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Date:		January 28, 2019
To:		Audit Services Oversight Committee
From:		Germaine Brewington, Director of Audit Services
Subject: 	Timekeeping Management Performance Audit January 2019

The Audit Services Department staff completed the report for the Timekeeping Management Performance Audit. The purposes of this audit were twofold: 
1) to review the timekeeping management systems and processes at all City Departments; and
2) to evaluate if the internal control structure over timekeeping is appropriately designed and operating effectively.  

This report presents the observations and results of the Timekeeping Management Performance Audit.  Eight (8) recommendations were proposed.  In response to this Audit’s recommendations, City Management will study over the next quarter, the proposed recommendations. The detailed Management Response to the recommendations is included with the attached report.

The Department of Audit Services staff would like to acknowledge the contributions of the staff from all City departments.audit services
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Background
Tracking of employee time varies by department/divisions.  Specifically, time tracking practices differ for exempt versus non-exempt employees.  There are approximately 506 full time exempt employees compared to approximately 1,898 non-exempt employees. A majority of the departments at the City do not require exempt employees to clock in-clock out or track their time.   As long as an exempt salaried employee works their given hours during a work period, they are entitled to their full amount of base pay. Exempt employees are required to track leave taken. Timekeeping procedures for non-exempt employees are an essential part of compliance with FLSA regulations.  All departments with non-exempt employees use various timekeeping methods to track employee time worked.  
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Why this audit is important
This audit is important because time tracking can provide transparency, increase productivity, help the organization comply with the Fair Labor Standards Act (FLSA) and help the organization become cost efficient.  Failure to track time accurately can lead to employees being paid inaccurately or could result in litigation against the City.   
Audit Report Highlights




Audit Report Highlights
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The current timekeeping process environment creates a culture of chaos for staff. Overall at the City a majority of the departments use manual timekeeping systems.  In addition, the majority of departments/divisions use their own methods to track time.  There is no standardization of practices, and timekeepers follow the practices of their predecessors.  There is also no comprehensive training for timekeepers.

Leave reporting has been the subject of multiple fraud, waste and abuse allegations over the past three years of which 50% of those allegations [resulting in inaccurate reporting of leave] were substantiated. Another major inconsistency in the leave process is the treatment of the difference between 37.5 hours to 40 hours for processing overtime.  

Controls exist at departments to ensure that timesheets are properly approved and leave slips are also approved.  However, a risk exists that all leave used is not recorded. The responsibility to ensure that time taken by employees is reported through ESS resides with the employee and the supervisor.  Current policies do not provide guidance to supervisors on ways to ensure all leave used by employees is recorded accurately in the MUNIS system.   In addition, training provided to timekeepers is not comprehensive. 
Purpose
The purposes of this audit were to:
Review the time keeping management systems and processes at all City Departments; and
Evaluate if the internal control structure over timekeeping is appropriately designed and operating effectively. 
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Audit Services Department

Audit Services Oversight Committee

In order to maintain its organizational independence, the Audit Services Department reports to the Audit Services Oversight Committee (ASOC) at a minimum of four times a year. The ASOC approves all proposed audit plans and completed audits prepared by Audit Services staff.

The Audit Services Oversight Committee is made up of six members: two City Council Members, three resident members, and one alternate City Council Member. The current members include two certified public accountants and persons with business experience. The City Manager is an ex-officio, non-voting member of the ASOC.







Internal Audit

The Audit Services Department serves a three-fold role at the City of Durham. Our number one goal is to provide independent, objective assurance that City processes are working effectively. Secondly, we serve as internal fraud examiners when fraud, waste, or abuse is alleged against a City employee or department. Finally, in order to constantly foster high ethical standards, we provide in-depth ethical training to all City employees on a rolling basis. To learn more, visit our CODI site or our page on the City of Durham’s website.
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Background

Tracking employee time precisely provides reliable data to process payroll accurately. In addition, time tracking can provide transparency, increase productivity, help the organization comply with the Fair Labor Standards Act (FLSA) and help the organization become cost efficient.  Failure to track time accurately can lead to employees being paid inaccurately or can lead to litigation.   

