contracting training course by the established deadline.  
 
Recommendations   
We recommend the District:  

1. Re-evaluate internal controls to ensure all District staff who manage or work with contracts 
complete the mandatory contracting training course prior to the established deadline.  

2. Maximize the benefit of the contracting training course, by requiring the training course 
applicable for the contract term, to be completed by applicable District staff prior to 
initiating the contract.   
a) To achieve this, we recommend the District consider changing the deadline for the 

required training course to August 1st of the applicable year.   
 
We noted requiring the training course to be completed by August 1st of the applicable year or 
prior to the initiation of the contract could present challenges for the District, as requiring training 
to be completed during the summer months can be difficult.  An alternative may be to require the 
training to be completed before the summer break.  When considering the 774 personal services 
contracts with effective dates between July 1, 2018 and June 30, 2019, only one had a signed 
date before July 1, 2018.  This could potentially increase the effectiveness of internal controls 
already in place to nearly 100 percent.  
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Finding 2:  Review and Evaluation 
 
Overview 
Contract Managers are required to complete a review and evaluation of the contract's 
performance before deciding whether or not a similar contract should be negotiated in the future.    
 
The contracting training course provides Contract Managers guidance and expectations related 
to review and evaluations.  See additional details in Appendix B – Contracting Training Course.    
 
Of the 18 contracts selected for testing, five were first time contracts, the remaining 13 required a 
review and evaluation of the prior contracts performance, prior to determining whether or not to 
contract for the services again.  We tested the 13 contracts that required a review and evaluation 
and found:  
 

• Seven contracts had a review and evaluation completed as evidenced by the details 
included in the Board Cover Memo.  

• Three contracts had a review and evaluation completed as evidenced by an end of year 
report. One of the end of year reports was very clear and concise and clearly detailed each 
of the contract’s performance measures and the results of each. The other two were less 
detailed and did not clearly identify the contract’s performance measures and related 
results.  

• One Contract Manager was able to provide emails from TOSAs5 that detailed the progress 
made by students who had received the contractor’s services. However, there were no 
details related to contracts performance measures or whether the contractor had achieved 
them.  

• A review and evaluation had not been completed for two contracts.  
 
As evidenced by the documentation we reviewed in our testing, when a contract exceeds 
$150,000 and thus requires Board approval, the requirement of the Board Cover Memo helps 
ensure a thorough and robust review and evaluation is completed and documented.   
 
Of the two contracts where a review and evaluation was not completed, we noted one exceeded 
$150,000 and required Board approval; that contract was signed prior to the development and 
implementation of the Board Cover Memo in March of 2019.  
 
Conclusion 
The required review and evaluation of the contract performance was not always completed by the 
Contract Manager prior to initiating a similar contract with the contractor.  Of the 18 contracts 
selected for testing, only 13 required a review and evaluation of the contracts prior performance 
before contracting for the services again. There was evidence of a review and evaluation of eight 
contracts of the 13 contracts we tested.   For an additional three of those 13 contracts, the Contract 
Manager provided documentation they had considered a review and evaluation, however we 
found documentation for two of the three lacked adequate details and did not clearly identify the 
contract’s performance measures and whether the contractor had achieved them. For the 
remaining two of the 13 contracts, no review and evaluation was completed.  
 
                                                           
5 TOSA – Teacher on Special Assignment 
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We identified three key contributing factors to the noncompliance identified related to review and 
evaluations: 
 

• Inadequate oversight of contract management responsibilities  
• Lack of detailed guidance and expectation of contract management responsibilities 
• More resources are necessary for Contract Managers to perform contract management 

responsibilities as expected   
 
We noted these were the key contributing factors for the noncompliance we identified for findings 
two through eight.  As a result, we created Finding 9 – Key Contributing Factors to 
Noncompliance.  We detail the three key contributing factors and make related recommendations 
in Finding 9.  
 
Recommendations 
We recommend the District:  

3. Develop and implement internal controls that will ensure a thorough and robust review and 
evaluation of the contracts performance is completed and documented prior to deciding 
whether or not a similar contract should be negotiated in the future. To achieve this, we 
recommend the District consider the following:  

a) Update the contracting training course to include additional guidance and 
expectations related to review and evaluations 

b) Utilize the content of the Board Cover Memo template to create a template for 
Contract Managers to document the review and evaluation for all contracts    

c) Require the review and evaluation be reviewed and approved by the Contract 
Manager’s supervisor and submitted to the P&C Department for record keeping  

d) Increase transparency by saving all review and evaluations in a central and 
accessible location so they can be easily accessed and reviewed by stakeholders 
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Finding 3:  Scope of Work (SOW) 
 
Overview 
In response to the recommendations made in the Secretary of State’s (SoS) audit issued in 
January 2019, the District developed the Specialized SOW template.  The template was created 
and posted to the P&C department website under Contract Templates in March of 2019.   
 
The website states the Specialized SOW template is for contracts originating in the central office 
and involving the provision of direct, ongoing, and intensive instructional and support services 
(e.g., mentoring, after-school programming, and family outreach services) to students and their 
families with the goal of raising student achievement.   
 
Of the 18 contracts selected for testing, 12 were contracts originated in the central office and 
involved the provision of direct, ongoing, and intensive instructional and support services (e.g., 
mentoring, after-school programming, and family outreach services) to students and their families 
with the goal of raising student achievement, and were negotiated after March 2019.  We tested 
these 12 contracts and found the template was not completed and included in the contract as the 
SOW in any of the 12 contracts.   
 
We discussed the use of the Specialized SOW template with the P&C department 
management.  Per P&C department management, the use of the template was not 
required.  Instead, the template was considered a tool that could be used to help Contract 
Managers identify and include appropriate performance measures and reporting requirements 
tailored to the particular contract.   
 
While the Specialized SOW template was created, its use was not required, and it was not 
completed and included in any of the 12 applicable contracts we tested.  We noted it was possible 
that Contract Manager’s had considered the Specialized SOW template a tool and even though 
the template had not been completed and included in the contract; it could have helped the 
Contract Managers identify and include appropriate performance measures and reporting 
requirements tailored to the particular contract.  As a result, we expanded our testing to include 
additional analysis of the SOW included in the contracts of all 18 of the contracts we tested.  
 
It is important to note that the Office of Internal Performance Audit staff who conducted this testing 
are not instructional or student services subject matter experts, or specialists in education, and 
will not consider/determine the appropriateness of the performance measures and reporting 
requirements included in the contract.  We limited our testing to determine if the contract included 
specific deliverables, performance measures, expected outcomes, and how performance of the 
contract will be measured.  
 
Four of the 18 contracts we tested were the 2019-20 school year version of contracts where the 
2017-18 school year version of the contract was included in the testing performed by the SoS 
audit.  For these four contracts, we also considered whether there had been any substantive 
change to the SOW in response to the risks identified in the SoS report.   
 
Of the 18 contracts tested, all 18 included specific deliverables, and 17 of the 18 included 
performance measures, expected outcomes, and included how performance of the contract will 
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be measured.  We noted in our testing the level of detail included in the contracts varied 
greatly.  We included a summary of the specific deliverables, performance measures, expected 
outcomes, and how the performance of the contract will be measured for each of the 18 contracts 
in Appendix C - Summary of Scope of Work.  
 
Additionally, for the four contracts that were the 2019-20 school year version of the 2017-18 school 
year contract tested in the SoS audit, we noted there was no substantive changes from the SOW 
included in the 2017-18 school year contract and the SOW for the 2019-20 school year contract.  
 
Conclusion 
We determined the Specialized SOW template not completed and included in any of the 12 
contracts we tested where its use would have been applicable.  The SOW of all 18 contract tested 
included specific deliverables, and 17 of the 18 included performance measures, expected 
outcomes, and included how performance of the contract will be measured. Additionally, for the 
four contracts that were the 2019-20 school year version of the 2017-18 school year contract 
tested in the SoS audit, we noted there was no substantive changes from the SOW included in 
the 2017-18 school year contract and the SOW for the 2019-20 school year contract.  
 
We noted no evidence that the Specialized SOW template designed to help Contract Managers 
identify and include appropriate performance measures and reporting requirements tailored to the 
particular contract was effective.  However, the value of the template may be related to helping 
the Contract Managers ensure the appropriateness of specific deliverables, performance 
measures, expected outcomes, and how the performance of the contract will be measured, which 
we did not test for.  Additionally, we noted the template includes a place for the Contract Manager 
to identify the estimated cost per student served which could have been a valuable data point for 
the District to collect, and was not identified in any of the 18 contracts we reviewed.   
 
We identified three key contributing factors to the noncompliance identified related to the SOW: 
 

• Inadequate oversight of contract management responsibilities  
• Lack of detailed guidance and expectation of contract management responsibilities 
• More resources are necessary for Contract Managers to perform contract management 

responsibilities as expected   
 
We noted these were the key contributing factors for the noncompliance we identified for findings 
two through eight.  As a result, we created Finding 9 – Key Contributing Factors to 
Noncompliance.  We detail the three key contributing factors and make related recommendations 
in Finding 9.  
 
Recommendations 
We recommend the District: 

4. Develop and implement internal controls that will ensure all contracts include appropriate 
and specific deliverables, performance measures, expected outcomes, how the 
performance of the contract will be measured, and reporting requirements tailored to the 
particular contract.   To achieve this, we recommend the District consider: 

a) Require the use of the Specialized SOW template. If the template is not used in 
the contract as the SOW, the template could be used as a summary work paper 
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that clearly identifies the contract’s specific deliverables, performance measures 
and expected outcomes, and how performance of the contract will be measured 

b) Require the appropriateness of the specific deliverables, performance measures, 
expected outcomes, how the performance will be measured, and reporting 
requirements tailored to the particular contract be reviewed and approved by a 
qualified Educational Specialist who is not involved with the management of the 
contract  

c) Increase transparency by saving the completed Specialized SOW template in a 
central and accessible location so they can be easily accessed and reviewed by 
stakeholders    
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Finding 4:  Mandatory Training Requirements for Contractors  
 
Overview 
In a memo to the Board of Education (Board), dated October 29, 2019, District Management 
reported to the Board that all contracts with community partners who work with PPS students are 
required to complete the mandatory training modules, same as required of District staff.  The 
mandatory training courses are: 
 
1. Child Abuse Prevention and Identifying Homeless Youth (Course Code:  PC 1004)  

This training includes the below two part online training courses. In order to receive a 
certificate of completion, you must complete both parts. 

• Prevention of Child Abuse:  The training is required annually and is designed to 
help adults know how to prevent, recognize and react responsibly to concerns of 
mental, physical and sexual abuse of a child. (Approximately 20 minutes) 

• Identification of Homeless Youth (Title X):  This training provides adults with an 
overview of and description of responsibilities for the educational rights of 
homeless children and youth who are protected by the federal McKinney-Vento 
Homeless Assistance Act’s Education of Homeless Children and Youth Program 
(Approximately 5 minutes.) 

2. Sexual Conduct-Staff to Student: This training helps school officials, teachers and other 
staff recognize and understand adult sexual misconduct as it occurs in school settings.  It 
describes the most common behaviors that constitute sexual misconduct and provides 
examples of appropriate and inappropriate communications and conduct of Portland Public 
Schools employees. (Approximately 31 minutes.) 

3. Prevention of Workplace Discrimination, Harassment, Bullying and Retaliation Training 
(Course Code:  PC1002) is designed to provide an overview of discrimination, harassment, 
bullying and retaliation in the work place and how to prevent them.  It will also inform 
employees about prohibited areas of harassment that are unlawful and inappropriate conduct 
based on a protected status. (Approximately 60 minutes.) 

4. Emergency Preparedness Training (Course Code: PC1003) supports all employees by 
preparing them to respond to a variety of emergency situations. (Approximately 45 minutes) 

 
The District will provide all contractor employees working directly with students with an individual 
PPS email account that will give contractor staff access to the training via the District’s 
professional development site.  Contractors must submit the names and emails of all relevant 
contractor staff to the Contract Manager to activate their email accounts.  Once accounts are 
activated, the contractor employees have 30 days to complete the mandatory training.   
 
The District has taken a phased approach to the implementation of mandatory contractor training 
requirements.  Per the member of the Office of General Counsel leading the District’s 
implementation of this requirement, for the 2019-20 school year, they worked with individual 
Contract Managers to include mandatory training requirements in contracts that were managed 
centrally by District administrative staff.  The mandatory training courses requirement would be 
required for all contractors and their employees who interact with PPS students in the 2020-21 
school year.  
 
Of the 18 contracts that were selected for testing: 
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• Six contracts were either not managed centrally by District administrative staff, negotiated 

prior to the implementation of the requirement, or for services that required no interaction 
with PPS students.  As a result, these six contracts would not be required to include the 
mandatory training courses.   

• Six contracts included the requirement that the contractor and their employees complete 
each of the four mandatory training courses.   

• Four contracts were for services to be provided in the summer of 2019.  We noted the 
mandatory training requirements were not included in any of these four contracts. 

• One contract included the requirement of only one of the four required training courses.  
• One contract did not include any of the mandatory training courses despite meeting the 

criteria identified for implementation for the 2019-20 school year contract.  
 