Tracking Employee Time Worked

Tracking of employee time varies by department/divisions.  Specifically, time tracking practices differ for exempt versus non-exempt employees.  Per FLSA guidelines non-exempt employees are entitled to overtime pay and exempt employees are not. There are approximately 506 full time exempt employees compared to approximately 1,898 non-exempt employees. 

Figure 1:  Timekeeping for Exempt Versus Non-Exempt employees 



A majority of the departments at the City do not require exempt employees to clock in-clock out or track their time.   As long as an exempt salaried employee works their given hours during a work period, they are entitled to their full amount of base pay.  The Fair Labor Standards Act (FLSA) does not require or recommend a particular method of timekeeping.  Exempt employees are required to track leave taken.

Timekeeping procedures for non-exempt employees are an essential part of compliance with FLSA regulations.  All departments with non-exempt employees use various timekeeping methods to track employee time worked.  See Exhibit 1 below.

Exhibit 1: Various methods for tracking time

Manual systems



Automated Systems






Some departments rely on manual methods where employees note their hours worked and supervisors signoff on the hours worked. Other departments/ divisions only track the overtime and compensatory hours worked and leave taken.  A few departments use an automated system.  The graph below shows the different methods used by departments across the City.



In a manual timekeeping system, employees/supervisors are responsible for tracking their own time and time gets entered into timesheets. An automated system eliminates the need for staff to manually enter hours worked.  The Parks and Recreation Department uses the Kronos Time and Attendance system.  The General Services Department and the Public Works Department use Attendance on Demand. However, the General Services Department is currently only using Attendance on Demand to capture employees’ time worked.  They are not utilizing the system to process leave or automatically calculate hours worked.  Therefore, a lot of manual processes are still required.  The Street Maintenance Division of the Public Works Department also uses Attendance on Demand.  The system automatically calculates the hours worked and overtime hours.  However, the system is not used to track leave time or the system does not interface with MUNIS.  A majority of the departments that do not track time primarily have exempt employees on staff. 

Leave Time

All employees are required to track leave time used.  Most departments use paper leave slips and/or the Employee Self-Service system (ESS) to track and approve leave taken.  The City has a standardized leave form.  The leave taken is processed into MUNIS which is the City’s official record.  A majority of departments use ESS.  There are still a few departments that use only paper leave forms (Police Department, Department of Water Management and Fire).





Policies

The Human Resources Department at the City of Durham has established several policies that address leave, overtime pay and compensatory pay.  Policies are outlined below that pertain to timekeeping— including leave and overtime at the City: 
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	Objectives

The objectives of the audit were to:

Review the time keeping management systems and processes at all City Departments; and
Evaluate if the internal control structure over timekeeping is appropriately designed and operating effectively. 


[bookmark: _Toc526855790]Scope, Methodology, and Compliance
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The scope of the audit included examining the City’s current timekeeping processes, policies, procedures and controls across all departments at the City. The staff did not however, audit the leave records for the Audit Services Department. 

[bookmark: _Toc485199750][bookmark: _Toc526855792]Methodology
Audit Services Department staff performed the following procedures to accomplish the objectives of the audit.  Staff:

Interviewed timekeepers responsible for processing payroll at various City Departments;
Surveyed timekeeping practices across all City departments;
Analyzed the results of the survey and summarized the various timekeeping systems used by all departments;
Benchmarked with other cities to glean if they use a centralized system versus a decentralized system for timekeeping;
Reviewed overarching City policies as well as departmental policies if  they existed;  
Assessed controls over the various systems used by the departments to manage timekeeping (Kronos, Attendance on Demand, Employee Self Service, TeleStaff);
Verified the reconciliation process between  MUNIS and the Employee Self Service system;
Reviewed the approval process for leave time at all departments; and


Judgmentally selected, in cases where departments used timesheets, a three (3) week period and verified: if leave slips existed for leave taken; if leave slips were approved; and if any leave taken was recorded in MUNIS. In addition, Audit staff also verified overtime calculations. 


[bookmark: _Toc479851696][bookmark: _Toc480281252]During the audit, Audit Services Department staff also maintained awareness to the potential existence of fraud.
[bookmark: _Toc485199751][bookmark: _Toc526855793]Compliance
Audit Services staff conducted this performance audit in accordance with generally accepted government auditing standards. Those standards require that Audit Services staff plan and perform the audit to obtain sufficient and appropriate evidence to provide a reasonable basis for our findings and conclusions based on the audit objectives. Audit Services staff believe that the evidence obtained provides a reasonable basis for our findings and conclusions based on our audit objectives.
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Results and Findings

[bookmark: _Objective_1_Results][bookmark: _Toc526855795]Objective 1 Results Summary
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Overall at the City a majority of the departments use manual timekeeping systems.  In addition, the majority of the departments/divisions use their own methods to track time.  There is no standardization of [image: C:\Users\GermaineBr\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.Outlook\WN0K3A9T\Words.JPG]

practices, and timekeepers follow the 
practices of their predecessors.  There 
is also no comprehensive training for 
timekeepers.  This environment creates 
a culture of chaos.  The possibilities of
error and time theft can happen and have 
happened in this environment.  Over the
past three (3) years there were 10 fraud, 						           Graphic of environment of chaos

waste and abuse allegations relating to leave
issues. Audit Services staff’s examinations resulted in 50% of those allegations being corroborated.   

[bookmark: _Toc526855797]Finding 1
Audit Services staff found:
A majority of the departments use manual timekeeping systems 
A majority of the departments use manual timekeeping systems to track employee time.  Employees capture time worked on timesheets or other forms created by departments.  Only one department at the City uses an automated time and attendance system.  The Department of Parks and Recreation uses the Kronos Time and Attendance system to track employee hours worked and leave taken.  They use all the functionalities of the system therefore limiting the amount of manual procedures needed.   The system tracks employee time and also employee leave and determines the amount of overtime/comp time earned by employees.  In addition, a script is written to ensure information from Kronos is uploaded into MUNIS—the City’s official record keeping system.  Some employees who do not have access to Kronos complete a paper timecard. A majority
of the Parks and Recreation employees use Kronos.  The General Services Department and some divisions of the Public Works Department use an automated system called Attendance on Demand. However, they do not use the full capabilities of the system. A lot of manual processes are still involved in determining employee time worked.  In addition, the Fire Department uses Tele Staff, a part of the Kronos Time and Attendance System.  Any extra hours worked by the employees are not tracked through TeleStaff.  Manual processes are still used to process time and attendance.  FLSA does not regulate how to track employee time.  FLSA regulations do require employers keep time records for employees.  With any manual processes risk of human error exists.  There is room for error when overtime hours worked is calculated by an employee.   In addition, manual processes also are time consuming for timekeepers.  Automated timekeeping technology can help companies reduce costs by decreasing human error, decreasing manual time card preparation and wasted labor minutes.  The American Payroll Association estimates that the rate of human error in time card preparation is between 1% and 9%.  https://www.solidbusinesssolutions.com/manual-vs-automated-timekeepingThe Rate of Human Error in timecard preparation is between 
1% to 9% 
of payroll costs 



The Department of Water Management 
is currently partnering with the The Information Technology (IT) Governance staff of the Technology Solutions Department has selected the Kronos Time and Attendance System as a best solution option for the City.  

Technology Solutions Department 
staff to implement the Kronos system.  
In addition, per the Technology Solutions 
Department staff, the Police Department 
staff have also expressed interest in 
implementing an automated time and 
attendance system.   The Information Technology (IT) Governance staff of the Technology Solutions Department has selected the Kronos Time and Attendance System as a best solution option for the City.   
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Finding 2
Audit Services staff found:
Lack of a standardized form/timesheet to track time (worked/earned) exists; every department/division has its own way of tracking time
Departments/divisions use a variety of variations of timesheets and forms to track time worked.  Timesheets or forms used to capture time are different across all departments and even in some instances divisions of the same department.   The forms/timesheets can be grouped into four categories based on information they capture:  

Timesheets capture all employee time worked for a given work period;
Forms are used to capture only extra hours worked beyond the employee’s regular schedule.  These forms do not capture leave;
Forms are used to capture only extra hours worked beyond the employee’s regular schedule.  These forms also capture leave time taken by employees; and
[bookmark: _Toc526855801]Request for Leave slips are used to capture comp time earned.