Guidance related to the inclusion of the mandatory training courses for the four contracts that 
were for services provided in the summer of 2019 is unclear.  The exclusion of the training 
courses could have been because they were for services prior to the beginning of the 2019-20 
school year.  We noted these contracts were signed by the District in either June or July of 2019 
and other contracts signed during this time period included the training requirements.  We 
inquired with the Contract Managers of these contracts to ask if including the mandatory training 
courses was considered.  The Contract Managers stated they had not considered the inclusion 
of the training requirements stating prior to discussing the mandatory training courses with us 
(conversations took place between December 2019 and February 2020), they had not received 
any communication or guidance from the District on the topic.    
 
Implementation of the Mandatory Training Requirements for Contractors 
As previously stated, District Management reported in a memo to the Board, dated October 29, 
2019, that all contracts with community partners who work with PPS students are required to 
complete the mandatory training courses required of District staff.  The memo seems to indicate 
the District has implemented the training requirement for applicable contractors and does not 
explain the District phased implementation approach.   
 
When the District implements a new policy or procedure requirement related to contracting, we 
would expect District Management to work with the P&C Department to create detailed 
guidance and expectations.  The P&C Department would then communicate out the detailed 
guidance and expectations to Contract Managers throughout the District.  However, this did not 
happen in this situation.  We noted the 2019-20 school year contracting training course did not 
mention the new requirement; and as of the end of February 2020, we noted the no detailed 
guidance and expectations related to the implementation requirement had been prepared and 
communicated to Contract Managers throughout the District.  
 
Instead, we found a member of the District’s General Counsel Office leading the District’s 
implementation of this requirement did not communicate the new requirements to the P&C 
Department for dissemination of guidance and expectations to Contract Managers.  The 
member of the District’s General Counsel Office stated they had worked with individual Contract 
Managers of contracts managed centrally by District administrative staff to implement the 
training requirements for the 2019-20 school year contracts.  However, in our testing, we noted 
this communication had only taken place with one of the six Contract Managers who are District 
administration staff that manage contracts where contractors and their employees interact with 
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PPS students.  The six contracts that included the mandatory contractor training requirement 
are all managed by that one Contract Manager.   
 
During our audit (February 2020), we were included in an email a Contract Manager sent to the 
member of the District’s General Counsel Office where they were seeking guidance as to 
whether the mandatory training requirements for contractors was applicable for contracts for 
interpretation services.  We are aware that the member of the District’s General Counsel 
provided this Contract Manager guidance stating the mandatory training requirement for 
contractors is not required for contracts for interpretation services because the interpreter does 
not have unsupervised interactions with a student.  This guidance is not consistent with the 
District’s policy.   
 
Board Policy 5.10.064-P, Professional Conduct Between Adults and Students states: 
 

Adults are required to complete annual training provided by the District on sexual 
conduct prevention to provide guidance and establish appropriate professional 
boundaries for student-adult interactions.   

 
The policy defines “adults” as: 
 

“Adults” include any and all District employees, coaches, substitutes, contracted service 
providers, and volunteers in their interactions with students in District schools and 
programs.  

 
Board Policy 5.10.064-P, does not provide an exception for adults that do not have 
unsupervised interactions with students.   
 
However, the policy only addresses training on sexual misconduct prevention and providing 
guidance and establish appropriate professional boundaries for student-adult interactions.  As a 
result, there may be more flexibility for the District to make exceptions for the other mandatory 
contractor training courses that are not addressed by District policy.   
 
Subsequent to completing our testing, we received an update of the member of the Office of 
General Counsel leading the implementation for the mandatory contractor training requirement. 

They stated the primary focus of their implementation for the 2019-20 school year was to ensure 
the mandatory contractor training requirements were included in the District’s larger contracts 
with nonprofits doing direct service work with PPS students and their families.   
 
Although we did not test to determine whether the mandatory contractor training requirements 
were included in all of these types of contracts, our testing did include six contracts that would 
meet this definition.  As noted above, those six contracts did include the mandatory contractor 
training requirements. 
 
The member of the Office of General Counsel leading the implementation for the mandatory 
contractor training requirement also stated during the course of the 2019-20 school year the 
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team working on the implementation of this requirement realized the complexity of the 
implementation of this requirement.  For example: 
 

• A contractor may have their own training that cover the content included in the District’s 
sexual conduct - staff to student and the child abuse prevention training courses in a 
more robust way.  

• A contractor may be brought in to do two hours of work in a class where they would be 
supervised by the teacher during any interactions with students.  

 
For these contractors, the District needs additional time to consider the contractors training 
courses to determine whether an exception to the mandatory training courses can be granted 
and how to incorporate this into guidance to Contract Managers.  
 
The member of the Office of General Counsel leading the implementation for the mandatory 
contractor training requirement also explained the District recognized that there is a capacity 
issue given the number of contractors working with the District and the current PPS workforce 
able to dedicate the time and energy to ensuring proper oversight. As a result, the District is 
going to postpone the full implementation of the mandatory contractor training requirements until 
the 2021-22 school year. 
 
Conclusion 
Mandatory training requirements for contractors were not included consistently in contracts that 
require contractors and their employees to interact with PPS students.  Further, we noted an 
exception was granted to exclude the mandatory training requirements for contracts for 
interpretation services which is not consistent with District policy.   
 
We identified three key contributing factors to the noncompliance identified related to the 
mandatory training requirements for contractors and their employees who interact with PPS 
students: 
 

• Inadequate oversight of contract management responsibilities  
• Lack of detailed guidance and expectation of contract management responsibilities 
• More resources are necessary for Contract Managers to perform contract management 

responsibilities as expected   
 
We noted these were the key contributing factors for the noncompliance we identified for findings 
two through eight.  As a result, we created Finding 9 – Key Contributing Factors to 
Noncompliance.  We detail the three key contributing factors and make related recommendations 
in Finding 9.  
 
Recommendations   
We recommend the District: 

5. Provide an update to the Board to communicate the District’s phased implementation of 
the requirement and the delay in full implementation.  

6. Develop and implement internal controls to ensure all mandatory training courses are 
included in all contracts that require interactions with students.  To achieve this, we 
recommend the following: 
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a) District Management develop detailed guidance and expectations related to the 
mandatory training requirement for contracts that require contractors and their 
staff to interact with PPS students   

b) The P&C Department communicate the detailed guidance and expectations to 
Contract Managers throughout the District   

c) Update the contracting training course to include guidance and expectations 
related to the inclusion of the mandatory training courses in applicable contracts; 
including if or when exceptions can be made and the process for obtaining an 
exception  

d) Establish a clear and mandatory channel of communication between the P&C 
Department and Contract Managers (in addition to the annual contracting training 
course) to communicate and distribute guidance and expectation for Contract 
Managers on topics related to contracting  
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Audit Objective 2: Compliance with the terms and conditions of personal services 
contracts 
 
Overview 
The District’s template for personal service contracts that is available in the Contract Forms 
section of the P&C Department webpage.   The template includes a list of 24 standardized terms 
and conditions.  Some of these include details on the following: 
 

• Effective Date  
• Invoicing and Payments  
• Independent Contractor Status 
• Early Termination 
• Access to Records; Contractor Financial Records 
• Ownership of Work Products 
• Work Performance on District Property 
• Unsupervised Contact with Students; Criminal Background Checks 
• Confidentiality; Family Education Rights and Privacy Act “FERPA” Re-disclosure 

 
In addition to the terms and conditions included in the contract template, each contract can include 
exhibits and/or may reference a Request for Proposal/Invitation to Bid/Quotes 
(RFP/ITB/Quotes).  In these situations, the terms and conditions included in the exhibits and/or 
RFP/ITB/Quotes are included by reference in the contract.   
 
The SOW is referred to in the contract template as an exhibit.  The SOW typically includes more 
detailed and specific terms and conditions, including specific deliverables, performance 
measures, and how the performance of the contract will be measured.   
 
As previously noted, to comply with District policies and procedures, Contract Managers are 
required to ensure compliance with the terms and conditions of the contract.  As part of our testing 
for Objective 1, we tested to determine whether the required content was included in the 
contract.  In our testing for Objective 2, we drilled down into each of the contracts we selected for 
testing to determine if the District was compliant with the detailed terms and conditions of the 
contract.   For example, in our testing for Objective 1, we tested to determine if the mandatory 
training requirements for contractors was included in applicable contracts.  In our testing for 
Objective 2, we tested to determine if the District obtained evidence that the required training 
courses were completed by the contractors and their employees.    
 
Auditor Testing 
To determine compliance with the terms and conditions of personal services contracts, we tested 
18 personal services contracts for the following attributes: 
 

• If applicable, did the District obtain evidence that the mandatory contractor training 
courses were completed by the contractors and their staff  

• Did the District obtain evidence that the specific deliverables, included in the SOW, were 
achieved/delivered  

• Was the work of the contractor performed within the effective date and end date of the 
contract 
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• If applicable, was a Release of Information obtained by the District prior to releasing 
student information to the contractor 

• Were payments made to the contractor in agreement with the terms and conditions 
identified in the contract 

• Is there evidence to indicate the Contract Manager was evaluating the performance and 
outcomes of the contract throughout the contract term 

 
Audit Results 
The results for each of the tested attributes are listed below.  Overall, we found the District is 
compliant with terms and conditions of personal services contracts.  However, we noted some 
exceptions.  Where exceptions were noted, additional details can be reviewed in the applicable 
finding listed below.   
 

• The District did not obtain evidence that the mandatory contractor training courses, 
included in the contract, were completed by the contractors and their staff.  See details in 
Finding 5 – Completion of Mandatory Training Requirements for Contractors 

• The District did not always obtain evidence deliverables, identified in the SOW, were 
achieved/delivered.  Additionally, for some reports that were obtained as evidence of 
deliverables, we found: 

• Not all reports obtained included the required information 
• Not all reports obtained agreed with District data 
• Not all of the required reports were obtained (i.e., one or two of the required four 

reports were not obtained) 

We also found Contract Managers relied on the content in reports from contractors and 
did not apply appropriate contract monitoring methods to ensure reports, obtained as 
evidence of deliverables, were accurate and complete.   See details in Finding 6 - 
Evidence of Deliverables and Contract Monitoring 

• We found no evidence that contract work was performed outside the effective end date of 
the contract.  

• A Release of Information form was not obtained by the District prior to releasing student 
information to the contractor. See details in Finding 7 - Release of Information  

• Payments made to the contractor were not always timely as required in the contract.  See 
details in Finding 8 – Payments to Contractors 

 
As we concluded our testing for Objective 1 and Objective 2, we considered the root cause for 
the noncompliance we identified.  We identified three key contributing factors: 
 

• Inadequate oversight of contract management responsibilities  
• Lack of detailed guidance and expectation of contract management responsibilities 
• More resources are necessary for Contract Managers to perform contract management 

responsibilities as expected   
 
See additional details in Finding 9 – Key Contributing Factors to Noncompliance.  
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Finding 5 – Completion of Mandatory Training Requirements for Contractors 
 
Overview 
As noted in Finding 4 – Mandatory Training Requirements for Contractors, of the 18 contracts 
selected for testing:  
 

• One contract included the requirement of only one of the four required training courses  
• Six contracts included the requirement that the contractor and staff complete each of the 

four mandatory training courses   
 
We tested these seven contracts to determine if there was evidence that the mandatory contractor 
training courses were completed by the contractor and their staff. 
 
We reviewed the terms and conditions of the one contract that included the requirement of one of 
the training courses.  We noted the contract included the following, in part: 
 

All interpreters retained by contractors will be required to complete the PPS Child Abuse 
and Sexual Conduct Reporting and Prevention trainings.  This training will be provided by 
the District at no cost to the Contractor.  

 
We requested evidence that all interpreters retained by the contractor had completed the PPS 
Child Abuse and Sexual Conduct Reporting and Prevention trainings.  The Contract Manager 
stated they did not know that obtaining evidence that all interpreters had completed the training 
was required.  As a result, the Contract Manager stated they had not obtained any evidence that 
the training course was completed by all interpreters.   
 
We reviewed the terms and conditions of the six contracts that included the requirement that the 
contractor and staff complete each of the four mandatory training courses.  We noted each 
contract included the following, in part:  
 

The District will provide all contractor employees working directly with PPS students with 
an individual PPS email account that will give contractor employees access to the training 
via the District’s professional development/training system.   Contractors must submit the 
names and emails of all relevant contractor employees to the Contract Manager to activate 
their email accounts.  Once accounts are activated, the contractor employees will have 30 
days to complete the mandatory training.   

 
We requested evidence that the six contractors and their employees had completed each of the 
four mandatory training courses.  The Contract Manager for these six contracts stated they had 
recently (January 2020) obtained the assistance of an Administrative Secretary who had begun 
the process of collecting this evidence.  We followed up with the Administrative Secretary who 
provided a Mandatory Training Tracking worksheet.  The worksheet included a list of contract 
names, the contractor employee’s names, and each of the four required training courses.  When 
the certification of completion was obtained the worksheet was updated to indicate the certification 
of completion for the training course had been obtained.  The Administrative Secretary also 
provided us with files containing each of the certification of completions that had been obtained.   
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We reviewed the evidence provided and noted the following: 
 

• Two of the six contracts were not listed on the Mandatory Training Tracking 
worksheet.  The District had obtained no evidence these two contractors and their 
employees had taken the mandatory training courses.  