Best practices suggest using a standardized timesheet to track time.  Forms that capture only extra hours worked beyond the employee’s regular schedule but not leave taken by the employee increases the risk for errors. For example, according to policy HRM 403 – Overtime Pay and …timekeepers do not know just by looking at the form if the extra hours worked should be paid as overtime or straight time   

Compensatory Time, non-exempt 
employees shall receive overtime 
payment for any hours physically 
worked beyond 40 hours in the workweek. Since some of the forms used at the City only capture extra hours worked, timekeepers do not know just by looking at the form if the extra hours worked should be paid as overtime or straight time.  The timekeeper would have to look through leave records to ensure no leave was taken that period before making the determination of whether the extra hours worked should be coded as overtime or straight time.  Several errors were noted by Audit Services staff due to forms not capturing leave taken.  

The practice of using the Request for Leave Slips to capture comp time earned also creates confusion.  The Request for Leave Slips should only capture leave used by employees.
[bookmark: Finding3][bookmark: Findin_3]Finding 3
Audit Services staff found:
Practices on treating the difference between 37.5 hours to 40 hours differs between departments 
At the City, some non-exempt employees are scheduled to work a 37.5 hour work week.  These employees should receive an overtime payment for any hours physically worked beyond 40 hours in the workweek.  When employees work beyond their regularly scheduled work week of 37.5 hours, some departments pay the employee straight time for hours worked from 37.5 to 40 hours (2.5 hours) while other departments grant compensatory time for those hours.  The Department of Water Management and Department of Public Works pay employees straight time for working the 2.5 hours. The Police Department and the Emergency Communications Department staff were directed by the Human Resources Department staff to grant employees compensatory time for the 2.5 hours.   Per Policy HRM 411-1:  

“Non-exempt employees who have a 37.5 hour work week MAY be granted up to 2.5 hours of City Comp time for working beyond the normal workweek.”

Currently, the policy as written provides an option to grant non-exempt employees 2.5 hours of City Compensatory Time for working beyond the normal workweek.  If the policy had stated “should/must” instead of the word may, the interpretation would be different.  The Human Resources (HR) Department Director stated that the intent is for the 2.5 hours to be accrued and not paid out.  The policy currently does not reflect the intent of the HR Department staff.  The policy currently does not reflect the intent of the Human Resources Department staff.

In our interviews with the Police Department and Emergency Communications Department staff, concerns were raised regarding the practice of granting compensatory time for the 2.5 hours.   These departments face staffing challenges whereby it is difficult for employees to take off time given the work demands.  Awarding compensatory time to employees in these departments means they are being asked to bank hours they will have difficulty using.  Additional leave requests would be difficult for the management of these departments to accommodate.  
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Audit Services staff found:
The practice of when overtime pay is processed differs.  Overtime pay is processed either one pay period in arrears or two pay periods in arrears

At the City full time employees are paid biweekly.  Exceptions such as sick leave and vacation leave are captured one week in arrears.  Overtime pay is processed either one pay period in arrears or two pay periods in arrears.  There is not a consistent practice to process overtime pay.  In departments where overtime pay is processed one period in arrears, issues regarding accuracy can occur. In order for overtime pay to be processed in a given pay period, it has to be entered by timekeeping staff on the Friday before pay day.   For example,

		Payroll period begin date:  10/06/2018
		Payroll period end date: 10/19/2018
		Payroll Check Date: 10/26/2018
Submit for processing:  10/19/2018

For overtime pay for the period of 10/06/2018 to 10/19/2018 to be paid on 10/26/2018, timekeepers would have had to enter the data in MUNIS by end of day Friday October 19, 2018. Timekeepers may not know the actual hours worked by employees on the Friday or Thursday time has to be submitted depending on when they receive data.   In some departments they project the number of hours an employee will work.  For any given reason if the employee works fewer hours than projected or has to leave work early, the overtime processed is not accurate and timekeepers will have to make adjustments the following pay cycle. Therefore, employees can be overpaid or underpaid if adjustments are not made.Employees can be overpaid or underpaid if adjustments are not made

[bookmark: _Toc526855803]Finding 5
Audit Services staff found:
Regular employee wages are paid on a current basis, only overtime is paid in arrears.

There are two ways in which employers can pay employees; current and in arrears.  Paying employees on a current basis versus in arrears is a choice that the organization makes. When the choice is to pay current, the employee is paid up to the day of the check.  When the choice is to pay in arrears, there is some lag between time worked and time paid.  

For example: 
Current: The pay period is October 1 through October 14.  You would get the paycheck for that two week period up to October 14th.

Arrears: The pay period is October 1 through October 14. You would get the pay for that pay period on October 28th.    

The City is exposed to financial risk under the current pay practice.  Some examples provided by the Human Resources Department staff and Department of Finance staff are:
	
If employees are terminated and the department does not notify the payroll staff timely, the employee is overpaid.
If there is leave pending that has not been processed in a timely manner the employee could be overpaid in some cases.
Current employees that are on a leave without pay status and time has not been entered for them, could be overpaid.
Benefits can be affected when late notifications for termination and leave without pay are received.

These situations create additional work for the Payroll staff of the Finance Department and the Department of Human Resources staff.  Audit Services staff did not examine the reasons stated above.

[bookmark: _Toc526855805]Finding 6
Audit Services staff found:
Overall accountability is not clearly defined as it relates to the timekeeping management processes across the City 

Several policies exist on time earned and used by employees. However, it is not clear where the accountability resides to ensure that the timekeeping systems that are in place across the City are efficient and that employee time is accounted for accurately and in compliance with the Fair Labor Standards Act.  …it is not clear where the accountability resides to ensure… that employee time is accounted for accurately


Per policy HRM-403, “Overtime Pay and Compensatory Time”:  
The Department of Human Resources is responsible for ensuring citywide compliance with FLSA.  The Department of Finance is responsible to review entries for appropriateness.  Department Directors are responsible for consulting with the Human Resources Department on the Overtime Pay Policy, FLSA and related issues.  
Per current policy HRM -507, “Leave Reporting and Recording:
Responsibilities are defined for employee, supervisors and timekeepers.  This policy is currently being revised.  
 
Most departments do not have standard operating procedures to address their individual time keeping system processes and procedures.  
[bookmark: _Toc526855810]Objective 2 Results Summary
[bookmark: _Toc526855811][bookmark: _Toc484164900][bookmark: _Toc489270342][bookmark: _Toc490819805][bookmark: _Toc493255577][bookmark: _Toc493510491][bookmark: _Toc523993847]EVALUATE IF THE INTERNAL CONTROL STRUCTURE OVER TIMEKEEPING IS APPROPRIATELY DESIGNED AND OPERATING EFFECTIVELY 

[bookmark: _Toc526855809]Controls exist at departments to ensure that timesheets are properly approved and leave slips are also approved.  However, risk exists that all leave used is not recorded. The responsibility to ensure time taken by employees is reported through ESS resides with the supervisor and the employee.  Current policies do not provide guidance to supervisors on ways to ensure all leave used by employees is recorded accurately in the MUNIS system.   In addition, training provided to timekeepers is not comprehensive.  The current training provided to timekeepers is geared towards entering time records for payroll and pulling in time leave records from the ESS system. The current training provided does not incorporate guidance to timekeepers on current policies and procedures and how to maintain and calculate time.   Controls exist at departments to ensure that timesheets are properly approved and leave slips are also approved.  However, risk exists that all leave used is not recorded.