• Three of the contracts were listed on the Mandatory Training Tracking worksheet and 
identified 58 contractor employees.  The worksheet indicated none of the 290 certification 
of completions for these 58 contractor employees had been obtained.  

• One contract listed on the Mandatory Training Tracking worksheet identified 11 contractor 
employees.  We noted that one of the four mandatory training is two parts or courses test 
so there needs to be 55 certificates for all training.  The worksheet indicated only 36 of the 
55 certification of completion had been obtained for these 11 employees. 

 
We reviewed the files containing each of the certification of completions that had been obtained 
and noted, as detailed in the Mandatory Training Tracking worksheet, the folder for one contract 
included the certification of completions that had been obtained.  We located 35 of the 36 
certification of completions identified on the worksheet as being received.    
 
We obtained the documentation detailed above from the Administrative Secretary on March 10, 
2020.  We are aware the Administrative Secretary has continued to work to obtain evidence that 
each of the contractors and their employees have completed the mandatory training courses.   
 
Conclusion:  
The District did not obtain evidence that the mandatory contractor training courses were 
completed by the contractor and their employees as required by the contract.   
 
We identified three key contributing factors to the noncompliance related to obtaining evidence 
that mandatory contractor training courses were completed: 
 

• Inadequate oversight of contract management responsibilities  
• Lack of detailed guidance and expectation of contract management responsibilities 
• More resources are necessary for Contract Managers to perform contract management 

responsibilities as expected   
 
We noted these were the key contributing factors for the noncompliance we identified for findings 
two through eight.  As a result, we created Finding 9 – Key Contributing Factors to 
Noncompliance.  We detail the three key contributing factors and make related recommendations 
in Finding 9.  
 
Recommendation:   
We recommend the District: 

7. Develop and implement internal controls to ensure the District obtains evidence that the 
contractors and their employees have completed the mandatory training course as 
required in the contract.  To achieve this, we recommend the District consider the 
following: 
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a) Develop adequately detailed guidance and expectations related to the 
implementation of the mandatory contractor training requirements and 
communicate that content with Contract Managers  
o When developing the guidance and expectations, take into consideration the 

increased workload for Contract Managers to ensure compliance  
b) Include the list of mandatory training courses in applicable RFPs (or ITB)  
c) Consult with the Office of Technology & information Services (OTIS) to develop a 

streamlined process for the activation of the necessary PPS email addresses for 
the contractor and their employees to access the training courses in Pepper PD  

 
Additional details and examples for the recommendations for consideration is included in 
Appendix D – Additional Information for Recommendation 7.  
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Finding 6 – Evidence of Deliverables and Contract Monitoring 

Overview 
 
Evidence of Deliverables 
The SOW included in contracts as an exhibit, typically includes the specific deliverables, 
performance measures, and how the performance of the contract will be measured.  The 
deliverables vary by contract.  A summary of the SOW deliverables, performance measures, and 
how the performance of the contract will be measured for each of the 18 contracts we selected 
for testing in Appendix C - Summary of Scope of Work. 

For the 18 contracts selected for testing, we tested to determine if the District obtained evidence 
the deliverable was achieved/delivered per the terms and conditions of the contract.  For each of 
the contracts we tested, we found that one or more reports from the contractor was considered 
the deliverable.  As a result, we included testing of the reports for the attributes below: 

• Did the report include the required information 
• Did the report agree with District data 
• Were all required reports received 

 
Three of the 18 contracts we selected for testing were 2019-20 school year contracts and no 
deliverables were required yet at the time or our testing.  As a result, we did not test for 
evidence of deliverables for these three contracts.  The results for the remaining 15 contracts 
tested are listed below: 

• For seven contracts, we found there was evidence to support the deliverable was 
achieved/delivered per the terms and conditions of the contract 

• For one contract, we found there was no evidence to support the deliverable was 
achieved/delivered per the terms and conditions of the contract  

• For the remaining seven contracts, we found inadequate evidence to support the 
deliverable was achieved/delivered per the terms and conditions of the contract  

For the seven contracts where we found inadequate evidence, we found one or more of the 
following issues with the reports obtained from the contractor. 

• The report did not include all of the required information – 4 contracts 
o For Example: The mid-year report did not include the outputs identified in the 

mid-year report template 
•  The report did not agree with the District data – 4 contracts 

o For example: The year-end report for one contractor included student Average 
Daily Attendance (ADA), Grade Point Average (GPA), and Discipline data.  When 
compared to the data provided by the District for the report, the ADA, GPA, and 
Discipline data did not agree   

•  Not all of the required reports were received (i.e. one or two of the required four reports 
were not obtained) – 5 contracts 

In addition to the issues identified above, at the time of our testing, (early March 2020) quarter 
one report, due in November 2019, and the mid-year report, due in February 2020, were past 
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the due date for five 2019-20 school year contracts.  At that time, the Contract Manager had 
only obtained one of those reports from one of those contractors.   

We noted the contractors for those five contracts required data from the District in order to prepare 
the required reports.  The District had not provided data to the contractors in time for the reports 
to be prepared and delivered to the District by the required deadline.  More information related to 
this is included in Finding 7 – Release of Information. 

Contract Monitoring 
One of the Contract Manager responsibilities is to monitor the contract’s progress and 
performance to ensure that goods and services conform to the contract requirements.  The 
District’s contracting training course provides the following guidance related to contract 
monitoring.  See details in Appendix B – Contracting Training Course.   

We used the evidence obtained above in the Evidence of Deliverables section to also conclude 
on whether there was evidence that the Contract Manager had monitored the contract’s progress 
and performance.  We concluded adequate contract monitoring procedures had not completed by 
the Contract Manager.  The issues with the reports listed below would have been identified and 
addressed by the Contract Manager during the course of the audit if adequate contract monitoring 
procedures were completed.   

In addition to the issues identified above, we found the Contract Manager relied on the information 
provided in the reports and adequate confirmation procedures were not performed.   

Conclusion 
The District did not always obtain evidence of deliverables, identified in the SOW, were 
achieved/delivered.  Furthermore, for some reports that were obtained as evidence of 
deliverables, we found: 

• Not all reports obtained included the required information 
• Not all reports obtained agreed with District data 
• Not all of the required reports were obtained (i.e. one or two of the required four reports 

were not obtained) 

We also found Contract Managers relied on the content in reports from contractors and did not 
apply appropriate contract monitoring procedures to ensure reports, obtained as evidence of 
deliverables, were accurate and complete.   

We identified three key contributing factors to the noncompliance identified related obtaining 
evidence that deliverables included in the contract’s SOW were achieved/delivered and the 
performance of adequate contract monitoring procedures: 
 

• Inadequate oversight of contract management responsibilities  
• Lack of detailed guidance and expectation of contract management responsibilities 
• More resources are necessary for Contract Managers to perform contract management 

responsibilities as expected   
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We noted these were the key contributing factors for the noncompliance we identified for findings 
two through eight.  As a result, we created Finding 9 – Key Contributing Factors to 
Noncompliance.  We detail the three key contributing factors and make related recommendations 
in Finding 9.  
 
Recommendations   
We recommend the District: 
8. Develop and implement internal controls that will ensure:   

• Evidence of deliverables identified in the SOW are achieved/delivered, and 
• Reports obtained by the District as evidence of deliverables include all required 

information, agree with District data, and all required reports are obtained (i.e. all four 
of the four reports are obtained).  

9. We also recommend the District management develop and implement internal controls that 
will ensure contract management responsibilities are being performed.  
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Finding 7 – Release of Information (ROI) 

Overview 
In our review of the 18 contracts selected for testing, we noted six contracts required the contractor 
to provide the District with a signed ROI form authorizing the District to share student information 
with the contractor.  We noted each of these six contracts require the contractor to provide 
quarterly reports on the performance measures included in the contract.  To prepare these 
reports, the contractors need the District to share student data with them.   

In order for the District to share student information with the contractor, the contract states the 
contractor is required to:  

Submit a roster of students that have signed releases to District Contract Manager in order 
to set up Synergy teams and ensure that all students have completed a registration packet 
including a release of information (See Exhibit C:  Data Sharing) 

We noted Synergy is the District’s student information system. We reviewed the Exhibit C: Data 
Sharing referenced in the contract.  Exhibit C detailed a three step process for acquiring Synergy 
access.  Step three in the process states: 

In order for PPS to share ANY student information, the District is required by law (FERPA) 
to have permission from the parents or guardians and all information must be transmitted 
confidentially.  

• Compile all signed Release of Information (Exhibit C.3) forms and email to the 
email address included 

• Use release forms to complete an excel spreadsheet – use the template included 
• Email a request to the email address included and you will receive a link to a secure 

spreadsheet to transfer your students to 
• All updates will take place online.  With any updates, remember you MUST also 

email the included email address the completed and signed ROI  

We noted the template for an excel spreadsheet was included.  The excel worksheet included a 
section for the contractor to indicate a signed ROI form had been obtained.  We also reviewed 
Exhibit C.3 – Permission to Release or Exchange Information referenced in Exhibit C.  We noted 
Exhibit C.3 includes the following: 

As Parent / Guardian / Surrogate Parent / Foster parent / or Adult Student (circle one), I 
authorize the release and exchange of confidential information between PPS the identified 
contractor and their evaluators.  

The form goes on to state the information released to the contractor may include any or all of 
seven data points listed.  The form also includes a place for the Parent / Guardian / Surrogate 
Parent / Foster parent / or Adult Student to sign and date the form.  

We noted each of the six contracts that require the District to share student information with the 
contractor are managed by the same Contract Manager. We requested evidence that the District 
had obtained a signed ROI form prior to releasing any student information to the contractor.  The 
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Contract Manager explained the management of these contracts had been assigned to them for 
the first time in the 2019-20 school year.  Due to the significant time required to manage these 
contracts, the assistance of another staff member was necessary.   

The Contract Manager stated they had recently (January 2020) obtained the assistance of an 
Administrative Secretary who had begun the process of collecting this evidence.  

We followed up with the Administrative Secretary who stated two of the contractors had not 
provided a roster of student names.  As a result, no student information had been shared with 
those two contractors.  One of the contractors had provided a roster of student names; however 
no student information had been shared with the contractor.  The Administrative Secretary was 
able to walk us through the process of sharing data with the contractors and we were able to verify 
that Synergy access to student information had not been shared with these three contractors.  

The remaining three contractors had provided student rosters and student information had been 
shared with these contractors.  For these three contractors, the Administrative Secretary provided 
us with a worksheet they maintained to track student information shared with the contractors.  The 
worksheet contained a list of each of the student’s names and a place to check off that a signed 
ROI form had been received.  The Administrative Secretary explained when Synergy access to 
the student’s information was granted, the student’s name was highlighted.  As we scrolled 
through the worksheet, we noted it appeared each of the student names had been highlighted; 
however, very few had a check mark indicating the District had received the signed ROI form.  

The Administrative Secretary explained they had prioritized granting access to the student 
information in Synergy because the contractor had reporting deadlines in the contract and without 
access to the information, the contractors were unable to prepare the required reports.  They 
explained the contractors stated they had signed ROIs for each of the students listed on the 
student rosters provided.  As a result, access to student information, for the students on the 
contractor’s student roster, had been granted and they were working with the contractors to obtain 
a copy of the ROI forms for District records.   

Our initial meeting with the Administrative Secretary took place in early March 2020.  We followed 
up with them in early May 2020 to check on the progress of obtaining signed ROI forms.  They 
were able to provide updated worksheets.  We noted the worksheet indicated the vast majority of 
the ROI forms were received.   They explained subsequent to our initial meeting they had reached 
out to the contractors to explain the need to prioritize the receipt of signed ROI forms.  They also 
explained they had begun the process of removing Synergy access to student information for 
some of the students where a signed ROI form had not yet been received.  They explained when 
the contractors' Synergy access to student information had been removed, they deleted the 
student from the worksheet, and the student would be added back into the worksheet and access 
to the student’s information would be re-granted as soon as the ROI was received.  

The Administrative Secretary provided us with access to the signed ROI forms that had been 
received from the contractors.  We noted the District had admittedly released student information 
prior to receipt of signed ROI forms for each student.  Further, per the updated worksheets, there 
was still some student information being shared even though the District had not received the 
signed ROI form. However, we noted it was possible that the contractors had signed ROI forms 
authorizing access to the student information and there had just been delays in the ROI forms 
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being shared with the District due to the change in the Contract Manager.  As a result, we used a 
sampling technique to test the population of over 700 signed ROI forms that had been received 
by the District.  

Our test cannot determine conclusively that ROI forms were signed for all students prior to the 
student information being shared with the contractor because the District has yet to receive all of 
the ROIs.  However, we found each of the tested ROI forms had been signed, authorizing the 
release of the student information, prior to the District’s release of the student’s information to the 
contractors.  

Based on our testing of the ROI forms that had been received by the District, we determined it 
was highly likely that the contractor had signed ROI forms, authorizing the release of student 
information, prior to the District’s release of that information and the delay in the District obtaining 
the ROI forms was due to the change in the District’s Contract Manager.  

ROI Requirement 

In our review of the 18 contracts selected for testing we noted the requirement for the contractor 
to provide a signed ROI form authorizing the District to release student information to the 
contractor is limited to one portfolio of contracts.  Several contracts in addition to the six contracts 
discussed above require the District to share student information with the contractor.  However, 
only the six contracts discussed above require the contractor to provide a signed ROI form 
authorizing the release of that information.   