[bookmark: Finding7]Finding 7
Audit Services staff found:
Training provided to timekeepers is not comprehensive

The current training provided to timekeepers is geared towards entering time records for payroll and pulling in time leave records from the ESS system. The Finance Department staff provide time and attendance training to timekeepers.  This training is focused on how to process time for payroll purposes.  Training is also provided by the Technology Solutions staff which focuses on how to pull employee leave taken from the ESS application in order to support the payroll process.   The current training provided does not incorporate guidance to timekeepers on current policies and procedures and how to maintain and calculate time.  Several timekeepers stated during interviews with Audit Services staff, that they were taught by their predecessors on how to maintain and calculate time for employees.  In addition, some timekeepers felt that additional training should be provided so they are more aware of what practices the City has in place.  Training to timekeepers should emphasize the policies and procedures at the City and also provide guidance on how to calculate and ensure time reported is accurate. Several timekeepers stated during interviews with Audit Services staff, that they were taught by their predecessors…

[bookmark: Finding8][bookmark: _Toc526855812]Finding 8
Audit Services staff found:
The risk exists of employees not reporting leave used 

Exempt employees at the City are not required to track time worked. They request leave hours through the ESS system.  The responsibility to ensure that time taken by employees is reported through ESS resides with the supervisor and the employee.  Current policies do not provide guidance to supervisors on how to ensure that leave taken by all employees is recorded accurately in the MUNIS system.  Time taken but not reported is hard to detect/uncover.  The only way to detect time taken but not reported is through allegations reported by other employees.  Leave used but not reported translates as a financial loss to the City.  Over the past three (3) years, there were 10 fraud, waste and abuse allegations relating to leave reporting.  Audit Services staff’s examinations resulted in the corroboration of 50% of those allegations.  For employees that do not track time worked, controls do not exist to ensure that all leave taken is reported.  The responsibility to ensure that time taken by employees is reported through ESS, resides with the employee and the supervisor.  


[bookmark: _Conclusion]		Conclusion

Overall at the City a majority of the departments use manual timekeeping systems.  In addition, the majority of the departments/divisions use their own methods to track time.  There is no standardization of practices, and timekeepers follow the practices of their predecessors.  There is also no comprehensive training for timekeepers.  This environment creates a culture of chaos.  The possibilities of error and time theft can happen and have happened in this environment.  Over the past three (3) years, there were 10 fraud, waste and abuse allegations relating to leave reporting. Audit Services staff’s examinations resulted in the corroboration of 50% of those allegations.  In addition, other inconsistencies among departments relate to the treatment of the difference between 37.5 hours to 40 hours for processing overtime.  Lack of accountability being clearly defined as it relates to the timekeeping management processes across the City helps foster this culture of chaos.  At present, regular employee wages are paid on a current basis, only overtime is paid in arrears.  The City is exposed to financial risk under the current pay practice.  Consideration should be given to moving employees to the practice of paying in arrears. 

Controls exist at departments to ensure that timesheets are properly approved and leave slips are also approved.  However, risk exists that all leave used is not recorded. The responsibility to ensure time taken by employees is reported through ESS, resides with the supervisor and the employee.  Current policies do not provide guidance to supervisors on ways to ensure all leave used by employees is recorded accurately in the MUNIS system.   In addition, training provided to timekeepers is not comprehensive.  The current training provided to timekeepers is geared towards entering time records for payroll and pulling in time leave records from the ESS system. The current training provided does not incorporate guidance to timekeepers on current policies and procedures and how to maintain and calculate time.   
[bookmark: _Toc526855813]
Recommendations
[bookmark: _Toc522116240][bookmark: _Toc526855814]Recommendation 1
The City Manager’s Office should streamline the time and attendance systems at the City with the end goal of moving towards implementing automated time and attendance systems.  A cost benefit analysis should be performed for all departments to determine if automated time and attendance systems should be implemented.  Timesheets and similar forms should be phased out in favor of electronic time and attendance solutions if feasible.
Value Added: 	 Risk Reduction, Cost Reduction
[bookmark: _Recommendation_2][bookmark: _Toc522116241][bookmark: _Toc526855815]Recommendation 2
The Finance Department in conjunction with the Human Resources Department should create standardized timekeeping forms that at a minimum capture employee time worked, leave taken, and employee scheduled hours.  Employee and supervisor signatures should also be required. This change will ensure consistency of documentation supporting timekeeping management hours across the City.  If departments want to deviate from standardized timekeeping forms, they should obtain authorization from the Human Resources Department. 
Value Added: 	Risk Reduction
Recommendation 3
The City Manager’s Office in conjunction with the Human Resources Department staff should ensure that policies pertaining to timekeeping management clearly define department or departments that are responsible for ensuring that timekeeping management processes are working effectively and efficiently.  A core overarching document should be created to address overall timekeeping requirements at the City.  The policy should also include consequences for non-compliance and the responsible party for monitoring City activity.
Value Added: 	Risk Reduction, Compliance
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To learn more, visit our website at: durhamNC.gov/audit 