We noted the terms and conditions in the standard contract template for personal service 
contracts includes the following: 

24. Confidentiality; FERPA Re-disclosure.  Family Education Rights and Privacy Act 
(“FERPA”) prohibits the re-disclosure of confidential student 
information.  Contractor agrees to protect the confidentiality of student education 
records, including personally identifiable information found in education records, in 
compliance with the Family Educational Rights and Privacy Act of 1974 (20 U.S.C. Sec. 
1232g) and its implementing regulations (34 C.F.R. Part 99), collectively 
“FERPA.”  Contractor acknowledges that information disclosed to Contractor by District 
may include records that are subject to FERPA, and that to the extent this is the case, 
Contractor will be considered a “school official” as that term is used in FERPA. As such, 
Contractor agrees that it will hold all information disclosed to it in strict confidence and 
will not use such information except as required to perform its obligations under this 
Contract. Contractor further agrees that will it not disclose or re-disclose any such 
information except (a) with the express written authorization of District, or (b) as required 
by law but only to the extent permitted by law and only in the manner prescribed by 
law.  If Contractor receives a court order or subpoena seeking education records or 
information contained in education records, it shall immediately notify District in writing. 
If Contractor re-discloses personally identifiable information from education records on 
behalf of District in response to an order or subpoena under 34 C.F.R. § 99.31(a)(9), 
Contractor must provide the notification required under 34 C.F.R. § 99.31(a)(9)(ii). 
District will assist Contractor with complying with this notification requirement.  
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This paragraph, included in each of the 18 contracts we tested, identifies the contractor as a 
“school official” as the term is used in FERPA, allowing the District to disclose student information 
to the identified contractor without the requirement of a signed ROI form authorizing the release.  
This paragraph also requires the contractor to hold all information disclosed to them in strict 
confidence and requires the contractor to not use such information except as required to perform 
its obligation under the contract.   

We met with a member of the District’s Office of General Counsel to gain an understanding of 
when this provision included in the terms in conditions of the contract (as detailed above) is 
sufficient as opposed to when a signed ROI form is required.  We found the District’s staffing of 
the Office of General Counsel has had turn over and the member of the Office of General Counsel 
who was employed by the District at the time the signed ROI form requirement was initially 
included in the contracts is no longer employed by the District.   

Per our discussion with a member of the District’s Office of General Counsel, the District does not 
have an established criteria that determines whether or not a signed ROI form is required.  As a 
result, certain contracts may not require a signed ROI form in addition to the provision already 
included in the terms and conditions of the contract.   

We evaluated the contracts that require the signed ROI form in comparison to those that do not.  
We noted there are some complexities to the six contracts that do require the signed ROI form 
that could have led to the District’s initial determination that a signed ROI form was required.  
Below are several examples where a signed ROI form may be required:  

• The contractor may hire independent contractors or subcontractors to provide some of the 
services identified in the contract.  If that is the case, a disclosure of student information 
to the independent contractors may be considered a re-disclosure of student information.  

• The contractor may have multiple funders of its programs. If a PPS student participates in 
a program that is funded by multiple funders, student information could be included in 
reporting requirement the contractor for the other funders.  If that is the case, disclosure 
of student information to the contractor’s multiple funders could be considered a re-
disclosure of student information.   

• The contractor may have a requirement for a program evaluation.  If the contractor 
discloses student information to an independent program evaluator it may be considered 
a re-disclosure of student information.   

• Synergy access to student information provided to contractors may not be restricted to 
only the content the contractor is required to have to perform its obligations under the 
contract.  

An analysis of the District’s obligation to secure student information from unauthorized re-
disclosure under FERPA laws is necessary for each of these examples to determine whether 
or not a signed ROI form is required.  

Conclusion: 
While it appears highly likely that the contractors had obtained signed ROI forms, authorizing the 
release of student information to the contractor, the District released some student information to 
the contractor before they had received the signed ROI form from the contractor. Additionally, we 
noted the requirement for the contractor to provide a signed ROI form authorizing the District to 
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release student information to the contractor is limited to one portfolio of contract.  The District 
does not have an established criteria that determines whether or not a signed ROI form is required.   
We identified three key contributing factors to the noncompliance identified related to the signed 
ROI requirement: 
 

• Inadequate oversight of contract management responsibilities  
• Lack of detailed guidance and expectation of contract management responsibilities 
• More resources are necessary for Contract Managers to perform contract management 

responsibilities as expected   
 
We noted these were the key contributing factors for the noncompliance we identified for findings 
two through eight.  As a result, we created Finding 9 – Key Contributing Factors to 
Noncompliance.  We detail the three key contributing factors and make related recommendations 
in Finding 9.  
 
Recommendations 
We recommend the District:  
10. Develop and implement internal controls that will ensure the District has received a signed 

ROI form prior to releasing any student information. Further, we recommend the District 
continue to prioritize obtaining ROI forms, from the contractors, until a signed ROI form is 
obtained for each student.  

11. Perform and document an analysis of the District’s obligation to secure student information 
from unauthorized re-disclosure under FERPA laws.   
a) We recommend the District consider specifically addressing each of the examples 

identified in the finding in its analysis.  
12. Develop a clear criteria for determining when a signed ROI form is required.  
13. Develop internal controls that will ensure the consistent application of a signed ROI form in 

applicable contracts.  
a) To achieve this, we recommend the District consider providing Contract Managers with 

training that will detail guidance and expectations to ensure they have an adequate 
understanding of the criteria for which a signed ROI form is required and the District’s 
obligation to secure student information from unauthorized re-disclosure under FERPA 
laws.   
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Finding 8 – Payments to Contractors 

Overview 
In our review of the 18 contracts selected for testing, we noted each contract included the following 
language related to payments to the contractors:  

Contractor shall invoice the District monthly.  Upon work completion and acceptance, 
invoice approval, and according to the Contract’s Terms and Conditions, the District shall 
pay invoices net 30 days.  District reserves the right to withhold payments to Contractor 
for amounts reasonable and sufficient to cover District’s costs in processing invoices more 
than 60 days late.  

We noted the contract included additional options for payments; however, none of the 18 
contracts tested had requested one of the other options available. 

Invoices for payments to contractors are typically submitted by the contractor directly to the 
Contract Manager.  Once the Contract Manager has reviewed and approved the invoice for 
payment, they complete a Request for Payment on a Contract form.  The form along with the 
invoice is then submitted to the Accounts Payable department for processing and payment.   

We obtained a listing of payments made for the contracts as of January 31, 2020.  We 
haphazardly selected 88 payments made to those contractors during the 2019-20 school year 
and tested to determine whether the District had paid the invoice within 30 days of the District’s 
receipt of the invoice.  

Of the 88 payments tested we noted the following: 

• 33 (approximately 38 percent) payments were paid timely, within the 30 days 
• 55 (approximately 63 percent) payments were not paid timely, within the 30 days 

Of the 55 payments that were not paid within 30 days, we note: 

• 22 were 30 days or less late 
• 19 were between 31 and 60 days late 
• 11 were between 61 and 90 days late 
• 3 were 91 plus days late 

When discussing the testing with the Contract Managers, some stated the date on the invoice 
may not have been the date the contractor actually provided the District with the invoice.  For 
example, an invoice dated November 30, 2019 was for services provided during the month of 
November 2019.  However, the District had not been provided the invoice on November 30, 2019 
(Saturday).  We noted none of the invoices we tested had a “date received” date noted on them.  

In our review of the invoices, we noted some were signed and dated by the contractor and the 
date signed by the contractor exceeded the date of the invoice.  Additionally, some Contract 
Managers offered to provide us emails with the invoices included to demonstrate the date the 
invoice was received by the District.  The testing above reflects, if applicable, the use of the later 
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date of the contractors signature or the email from the Contract Manager as the date the invoice 
was received by the District.    

Conclusion 
Payments made to contractors were not always made timely as required in the contract.   The 
delay in payments could represent a barrier to contracting with the District for contractors who 
may not have the ability to sustain operations for extended amounts of time without timely 
payment. 
 
We identified three key contributing factors to the noncompliance identified related to payments 
to contractors: 
 

• Inadequate oversight of contract management responsibilities  
• Lack of detailed guidance and expectation of contract management responsibilities 
• More resources are necessary for Contract Managers to perform contract management 

responsibilities as expected   
 
We noted these were the key contributing factors for the noncompliance we identified for findings 
two through eight.  As a result, we created Finding 9 – Key Contributing Factors to 
Noncompliance.  We detail the three key contributing factors and make related recommendations 
in Finding 9.  
 
Recommendations 
14. We recommend the District review contract payment processes and procedures for process 

improvements and efficiencies to ensure payments to contractors are made timely as required 
in the contract.  Additionally, we recommend the District document the date the invoice was 
received.    

15. We also recommend the District consider centralizing the receipt of contract invoices.  Best 
practices from a variety of sources recommend centralizing the receipt of 
invoices.  Centralization of invoices can help reduce the risk of duplicate payments and 
fraud.  We noted no indication of duplicate payments or fraud related to any of the payments 
we tested.  However, we included the recommendation as centralized receipt of invoices is 
considered best practices. 
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Finding 9:  Key Contributing Factors to Noncompliance  
 
Overview 
As we concluded our testing for Objective 1 and Objective 2, we considered the root cause for the 
noncompliance identified.  We noted three key contributing factors: 
 

1. Lack of detailed guidance and expectations of contract management responsibilities 
2. Inadequate supervision oversight of contract management responsibilities   
3. More resources are necessary for Contract Managers to perform contract management 

responsibilities as expected   
 
Details related to each of these contributing factors are provided below.  
 
Lack of Detailed Guidance and Expectations for Contract Managers 
To gain a better understanding of expectations for Contract Managers, we obtained the position 
descriptions for each of the District staff members identified as the Contract Manager for one or 
more of the 18 contracts we selected for testing.  In some, we found the following responsibilities 
and/or expectations related to contracting: 
 

• Advocate, model and implement PPS’s Racial Equity, Equity in Public Purchasing and 
Contracting and Affirmative Action board policies, or 

• Learn and implement the PPS Equity in Public Purchasing and Contracting board policy 
 
We noted contract management responsibilities and expectations were not included in any of the 
position descriptions.    
 
Given contract management responsibilities and expectations are not included in the Contract 
Manager’s position descriptions, it is not reasonable to assume these staff members bring contract 
management knowledge and experience to the positions.  As a result, we considered the 
guidance and expectations for Contract Managers provided by the District.   
 
We reviewed the P&C Department web pages and noted a variety of guides, templates, and 
announcements and updates. We also reviewed the contracting training course that is mandatory 
for all staff who manage or work with contracts.  We found the content available to lack detailed 
guidance and expectations, specifically related to the following: 
 

• How to perform an adequately detailed review and evaluation of the performance of a 
contract  

• How to ensure contractor performance measures and outcomes are included in the SOW 
• How to measure contractor performance measures and outcomes 
• Contract performance monitoring expectations  
• How to develop and maintain internal controls to ensure compliance with District policy 

and procedures and the terms and conditions of the contract 
 
In our discussions with P&C Department Management, they stated the contracting training course 
is not intended to be a complete list of all contract management responsibilities, with detailed 
guidance and expectations for each type of contract.  They explained the breadth and scope of 
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the District’s contracts are too diverse for the training course to provide detailed guidance and 
expectations related to all contract management responsibilities. Instead, the training touches on 
key contract management responsibilities and expectations. If Contract Managers have questions 
about how the content applies to their specific contract, P&C Department staff are available and 
happy to answer questions or provide detailed and specific guidance and expectations applicable 
for that contract.   
 
Despite the challenges of the diverse breadth and scope of contracts within the District, clear, 
specific, and adequately detailed guidance and expectations or contract management 
responsibilities are necessary to ensure accountability.   
 
Inadequate Oversight of Contract Management Responsibilities 
As noted above, position descriptions for the Contract Managers do not include contract 
management responsibilities.  We also obtained the performance evaluation for each Contract 
Managers and noted an evaluation of the performance of contract management activities was 
only included in one.  As a result, we had difficulty identifying who is responsible for providing 
oversight of contract management responsibilities and whether or not oversight of contract 
management responsibilities is taking place.   
 
Oversight of contract management responsibilities is not the responsibility of P&C department 
staff, and is not covered in the Contract Manager’s position description or annual position 
performance evaluation.  As a result, it appears oversight of contract management responsibilities 
is not being performed.   
 
More Resources are Necessary for Contract Managers 
As noted above, more resources in the form of detailed guidance and expectations related to 
contract management responsibilities is necessary.  In addition, more resources in the form of 
time to perform contract management responsibilities is necessary.   
 
Throughout the audit, we noted the staff time necessary for Contract Managers to manage the 
contracts we tested can be significant.  We noted each of the position descriptions we reviewed 
for the Contract Managers do not mention the roles and responsibilities of contract 
management.  As a result, contract management appears to be silently added to the positions 
held by each of the Contract Managers without consideration whether or not the Contract Manager 
has adequate time to perform the responsibilities given the roles and responsibilities included in 
their position description.  
 
Multiple Contract Managers expressed frustration with time required to perform the expectations 
related to contract management.  For example, one Contract Manager stated it was impossible 
for them to complete the contract management responsibilities given the time required to perform 
the roles and responsibilities included in their position description.     
 
Competing priorities is a challenge for all positions; however, without detailed guidance and 
expectations for contract management responsibilities, and consideration of the time required to 
manage the contract, the District is not providing adequate resources to Contract Managers.  
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The SoS report draws attention to the District’s lack of detailed guidance and expectations for 
Contract Managers stating, while the District’s guidelines and training identify some Contract 
Manager responsibilities, the State of Oregon’s procurement manual provides more details than 
the District’s guidance.  The report goes on to mention the state emphasizes a plan that includes 
how the agency will document, monitor, and control contract performance.   
 
We reviewed the plan mentioned in the SoS report.  We noted the plan is called a Contract 
Administration Plan (CAP) and is completed for each contract.  The CAP provides the following: 
 

• Roles and responsibilities of each member of the contract’s administration team 
• A template for listing all deliverable included in the contract the responsible party, and the 

due date for the deliverable 
• Communication plan for the contract including a Communication Register template for 

documenting the communication 
• A template for listing agency obligations, controls in place to ensure meeting the 

obligations, and the responsible party 
 
The CAP includes detailed guidance, expectations, and templates for documenting the 
performance of the contract management responsibilities for a variety of areas in addition to the 
items noted above.   
 
We followed up with P&C Department Management to see if consideration of the resources 
available in the states’ procurement manual were considered for inclusion into the District’s current 
contract management guidance.  Specifically, whether the CAP used by the state to detail how 
the agency will document, monitor, and control contract performance, was considered for 
implementation at the District.  P&C Department Management explained the diverse breadth and 
scope of contracting within the District present significant challenges for the implementation of 
standardized requirements such as the development of the CAP used by the state.    
 
We acknowledge the challenges the diverse breadth and scope of contracting within the District 
presents for the implementation of standardized requirements.  However, more resources are 
necessary for Contract Managers to ensure contract management responsibilities are performed 
and requiring the CAP would at least ensure the Contract Manager understands the contract 
management responsibilities for the contract and has a plan to perform the required 
responsibilities.   
 
Conclusion 
We identified three key contributing factors that appear to be the root cause for the noncompliance 
we identified in our testing detailed throughout the report.  There is:  

1. A lack of detailed guidance and expectations of contract management responsibilities,  
2. Inadequate supervision oversight of contract management responsibilities  
3. More resources are necessary for Contract Managers to perform contract management 

responsibilities as expected   
 
Recommendations 
To ensure contract management responsibilities are being performed as expected, we 
recommend the District: 
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16. Develop and communicate detailed guidance and expectation related to contract 

management responsibilities.  To achieve this, we recommend the District consider:   
a) Identify personal services contracts for student services as complex contracts and 

increase requirements for those contracts to include: 
o Develop an additional contract management training course that Contract 

Managers of complex contracts are required to complete prior to initiating the 
contract.  

o Require complex contracts include a contract administration plan (similar to that 
used by the State of Oregon) that is review and approved by the Contract 
Manager’s supervisor and submitted to P&C for recordkeeping.  

17. Develop and communicate oversight of contract management responsibilities, including 
how performance of contract management responsibilities will be evaluated. To achieve 
this, we recommend the District consider updating position descriptions to include contract 
management responsibilities and include an evaluation of the performance of these 
responsibilities in the staff member’s annual performance evaluation.  

18. Prior to assigning a Contract Manager, supervisors of the proposed Contract Manager 
should evaluate the positions’ other roles and responsibilities to ensure those assigned 
contract management responsibilities have adequate time to perform the contract 
management responsibilities while also performing the roles and responsibilities in their 
position descriptions 
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Audit Objective 3: Steps to implement a comprehensive and systematic approach to 
improve performance management of personal service contracts  

Overview 
To determine whether the District has taken appropriate steps to implement a comprehensive 
and systematic approach to improve performance management of personal service contracts, 
we first considered the improvements District management detailed in the response to the SoS 
report.  We noted the District’s response included a list of several improvements to contracting 
processes which had been implemented and several improvement initiatives that the District 
was working to implement.  In the Response to SoS Report section below, we detail our testing 
to determine whether the District had implemented the improvements and the improvement 
initiatives that were detailed in the District’s response to the SoS report.   
 
We then considered whether the District has taken additional steps, in addition to the 
improvements and improvement initiatives included in the response to the SoS report, to 
implement a comprehensive and systematic approach to improve performance management of 
personal service contracts.  We detail our understanding of the additional steps the District has 
taken in the Additional Steps section that follows the Response to the SoS Report section 
below.   
 
Response to SoS Report  - Improvements 
In the District’s response to the SoS report, District management stated the following: 

  
PPS P&C staff, in conjunction with Board members, have worked diligently over the last 
several years to strengthen contracting processes, conduct more rigorous performance 
reviews, and improve District-wide compliance with public contracting rules and best 
practices.  Such improvements include:   

• Implementing processes to ensure that work will not begin before contracts are 
vetted, approved, and signed; 

• Centralizing contract review and signatory authority for all contracts District-wide; 
• Clarifying background check requirements for contractors;  
• Strengthening all contract and scope of work templates to allow more detailed 

scope descriptions and payment terms;  
• Public posting all contracts on the Board business agenda and providing more 

detailed information to the Board to increase transparency in contract decisions. 
 
Auditor Testing - Improvements 
In our testing of the 18 contracts selected, we saw evidence of the following improvements District 
management stated in the response to the SoS report:   
 

• Implementing processes to ensure that work will not begin before contracts are vetted, 
approved, and signed 

• Centralizing contract review and signatory authority for all contracts District-wide 
• Clarifying background check requirements for contractors 
• Strengthening all contract and scope of work templates to allow more detailed scope 

descriptions and payment terms  
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Specifically, we noted no evidence that work began on any of the 18 contracts we tested prior to 
the contract being vetted, approved, and signed.  Documentation for all 18 contracts we tested 
included a “Contract Approval Form” and a “Purchasing & Contracting – Contract Routing” form 
which detailed the contract review and signatory authority completed centrally by the P&C 
Department.  Further, we noted the mandatory contracting training course required for all District 
staff who manage or work with contracts included specific guidance and expectations related to 
background check requirements for contractors.   
 
We also noted evidence the P&C Department is updating SOW templates, as well as other content 
on a continuous basis.  For example, we noted the Board Cover Memo template developed in 
March of 2019 was updated in August of 2019 based on feedback from the Board.   The initial 
version of the Board Cover Memo included the following four sections:  
 

1. How was the contract solicited? (Select one) 
• Request for Proposal – Include the date of solicitation 
• Direct Negotiation – if selected include: 

o How and why was the contractor selected 
o Why was completion deemed impractical 
o Other  

2. This contract is for (select one) 
• A New Scope of work or new contractual relationship  
• An amendment or renewal of an ongoing contractual relationship – if selected include:   

o Summarize data/outcomes from prior year or prior contract period (How do we 
know the contract was effective?) 

o Describe any changes from the prior year scope, new deliverables, or plan for 
improvement in this contract.  

3. Rational/justification for this expenditure 
4. Funding for the first year of this contract exists in the following account (list applicable 

chartfield)  
 
The updated version of the Board Cover Memo template included additional sections related to 
the content and analysis for the Contract Manager to complete to help the Board more easily 
evaluate instructional and student services contracts on the Board agenda for approval. For 
example, some of the additional sections the updated version of the Board Cover Memo template 
include the following: 
 

• Student or family population to be served, including how the racial equity lens was applied 
in determining this population and scope of work.  

• Briefly describe the SMART (Specific, Measurable, Achievable, Relevant, and Time-
Bound) goals included in this contract scope.  Include how the District assess attainment 
of the SMART goals and monitoring timeline/key dates.  

• If the contract is an amendment or a renewal of an ongoing contractual relationship the 
following additional sections were added: 

o Summarize data/outcomes from prior year or prior contract period.  Was the 
contract effective? What steps were taken and/or what objective data was collected 
and analyzed by District staff to assess contract effectiveness?  
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o (For school-based services) Describe any input gathered from principals, 
educators, or other school staff regarding contractor performance and contract 
outcomes.  

o List any prior targets or goals that were not met.  
o Describe any changes from prior year scope, new deliverables, or plan for 

improvement in this contract.  If there were deficiencies in performance, or if prior 
goals were not met, how is the new scope, new deliverables, and/or new 
monitoring process designed to improve performance and outcomes?  

 
A copy of the updated version of the Board Cover Memo is included in Appendix G - Board Cover 
Memo.   
 
The updated Board Cover Memo demonstrates the P&C Department’s responsiveness to 
feedback from the Board and is one example of the continuous update of templates and other 
content provided to Contract Managers.  We noted an additional example of multiple updates to 
the specialized SOW template for instructional and student services contracts developed to help 
Contract Managers identify and include appropriate performance measures and reporting 
requirements tailored to the particular contract.   
 
We noted the District’s response to the SoS report also included the following improvement:  
 

• Public posting all contracts on the Board business agenda and providing more detailed 
information to the Board to increase transparency in contract decisions 

 
We noted while the Board Cover Memo does provide more detailed information to the Board, the 
District is no longer publicly posting all contracts on the Board business agenda.   
 
In August of 2019, the District experienced an attempted fraudulent ACH6 transaction.  In a memo 
to the Audit Committee, dated August 23, 2019, District management explained that all funds were 
recovered and detailed a list of actions that had been taken in response to the attempt.  One of 
the actions listed was the removal of all contracts from the District’s website.   
 
In our discussions with District Management, they stated while no evidence was identified in the 
District’s subsequent investigations to indicate the information used in the attempted fraudulent 
ACH transaction was obtained from a contract publicly posted on the District’s website; there was 
also no evidence that some of the information used in the attempt was not obtained from a contract 
publicly posted on the District’s website.  As a result, District Management has determined it will 
no longer publicly post contracts that are listed on the Board’s business agenda for Board approval 
and stated access to PPS contract information will be available through the District’s public 
records request.  (Contracts on the business agenda are posted in a Google Drive shared with all 
Board members. The Director of P&C also emails the Board members in advance of each Board 
meeting, sharing the Google Drive link and drawing attention to any personal services contracts 
or unusual contracts on the agenda.) 

                                                           
6 ACH stands for Automated Clearing House, which is a network that coordinates electronic payments and 
automated money transfers.  ACH is a way to move money between banks without using paper checks, wire 
transfers, credit card networks, or cash.   
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The P&C Department Management states they have not found any other local public agencies 
that post their contracts online.  Further, we are not aware of any requirement that requires the 
District to post their contracts online.  
 
An audit, (the ACH Audit), is currently underway by the District’s Office of Internal Performance 
Audit.  During the course of that audit, we plan to gain a better understanding of the events around 
the attempted fraudulent ACH transaction and the actions the District has taken in response to 
the attempt.  Additional information and recommendations on this topic may be included in the 
audit report. We anticipate the resulting audit report will be issued in the summer of 2020.   
 
To address the SoS reports call for increased transparency and oversight for the District’s 
contracts, the District is planning to develop web pages that describe the District’s Racial Equity 
and Social Justice (RESJ) partnerships, partners and impact, and plans to regularly publish 
programming and progress of contractors.  (More on this is included in the following Additional 
Steps section.) Additionally, in this report, we included the following recommendations for 
consideration of District management. 
 

• Finding 2 – Recommendation 3.d) Increase transparency by saving all review and 
evaluations in a central and accessible location so they can be easily accessed and 
reviewed by stakeholders 

• Finding 3 – Recommendation 4.c) Increase transparency by saving the completed 
Student, Instructional, and Family Engagement Service Contracts: Scope of Work and 
Performance Requirements template in a central and accessible location so they can be 
easily accessed and reviewed by stakeholders 

 
We consider the public a stakeholder and hope the District will consider publicly posting the review 
and evaluation of contracts (via the Board Cover Memo) and the SOW for contracts listed on the 
Board agenda for Board approval.  This could increase transparency in contracting decisions 
while still safeguarding the majority of the content related to contractor payments.   
 
Conclusion - Improvements 
Based on our testing detailed above, we noted it appears there is evidence to support the District 
has implemented the improvements listed in the District’s response to the SoS report.  
 
Response to SoS Report - Improvement Initiatives 
In the District’s response to the SoS report, along with the improvements the District has taken, 
as detailed above, District management stated the following:  
 

PPS will continue to build on these improvements, with a particular focus on staff contract 
performance oversight and management.  Improvement initiatives currently in process 
include:   

• Implementation of a new cover memo template for instructional and student 
services contracts to help the Board more easily evaluate contracts on the 
business agenda  

• Development of a specialized scope of work template for instructional and student 
services contracts that will help Contract Managers identify and include appropriate 
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performance measures and reporting requirements tailored to the particular 
contract 

• Solicitation and implementation of contract management software that will assist 
Contract Managers in tracking contract status, budget to actuals, and deliverables  

 
Auditor Testing - Improvement Initiatives 
In our testing of the 18 contracts, we noted the following evidence of improvement initiatives the 
District stated were underway in its response to the SoS report.  
 

• The Board Cover Memo was created and implemented.  Seven of the 18 contracts we 
tested required a Board Cover Memo.  We noted a Board Cover Memo, using the updated 
template, was provided to the Board for each of the seven contracts.   

• A specialized SOW template was created and posted to the P&C department web page 
under Contract Forms.  Twelve of the 18 contracts we tested were for instructional and 
student services.  We noted the template was not included as the SOW for any of the 12 
contracts (more information on this is included in Finding 3 of this report).  However, we 
noted the sample contract included in the District’s RFP for RESJ Partnerships for the 
2020-21 school year includes the Specialized SOW template.   

• The Board approved a contract for the purchase of contract management software in the 
Board meeting on September 23, 2019.  The contractor began providing P&C department 
management training related to the software features and configurations in late 
September 2019.  Subsequently, the P&C department has been working with the software 
provider on implementation, customization, and transfer of all existing data and contracts. 
Integration with the District’s financial system is planned for the summer of 2020. The P&C 
Department Management stated they are planning to begin training District personnel on 
the software in the fall of 2020. 

 
Conclusion - Implementation Initiatives 
Based on our testing detailed above, we noted it appears there is evidence to support the District 
has implemented the improvements initiatives listed in the District’s response to the SoS report.  
 
Additional Steps 
In early 2019, the District’s Senior Advisor on Racial Equity & Social Justice (RESJ) began a 
contract review process of the District’s educational partnerships with contractors identified by the 
District as RESJ Partnerships.  The scope of the review process included both programmatic and 
administrative consideration including, but not limited to, effectiveness of programming, 
relationship development and management, services and education alignment, efficient contract 
development processing and management, process transparency, data collection, reporting and 
evaluation.  Several essential questions were identified and considered in the review: 
 

• What impact are the current services and agreement making on measurable student 
outcomes to close identified opportunity gaps 

• How are the current services and agreements aligned with current priorities, strategies 
and efforts at PPS 

• Can PPS improve its contracting systems and processes to increase impact and 
effectiveness of this body of work 

• Are PPS and its partners set up to collect, analyze and publish data that tells the story of 
the impact of this body of work 
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• Is this set of services, agreements, partners, and contracting processes the highest 
leverage strategy to achieve identified outcomes  

 
A collaborative approach to the review process was used by identifying and engaging internal and 
external stakeholders to answer these essential questions and to gather feedback on service 
needs, opportunities, and challenges related to the District’s educational 
partnerships.  Additionally, in September 2019, the management of the District’s 2019-20 portfolio 
of contracts considered by the District as RESJ Partnerships was assigned to the Senior Advisor 
on RESJ.  The portfolio of contracts included 19 contracts for approximately $4.7 million.   
 
Utilizing the information gathered in the contract review process, and in the management of the 
2019-20 RESJ Partnership contracts, the Senior Advisor on RESJ developed the PPS RESJ 
Partnership Investment Strategy.  The investment strategy outlines values, strategies, and 
operational guidelines to inform funding allocation for the District’s educational partnerships for 
the 2020-21 school year.  We included a copy of the PPS RESJ Partnership Investment Strategy 
in Appendix E:  RESJ Investment Strategy. 
 
In April 2020, the District issued a Request for Proposals (RFP) for RESJ Partnerships for the 
2020-21 school year.  The RFP includes the PPS RESJ Partnership Investment Strategy and 
requests respondents to submit proposals that aligns a program of services for each of the 
strategies for which they intend to submit a proposal. The RFP requires proposers to submit a 
proposal using a logic model that describes their theory of action for student impact as a result of 
the resources and services provided by the proposer.  The logic model should provide clear 
examples of how the proposer intends to meet the scope of work, as well as how success will be 
measured.  Program goals and impact should align with the recommended measures and 
reporting for partners as described in the PPS RESJ Partnership Investment Strategy.  We 
included a copy of the RESJ Partnership Logic Model in Appendix F:  RESJ Partnership Logic 
Model.  
 
The PPS RESJ Partnership Investment Strategy states throughout the Portland community, other 
jurisdictions and funders (i.e., Meyer Memorial Trust, All Hands Raised, Oregon Community 
Foundation (OCF), and Portland Children’s Levy) have engaged in measuring the impact of 
education funding.  A survey of other funders shows significant alignment in outcomes and the 
potential for shared reporting and tracking of the impact of the partnerships by utilizing a logic 
model.  The recommended measures and reporting for partners identified in the RPF attempt to 
maximize the potential for shared reporting and tracking of the impact of the District’s RESJ 
Partnerships.  
 
Furthermore, we noted the PPS RESJ Partnership Investment Strategy details an increase in 
transparency by stating that PPS will develop web pages that describe partnerships, partners and 
impact, and will regularly publish programming and progress of contractors.   
 
In our review of the District’s contract review process of the District’s educational partnerships, 
the PPS RESJ Partnership Investment Strategy, and RFP for RESJ Partnerships for the 2020-21 
school year, it appears the District is taking additional steps that will specifically address some of 
the comments made in the SoS audit report.  For example, the SoS report included the following 
recommendation: 
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Use the strategic planning process to evaluate the most effective and efficient use of 
contracts designed to increase student performance.   

 
The development of the RESJ Partnership Investment Strategy appears to addresses the SoS 
report recommendation to use the strategic planning process to evaluate the most effective and 
efficient use of contracts designed to increase student performance.   
 
Below we included a several comments from the SoS report and included a follow up section 
that details  how the PPS RESJ Partnership Investment Strategy and RFP for RESJ 
Partnerships for the 2020-21 school year addresses the comments.  
 
SoS Report Comment:   
There is limited scrutiny of non-
competitive personal service 
contracts 

Follow up:   
The District posted the RFP for RESJ Partnership in April 
2020 for the 2020-21 school year.  The District’s 2019-20 
contracts that would be considered RESJ Partnerships 
included 19 contracts for approximately $4.7 
million.   Most of these contracts were previously non-
competitive.   
 
Further, we noted the PPS RESJ Partnership Investment 
Strategy details an increase in transparency by stating 
that PPS will develop web pages that describe 
partnerships, partners and impact, and will regularly 
publish programming and progress of contractors.  This 
should provide increased transparency and the 
opportunity for an increased level of scrutiny. 

SoS Report Comment:   
PPS is relying on contractor’s 
self-reported performance 
outcomes 

Follow up:   
The RESJ Partnership Investment Strategy details a 
survey of other funders shows significant alignment in 
outcomes and the potential for shared reporting and 
tracking of the impact of the partnerships by utilizing a 
logic model. The RFP for RESJ Partnership details the 
use of a logic model for reporting.   This should eliminate 
the District’s reliance on contractor’s self-reported 
performance outcomes. 

SoS Report Comments:   
PPS is not adequately evaluation 
whether contracts are improving 
student performance and PPS 
needs to more effectively manage 
contractors whose work directly 
affects students 

Follow up:   
The District’s portfolio of contracts identified as RESJ 
Partnerships are those where the contractor’s work 
directly affects students.  As detailed in the RFP for these 
contracts for the 2020-21 school year, the District will be 
utilizing a logic model which should show a significant 
alignment in outcomes and has the potential for shared 
reporting and tracking of the impact of the District’s RESJ 
Partnerships.  This should increase the District’s ability to 
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determine whether contracts are improving student 
performance.   
 
Further, as previously noted, the RESJ Investment 
Strategy details an increase in transparency by stating 
that PPS will develop web pages that describe 
partnerships, partners and impact, and will regularly 
publish programming and progress of contractors.  This 
should provide the District with the opportunity to 
demonstrate its effective management of these contracts 
by regularly publishing the impact and outcomes of the 
contracts. 

 
Based on our review of the District’s contract review process of the District’s educational 
partnerships, the PPS RESJ Partnership Investment Strategy, and the RFP for RESJ 
Partnerships for the 2020-21 school year, it appears the District is working to implement a 
comprehensive approach to the management of the District’s RESJ Partnerships contracts that is 
focused by the investment strategy.  We noted the District’s portfolio of RESJ Partnerships 
contracts accounts for approximately 28 percent of the District’s 2018-19 personal service 
contracts. 
 
Additional Steps - Conclusion 
We determined the District has taken steps to implement a comprehensive and systematic 
approach to improve performance management of personal service contracts identified by the 
District as RESJ partnership contracts.  However, these additional steps appear to be focused on 
the District’s portfolio of RESJ Partnership contracts and not comprehensive and systematic 
improvements to improve performance management of personal service contracts district-wide.   
 
Objective 3 – Conclusion 
The District has implemented the improvements and improvement initiatives detailed in the 
District’s response to the SoS report.  The District has also taken additional steps outside the 
implementation of the improvements and improvement initiatives identified in the District’s 
response to the SoS report, however these additional steps appear to be focused on the District’s 
portfolio of RESJ Partnership contracts and not comprehensive and systematic improvements to 
improve performance management of personal service contracts district-wide.   
 
As noted throughout this report, we found instances of noncompliance with District policies and 
procedures and the terms and conditions of the personal service contracts we tested.  It appears 
contract management of personal service contracts continues to be a challenge for the District.   
 
In conclusion, we determined while the District has taken steps, and continues to work to improve 
contract management of personal services contracts with educational partners, we found more 
needs to be done for improvement in both effectiveness and compliance. 
 
Recommendations: 
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19. We recommend the District take additional steps to implement a comprehensive and 
systematic approach to improve performance management of personal service contracts.  To 
achieve this we recommend the District consider scaling the District’s comprehensive and 
systematic approach to improve performance management of personal service contracts 
identified by the District as RESJ partnership contracts to include all of the District’s personal 
service contracts with educational partners.   

20. To address the SoS audit’s call for increased transparency and oversight for the District’s 
contracts we recommend the District consider publicly posting the review and evaluation of 
contracts (via the Board Cover Memo) and the SOW for contracts listed on the Board agenda 
for Board approval. This could increase transparency in contracting decisions while still 
safeguarding the majority of the content related to contractor payments.  
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Management Response 
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Appendix A:  Contract Selection 

We selected personal services contracts totaling approximately $4.5 million, and included 
contracts ranging in amounts from $5,100 to $1.4 million. Our selection included one or more 
contracts that were managed by nine different Contract Managers from variety of different 
departments and/or schools.  Our selection of contracts for testing was based off a list of 2018-
19 contracts as a complete list of 2019-20 contracts was not available at the time of selection.  
After the selection of the contracts, we noted seven of the contracts had been renewed for the 
2019-20 school year.  For these contracts, we also performed testing on the 2019-20 contracts 
and performed this testing from January to March 2020.  We took into consideration that these 
contracts were in process and only tested for items that should have been completed at the time 
of our testing.    
 
The breadth and scope of the District’s personal services contracts is too diverse for the 
utilization of a sampling methodology.  As a result, our audit results cannot be generalized to the 
population of the District’s personal services contracts.  However, due to the increased risks 
related personal services contracts for student services identified in the Oregon Secretary of 
State Audit Division (SoS) audit report, issued to the District in January 2019, we prioritized the 
selection of personal services contracts for student services.  Four of the seven 2019-20 school 
year contracts included in our testing were contracts that were contracts previously tested by 
SoS audit.  By testing these four 2019-20 contracts that were renewed versions of the 2017-18 
school year contracts tested by the SoS audit, we hoped to gain an understanding of the 
District’s responsiveness to the comments included in the SoS audit report.    

For the 2018-19 school year, we noted the sum of the total contract amounts was approximately 
$189 million.  Of that amount, approximately $16.8 million (approximately 9 percent) was related 
to contracts for personal services.  The District’s top four contract types accounting for 
approximately $135 million (approximately 71 percent) are as follows: 

• Construction contracts:  $82.3 million, approximately 43 percent 
• Related Services contracts:  $19.2 million, approximately 10 percent 
• Cooperative Agreements:  $16.9 million, approximately 9 percent 
• Personal Service contracts:  $16.8 million, approximately 9 percent 

We reviewed the population of personal services contracts that make up the $16.8 million, 
approximately 9 percent of the District’s contracting activities.  We noted 847 contract were in 
this population.   

The Districts system used to track the District’s contracts does not track contracts by service 
types.  As a result, we reviewed the description of all of the personal service contracts over 
$25,000.  We noted there were 152 personal service contracts over $25,000, totaling 
approximately $13.9 million (approximately 83 percent of the District’s personal service 
contracts).  

From this population of 152 personal service contracts we noted 64 appeared to be for student 
services.  These contracts totaled approximately $7.4 million (approximately 44 percent of the 
District’s personal service contracts).  
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Appendix B:  Contracting Training Course 

We reviewed the contracting training course and noted the following contract management 
responsibilities: 
 

• Complying with competitive procurement requirements (if applicable) 
• Participating with the P&C procurement team in solicitation development and review of 

contract documents (if applicable) 
• Serving as the primary point of contact for the District communication with the contractor  
• Negotiating SOW and price 
• Identifying and signing off on the contract budget 
• Ensuring that the work does not start until the contract is signed and the background check 

is completed (if required) 
• Monitoring the Contractor’s progress and performance to ensure that goods and services 

conform to the contract requirements 
• Verifying accuracy of invoices and authorizing payments consistent with the contract 

payment terms 
• Managing, approving, and documenting any changes to the contract through the 

amendment process 
• Monitoring the contract budget to ensure that sufficient funds are available throughout the 

terms of the contract 
• Ensuring that work does not extend beyond the contract end date or exceed the contract 

maximum amount 
• Reviewing and evaluating contract performance before deciding whether to contract again 
• Reporting contract outcomes to Senior Leadership, the Board, or the public, as requested 
 

Throughout the entire contract performance period, the Contract Manager must: 

• Monitor the performance of the Contractor and ensure compliance with the contract terms 
• Meet or speak regularly with the contractor to discuss work progress and goals 
• Monitor contract expenditures and stop services or amend the contract before 

expenditures exceed the contract total 
• Thoroughly review periodic invoices and ensure accuracy of invoiced amounts 
• Respond to the Contractor’s questions about SOW, payment, and invoicing 
• Seek assistance from P&C for:  Problems with non-compliant contractors, assistance with 

interpreting contract language, early contract termination, and questions about amending 
the contract  

 
The training course states the Contract Manager may delegate limited contract management 
activities, such as initial completion of the contract template or initial review of invoices, to other 
staff.  However, the Contract Manager is ultimately responsible for all contract management 
activities.   
 
The training course states drafting the SOW for personal services contracts is the responsibility 
of the Contract Manager and provides guidance and expectations.  Specifically, the training 
course states the SOW must include: 
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• Detailed and specific scope – exactly what is the Contractor expected to do or produce?  
• Detailed payment and invoicing terms, including reimbursable expenses (if any) 
• Detailed and specific deliverables, performance measures, and expected outcomes 

 

The contracting training course provides the following guidance related to review and evaluations: 
 

Evaluation of Performance Outcomes 
A Contract Manager who has effectively managed and supervised a contract will be able 
to report in detail on the Contractor’s performance and the contract outcomes.  
Lack of positive outcomes or problems with contractor performance, timeliness, 
effectiveness, or invoicing warrant serious consideration and corrective action before a 
similar contract is negotiated in the future.  The Contract Manager should consider:  

 
• Requiring a formal written corrective action plan 
• Implementing an increased level of contract monitoring including, for example, 

more frequent reporting, conferences, or visits, or 
• Terminating the contract or discontinuing the contractual relationship 

 
Record of Performance Outcomes 
For any contract greater than $150,000, the Contract Manager should keep a record of 
the contractor’s performance and outcomes.  This record may be requested by other 
District departments or the board to inform future procurement or contracting decisions.  
The record of performance and outcomes may include: 

 
• Any periodic reports and other written deliverables required under the contract or 

provided by the contractor 
• Any District data measuring contract effectiveness 
• The Contract Manager’s emails, notes, or correspondence concerning Contractor 

performance during the term of the contract  
 

The District’s contracting training course provides the following guidance related to contract 
monitoring:  

  
Contract Monitoring Methods 
The Contract Manager’s contract monitoring activities for larger or more complex 
contracts should include: 

• A post award conference or call with the contractor to ensure a clear and mutual 
understanding of all contract scope and terms 

• Periodic conferences or calls with contractor to discuss contract progress 
• Periodic desk reviews of progress or status reports and records submitted by the 

contractor 
• Site visits for more complex contracts or contracts with a higher degree of risk  

o Keep written notes, via a site monitoring checklist or site monitoring report 
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We noted this guidance, specific to contract monitoring methods, was one of updates made to the 
2019-20 training course.  The 2018-19 training course did not include this guidance. 
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Appendix C:  Summary of Scope of Work  
 

Contract Specific deliverables, performance 
measures and expected outcomes 

How will performance of the contract be 
measured? How will the District set ermine 

if Objective is accomplished? 
 
1 

Translate into Spanish and Russian the 
first and second units for the following 
grades: K, 1st, 2nd, 3rd, 4th, and 5th. 

• Task 1 - timeline 8/17/18  
• Task 2 - timeline 9/17/18 

• Initial project launch meeting between 
PPS TIS, PPS requester and vendor 
translators 

• Weekly communication via email to inform 
and update TIS on the status of the 
project  

• Requester review and feedback 
submission 

2 Contract was for nine schools: Beach, 
Boise-Eliot, Creston, Kelly, Lent, Lewis, 
Marysville, Rigler, and Vestal. 
 
The program was to provide 
comprehensive onsite support delivered 
by an experience coach who was onsite 
full-time, every day to implement 
strategies, games, and systems to 
develop and sustain a positive education 
culture for everyone, starting at recess. 

Contractor used one or more of the following 
tools to measure program impact: 
 
• Student Engagement Survey: teachers to 

complete a short assessment of 
engagement levels of randomly selected 
students in the fall and the spring  

• Junior Coach Training Attendance and 
Assessment: coaches tracked attendance 
at junior coach training event  

• Great Recess Framework observation 
tool: completed by contractor staff after 
observing recess  

• Recess observations and reflections: 
completed by contractor staff after 
observing recess  

• Annual Survey:  completed voluntarily by 
school staff at the end of the year 

3 Help freshman and sophomore students at 
Franklin, Roosevelt, & Madison 
successfully transition from middle through 
HS and build the skills they need to 
succeed in HS and beyond. 
 
Core elements of contract programming 
include: 
 
• Summer Leadership Camp for rising 

freshmen 
• Intensive after-school support (school 

year) 
• Parent/Guardian support 
• Social-Emotional services 

Performance measures: 
 
• Target number or percentage of 

freshmen, sophomore, & seniors to be 
served;  

• Percentage of students who participated 
in the minimum of four hours per week of 
after school programing;  

• Percentage of participating students with 
GPA of 2.5 or higher;  

• Percentage of participating students who 
obtained a minimum of six academic 
credits prior to entering next school year 

• The above measures to be reported to the 
CM in the following period: Q1 (11/26/18), 
Midyear (2/15/19), Q3 (5/3/19), Year End 
(7/12/19), and Final Program Outcome 
(9/15/19)    
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Contract Specific deliverables, performance 
measures and expected outcomes 

How will performance of the contract be 
measured? How will the District set ermine 
if Objective is accomplished? 

 
4 

 
Provide both group and individual 
sessions at Grant, Franklin, & Roosevelt 
HS.  Objectives: 
 
1. Inspire participants to improve school   

attendance; 
2.  Identify continuing education 

opportunities (post-secondary and/or 
trades); 

3. Pursue gainful employment 
opportunities or internships; and 

4. Equip participants with both life and 
study skills to improve academic and 
personal achievement. 

 
Performance measures:  
 
• Minimum number students to be served 
• Percentage of participants with 

Acceptable or Good School Attendance 
• Percentage of participants with Regular 

Program Attendance 
• Percentage of participants with a GPA 2.5 

or better  
• The above measures to be reported to the 

CM in the following period: Q1 (11/26/18), 
Midyear (2/15/19), Q3 (5/3/19), Year End 
(7/12/19)  

 
5 

 
Contractor shall provide participating 
students enrolled in JHS with: 
 
• support and advocacy services, and  
• programs to assist in raising 

achievement,  
• on-time promotion to the next grade 

level, and  
• on-time completion of high school; 

and;  
• will also provide family outreach 

services designed to help 
parents/families to be partners in 
students' success. 

 
Performance measures:  
 
• Minimum number students to be served’ 
• Percentage of participating students will 

maintain an individual school attendance 
rate of 90% higher 

• Percentage of participating students will 
participate in the minimum of two hours 
per week of after school programming 

• Percentage of participating students will 
have obtained a minimum of six academic 
credits prior to entering next school year 

• The above measures to be reported to the 
CM in the following period:  

o Q1 (11/26/18),  
o Midyear (2/15/19),  
o Q3 (5/3/19),  
o Year End (7/12/19), and  
o Final Program Outcome (9/15/19)   
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Contract Specific deliverables, performance 
measures and expected outcomes 

How will performance of the contract be 
measured? How will the District set ermine 
if Objective is accomplished? 

   
6 Contractor's Parent Involvement and 

Student Achievement program will expand 
PPS' capacity to improve student 
achievement by strengthening the 
relationship between schools and families 
at identified schools. 
 
Key elements are: 
 

• Work one-on-one with the youth 
and families 

• Work in each school to build 
relationships with youth 
participants 

• During the first three weeks of 
student contact, the youth 
Advocate will meet the student 
once a week 

• Work with the student and their 
family to develop the student 
directed six-mo. Individual Service 
Plan 

• Will work one-on-one with the 
youth and families encouraging 
parental engagement in the 
schools 

• Contractor will encourage families 
to take part in the Parent 
Gatherings at contractor and 
participate in the eight week 
Positive Indian Parenting class as 
well as Trauma Informed Care, 
and sexual and reproductive 
health education 

• Will assist and educate parents so 
they gain an understanding of 
school systems and how to 
navigate them, including the IEP 
and 504 process, as well as 
support for developing positive 
relationships within their families 
and with school staff. 

 
 
 

 

For performance measures: 
 
• Target number or percentage of students 

served, parents served 
• Participating youth to increase attendance 

in second semester 
• Participating families to recognize and 

address barriers they face in advocating 
for their children's academic success as 
measured by contractor's Family 
Engagement scale in ETO database 

• Families to improve understanding of 
school programs and policies by 
participating in a variety of communication 
techniques as measured by parent survey 

• Parents to engage and monitor 
child(ren)'s progress as measured by 
ETO case notes and survey 

• Parents to improve understanding of 
instructional program and how to support 
and encourage student's learning in 
subject areas each year as measured by 
ETO case notes and survey were  

• The above measures to be reported to the 
CM in the following period:  

o Q1 (10/15/18),  
o Midyear (1/15/19),  
o Q3 (4/15/19),  
o Q4 and Final Report (7/15/19),  
o Final Program Outcome (9/15/19)  
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Contract Specific deliverables, performance 
measures and expected outcomes 

How will performance of the contract be 
measured? How will the District set ermine 
if Objective is accomplished? 

7 Contractor shall provide course and 
workshop facilitation services to 10 high 
schools (Benson, Meek, Franklin, 
Cleveland, Grant, Lincoln, Madison, 
Metropolitan Learning Center, Roosevelt, 
and Wilson) and the six components are: 

1.  Facilitation of four-credit Mindful 
Studies classes 

2. Intro to Mindfulness workshops 
3. 'Being Real' Workshops for 9th 

graders  
4. Professional Development for PPS 

faculty 
5. Equipment purchases  
6. Pilot After-School Mindfulness 

Program 

Other services within the SOW are: 

1. Serve as Tier 1 and Tier 2 intervention 
in all schools, supporting existing 
school-based mental health services 

2. Provide trained, experience and pre-
screened substitutes in the event of 
teacher absence  

3. Will utilize its proprietary contractor 
curriculum and coordinate classroom 
instruction with teachers of record 
(faculty co-teachers) in each school  

For performance measures: 
 
• Twice a year, contractor will conduct 

surveys of students' social-emotional 
learning gains from participating in the 
course, using quantitative and qualitative 
metrics.   

• Findings to be reported to PPS in March 
and August of 2019, aggregating the key 
learning outcomes of all enrolled students.   

• The results were to be tracked by race 
and ethnicity using PPS' diversity 
classifications. 

 
8 

 
Contractor to provide Escalera/Early 
Escalera programming at Benson, 
Roosevelt, and Madison High Schools.  
Participants are support to identify their 
interest, explore careers, complete an 80-
hour internship, earn their HS diploma, 
and enroll in a postsecondary institution. 

For performance measures: 
 
• Target numbers for Early Escalera 

sessions and Escalera sessions at 
Benson, Escalera sessions at Roosevelt, 
Escalera sessions and Early Escalera 
sessions at Madison 

• School Attendance of 90% of better 
• GPA of 2.5% or higher 
• Youth report increased school 

participation  
• Results due to CM in the 1st and 3rd 

quarter progress report (11/26/18 & 
5/3/19), Mid-year (2/15/19), and final 
report (7/12/19) 
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Contract Specific deliverables, performance 
measures and expected outcomes 

How will performance of the contract be 
measured? How will the District set ermine 
if Objective is accomplished? 

9 High quality translations that follow the 
DTP of the English original.  Translations 
expected to be culturally, linguistically and 
developmentally appropriate. 
 
Contractor was also to provide translation 
services in Spanish, Somali, Chinese, and 
Russian in an as needed basis. 

 
Performance: 
 
• Exhibit A.1 "List of priorities for Reading 

and Writing for Contractor" listed the work 
to be completed at various dates 

10 Increase and strengthen Communicating 
and Learning at Home types of family 
involvement derived from J.L.Epstein.   
 
Contractor to provide parents/caregivers 
engagement service targeted to increase 
two-way communications and learning at 
home at three schools.  
 
Key elements: 
 
• Work with Administration at three 

selected schools to create school 
specific family engagement plans for 
Black and multiracial students 

• Offer quarterly, individual meetings (at 
school, home, or other off-site 
location) with parents to provide 
support, information and strategies, to 
help them better communicate with 
the schools, be engage with their 
students' academic progress and 
learning 

• Offer quarterly workshops and other 
educational opportunities; focused on 
two content areas: Educational 
Advocacy and Culturally Specific 
Parenting 

• Parent Engagement Specialist to 
spend at least 1 day per week in each 
school in order to facilitate parent 
and/or student affinity groups to 
check-in with students. 

 
 
 
 
 
 
 
 

For performance measures: 
 
• Target numbers for Early Escalera 

sessions and Escalera sessions  
• Target number or percentage of total 

number of families to be served 
• Number of quarterly workshops 
• Contractor to offer regular student affinity 

groups 
• Contractor to offer monthly parent affinity 

groups 
• Parent Engagement staff to conduct 

meeting at school, home, or other off-site 
location with families as needed and at 
least once per quarter per family 

• Increase knowledge in the following areas 
as reported by survey and/or evaluation:   

o Communicate child's learning 
style and needs 
Tools/strategies to better 
advocate, communicate,  and 
collaborate with school 
administrators and teachers 
around issues of their child's 
socio-emotional development, 
literacy, and other academic 
areas 

o Tools and strategies for tracking 
and advancing their child's 
academic and socio-emotional 
progress 

o Techniques and strategies for 
supporting their child's learning at 
home and improving test scores 
and grades 

• All the above were indicated and to be 
reported to the CM on the 10th of every 
month for previous month and final report 
due on 7/15/19.    
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Contract Specific deliverables, performance 
measures and expected outcomes 

How will performance of the contract be 
measured? How will the District set ermine 
if Objective is accomplished? 

11 Interpretation of work - to provide the 
following services:   
 

• consecutive, simultaneous, and  
• VRI interpretation services; 
• Oral language interpretation - 

support the communication 
between linguistically diverse 
students, parents, and PPS staff 
in the following formats: 

o In person - both 
simultaneous and 
consecutive 

o Telephonic   
o Video  

 

Performance: 
 
• Quality of services and responsiveness to 

PPS requests were assessed with various 
factors 

12 Contractor to provide 100 hours of tutoring 
to MEP eligible student who were unable 
to attend the MEP summer school. 

Performance 
 
• Contractor will provide pre and post 

assessment for each student and/or 
subject served 
 

13 Marysville, Whitman, and Woodmere 
schools entered into a partnership to 
engage students participating in summer 
programming with an academic 
component to the day. 

For performance measures: 
 
• Marysville - improved student attendance; 

attendance to be taken daily  
• Whitman - demonstrated growth in math 

measured by bridges intervention pre and 
post testing 

• Woodmere - students who attend 
Woodmere contractor camp will have 
better outcomes in their reading MAP 
assessment from Spring to Fall than 
grade level peers who did not attend 

14 Provide academic support and 
interventions as well as social emotional 
growth and development support to PPS 
HS aged students during summer 2019. 

For performance measures: 
 
• Scope & sequence must be provided by 

contractor 
• School engagement retention to be 

measured by attendance 
• The CBO Summer Data Collection Tool 

must be used (provided by PPS) 
• Student Survey (provided by PPS) 
• Passing of Essential Skills (if offered) 
• HS Credit Acquisition 
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Contract Specific deliverables, performance 
measures and expected outcomes 

How will performance of the contract be 
measured? How will the District set ermine 
if Objective is accomplished? 

15 Partnered with Rosa Parks to support the 
accelerated reading achievements of 
students.  To provide a program and tutors 
who are trained in data-driven, explicit 
instruction reading program, demonstrate 
professional deportment, are culturally 
responsive, and are dedicated to 
accelerating student reading achievement. 

For performance measures: 
 
• Provide a mid-year report detailing the 

progress of all participating students 
• Provide an annual report of program 

activities (goals, outcomes, assessments 
results, yearly activities, etc.) to the school 
and school district 
 

16 To provide opportunities to prepare and 
place PPS students to: 1) participate in 
extended career learning opportunities; 2) 
engage in practical, hands-on work 
experience; and 3) gain valuable work-
readiness skills. 

Performance: 
 
• Contractor served as an intermediary 

organization to facility recruitment of 
industry and community partners 

• Assist the district in the development of up 
to 14 student internships sites and 
position 

• Provide required training opportunities for 
interns and ongoing guidance and support  
 

17 Partnered with Irvington ES during the 
2019/20 school year to support the 
accelerated reading achievement of early 
grade students.  The data-driven, direct 
and explicit reading program will 
supplement the school's core program and 
established reading interventions. 

For performance measures:  
 
• Share school-based assessment data 

with contractor to ensure the ongoing 
progress of current and past participating 
students 

• Provide a final report of program activities 
(goals, outcomes, assessment results, 
etc.) to the school and school district in 
June 2020 
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Contract 

 
Specific deliverables, performance 
measures and expected outcomes 

 
How will performance of the contract be 
measured? How will the District set ermine 
if Objective is accomplished? 

 
18 

 
Cesar Chavez, Kelly, Rigler, and Scott 
schools entered into a partnership to 
engage students participating in summer 
programming with an academic 
component to the day. 

 
For performance measures: 
 
• Cesar Chavez: goal to move 75% of 

students in the LoAverage category to the 
Average category 

• Kelly: students who attend will have better 
outcomes in their math MAP assessment 
from Spring to Fall than students who did 
not attend contractor summer camp 

• Rigler: students will keep or improve their 
reading proficiency and math skills during 
the summer (pre-test and posttest) 

• Scott: students will take a pre and post 
knowledge assessment per week and 
focus.  Target is for students to attend 
97% of days of contractor summer camp. 
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Appendix D:  Additional Information for Recommendation 7 
 

Recommendation 7 a)  Develop adequately detailed guidance and expectation, and communicate 
that content with Contract Managers.  
 

Providing adequately detailed guidance and expectations is critical, to ensuring fidelity with 
the implementation of this requirement.  For example, currently unclear, is when the 
contractor and their employees are required to have the training courses completed.  In 
our testing, we noted the one contract that identified one training course was required and 
did not state when the training course had to be completed. In the six contracts where the 
four mandatory training courses were listed, the contract states once the District has 
activated the PPS email account for the contractor and their staff, they have 30 days to 
complete the mandatory training.  However, in order to create a PPS email account for the 
contractor and their employees, the contractor needs to provide the District with a list of 
employee names, and the contract does not state when the contractor is required to 
provide the list of employee names.   
 
Examples of how, when the contractor and their employees are required to complete the 
training courses would be adequately detailed would be: 
 

• Requiring the training to be completed within 30 days of the effective date of the 
contract 

• Requiring the training to be completed prior to beginning contract work 
• Requiring the training to be completed by a specified date 

 
By providing Contract Managers with adequately detailed guidance and expectations 
related to when the contactor and their employees are required to complete the training 
course, the Contract Manager can ensure the applicable language is included in the 
contract.   

 
Recommendation 7 b)  When developing the guidance and expectation, take into consideration 
the increased workload for Contract Managers to ensure compliance. 
 

In our testing noted above, just for the four contracts listed in the Mandatory Training 
Tracking worksheet that listed the contractor’s employee names, the Contract Manager 
would need to obtain and save a total 345 individual certification of completions.    
 
Other options to ensure compliance in a more efficient way exist.  For example, the 
Contract Manager could obtain a report from Pepper PD that would identify the names of 
everyone who took the training course during an identified time period.  This report could 
be used to verify contractors and their employees had completed the training and would 
eliminate the need to obtain and save individual certifications of completion.   
 
Additional ways to ensure compliance in a more efficient way include: 
 

• Assign the task of confirming the contractor and their employees have completed 
the mandatory contractor training courses to a central District staff member. The 
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assigned staff member would be able to create and maintain a master Mandatory 
Training Tracking worksheet.  This would eliminate the need for each Contract 
Manager to create and maintain their own Mandatory Training Tracking 
worksheets.  

• Train the assigned staff member to access and generate training reports from 
Pepper PD. This would eliminate the need for the Pepper PD training report to be 
generated for each Contract Manager.  Further, as the assigned staff member 
becomes familiar with the Pepper PD reports and the master Mandatory Training 
Tracking worksheet, this staff member would be able to identify ways to improve 
the process to perform the task in a more efficient way.    

• Require the training to be completed by a specific date.  This would allow the 
assigned District staff member to run the report in Pepper PD the following day to 
confirm the contractor and their employees have completed each of the training all 
at once.  This would reduce the number of times Pepper PD training reports would 
need to be generated.  

• Provide the Mandatory Training Tracking worksheet template to the contractor and 
require the contractor to fill in the employee’s names and the date the employee 
took each of the training.  Include a statement at the bottom of the template that 
states that by submitting the worksheet to the District, the contractor is certifying 
each of their identified employees have completed the required training.    

 
Recommendation 7 c)  Include the list of mandatory training courses in applicable RFPs (or ITB).  
 

The District provides the training courses to the contractors and their employees free of 
charge; however, the contractor will incur the payroll costs for each of their employees to 
take the training.  For example, in our testing we noted one contractor had 58 employees 
that were required to take the training courses.  The four mandatory training courses take 
approximately three hours to complete.  As a result, that contractor would incur payroll 
costs for approximately 174 hours. We noted the payroll related costs could present a 
barrier for some contractors.  By disclosing the list of mandatory training courses in the 
RFP, the contractor has the opportunity to take the payroll related costs they will incur into 
consideration when drafting their proposal.   

 
Recommendation 7 d):  Consult with the Office of Technology & Information Services (OTIS) to 
develop a streamlined process for the activation of the necessary PPS email address for the 
contractor and their employees to access the training courses in Pepper PD.   
 

We noted the implementation of the mandatory training requirements for contractors 
requires the participation of OTIS.  To provide contractors and their employees with access 
to Pepper PD, OTIS staff needs to create PPS email addresses for each of the contractors 
and their employees.    By consulting with OTIS to develop a streamlined process for 
requests for PPS email addresses to be activated, the District will be able to ensure the 
email addresses are activated timely.   

 
We also noted communication with OTIS related to workflow expectations would also help 
ensure the necessary PPS email addresses are activated timely.  For example, the 
majority of contracts we tested had effective dates at the beginning of the school year (late 
August or early September) or for those that were for summer programs, at the beginning 
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of summer (late May, or early June).  By communicating this information with OTIS, OTIS 
management can better manage the workflow for OTIS staff needed to create and activate 
these accounts.   

 
Recommendation 7 e)  Consult with OTIS to determine if there is an option to make the trainings 
available on an alternative platform that does not require a PPS email address to access the 
training.  
 

It may be possible to post the training in a platform that would not require a PPS email 
address.  We recommend the District consult with OTIS to explore whether this could be 
an option.  
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Appendix E:  RESJ Investment Strategy  
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Appendix F:  RESJ Partnership Logic Model  
 

RESJ Partnerships Logic Model 

For each proposed strategy, list the proposed activities and impacts. 

Strategy Activities Project Quarterly 
Outputs 

Annual 
Outcomes/ 
Measures 

Impacts 

 

Description 
 

Processes, 
actions, and 
events through 
which the program 
resources achieve 
the intended 
outcomes; they are 
the steps in 
implementing a 
program. 
Examples include 
collaborating with 
partners, school 
events, student 
services, 
workshops with 
community, case 
management or 
group sessions. 

Tangible, often 
process-oriented 
results or products 
typically expressed 
in numbers, such as 
number of students 
served, numbers of 
groups held, and 
number of books 
read. While outputs 
provide information 
derived from the 
completion of 
program activities, 
they cannot indicate 
whether a change 
has occurred. For 
example, an output 
can tell you how 
many students 
attended activities 
but not whether the 
activity increased 
the student’s 
academic 
performance. 
 

(Use the list below 
to provide 
information) 
 

Changes in 
program 
participants’ 
knowledge, beliefs, 
and behavior due 
to their involvement 
in the program. 
 

Select from the list 
below and provide 
information. 

Impacts are a 
program’s lasting 
influences. Like 
short- and mid-
term outcomes, 
long-term 
outcomes can be 
changes in 
knowledge, 
beliefs, and 
behavior. 
Examples include 
higher student 
achievement 
scores, increased 
high school 
graduation rates, 
and greater 
college 
acceptance rates. 
 

Include the 
estimated % 
increase for each 
of the annual 
Outcome 
Measures. 
 

#1 CFSE 
 

Staff Diversity and 
Qualifications 
Funding Leveraged 
from Other Sources 
# of Students 
Served 
# of Families Served 
 

Ready for 
Kindergarten 
3rd Grade Reading 
5th Grade Math 
Attendance 
Parent Ability to 
Address barriers 
Parent knowledge 
of PPS vision, SP 
and priorities 
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Parent sense of 
belonging and 
connection to the 
school 
community.   

#2 Wrap 
Around 

 
Staff Diversity and 
Qualifications 
Funding Leveraged 
from Other Sources 
# of Students 
Served 
# of Families Served 
 

Attendance 
9th Grade On track 
Post-Secondary 
Readiness 
Graduation/Credit 
Attainment 
Attainment of the 
PPS reImagined 
Graduate portrait 
attributes. 

 

#3 Leadership 
Development 
and 
Mentoring 

 
Staff Diversity and 
Qualifications 
Funding Leveraged 
from Other Sources 
# of Students 
Served 
Service to Student 
Match 

Attendance 
Discipline 
Academic Goals 
MAP Assessment 
Attainment of the 
PPS reImagined 
Graduate portrait 
attributes. 

 

#4 Extended 
Learning 

 
Staff Diversity and 
Qualifications 
Funding Leveraged 
from Other Sources 
# of Students 
Served 

Attendance 
Discipline 
Academic Goals 
MAP Assessment 
Attainment of the 
PPS reImagined 
Graduate Portrait 
attributes. 

 

#5 Positive 
Cultural 
Identity 
Development 
and Student 
Advocacy 

 
Staff Diversity and 
Qualifications 
Funding Leveraged 
from Other Sources 
# of Students Se 

Attendance 
Discipline 
Academic Goals 
MAP Assessment 
Attainment of the 
PPS reImagined 
Graduate Portrait 
attributes 
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Appendix G:  Board Cover Memo 
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