Recommendation 4
The City Manager’s Office should evaluate the cost benefit of switching from paying employees on a current pay practice to paying employees in arrears in order to mitigate financial risks to the City.  If paying in arrears is considered, they should explore an option that least impacts employees financially.  
Value Added: 	Risk Reduction, Cost Reduction

Recommendation 5
The City Manager’s Office should standardize pay periods for processing overtime pay and ensure sufficient information is available before department staff process overtime pay.  
Value Added: 	Risk Reduction, Cost Reduction

Recommendation 6
The Finance Department staff in conjunction with the Human Resources staff should develop comprehensive timekeeping training. The training should share knowledge about the FLSA and other City policies and procedures in addition to how to process time and attendance for payroll purposes.  All timekeepers should be mandated to take the training prior to assuming timekeeper duties and should be required to take a refresher training annually.
Value Added: 	Risk Reduction, Cost Reduction, Compliance
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To learn more, visit our website at: durhamNC.gov/audit 





Recommendation 7
The Human Resources Department staff should work with the Technology Solutions Department staff to explore the possibility of requiring employees and supervisors to attest via a statement in Employee Self Service, that they have submitted all leave used.  If such an attestation statement is not feasible, the Human Resources staff should ensure that it is clearly communicated to employees that it is the responsibility of the employee and supervisor to ensure that leave used is reported; and that consequences exist for not reporting leave used.  The consequences for non-compliance should be clearly defined in Policy HRM 507 -1 Leave Reporting and Recording.
Value Added: 	Risk Reduction, Cost Reduction

Recommendation 8
The Human Resources (HR) Department staff should review policy HRM 411-1 as it relates to what is currently labeled as City compensatory time (specifically 2.5 hours between 37.5 and 40 hours of time worked). Given that different practices exist at the City and some departments have voiced concerns regarding the requirement to give compensatory time (as opposed to paid straight time), the HR staff should incorporate feedback from the departments before finalizing the policy. The City Manager’s Office should be in agreement with the decision that is made.   
Value Added: 	Compliance
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To learn more, visit our website at: durhamNC.gov/audit 


[bookmark: _Management_Response][bookmark: _Toc526855817]Management Response

[image: http://durhamnc.gov/DocumentCenter/View/18944/City-of-Durham_Program-Logos-and-Logo-Lockups-Separate_CMYK-01]



[bookmark: _Distribution_of_Report]Date:		January 18, 2019


To:		Dr. Germaine F. Brewington, Director of Audit Services

Through:	Wanda S. Page, Deputy City Manager

From:		David Boyd, Finance Director
		Regina Youngblood, Human Resources Director

Subject:	Management’s Response to Recommendations
		Timekeeping Management Performance Audit, January 2019


Due to the scope and scale of the recommendations from the Audit Services Department, the far reaching implications of them, and the fact that many of the recommendations are related to one another, it will take some time to thoroughly evaluate them in order to provide thoughtful, meaningful responses.  As such, the Human Resources and Finance Departments, in conjunction with the City Manager’s Office will take these recommendations under consideration. 

Over the next three months we will research options and will be able to provide a more substantive response with the next quarterly update. 
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Exempt Employee


Not required to clock in or clock out or track time worked 


Leave taken is requested through ESS or on Paper Leave Forms


Non-Exempt Employee


Employee time is tracked (various methods used by departments/divisions)


Leave is requested through ESS, Paper Leave Forms 






















Timesheets


Paper Leave Forms









KRONOS


Attendance on Demand


Employee Self Service (Leave only)









HRM 403-2


Overtime Pay and Compensatory Time - Policy is designed to standardize awarding of overtime pay or compensatory leave


HRM 404-1


Management Leave - Policy extends management leave as a privilege to recognize full time exempt employees who spend extra hours working on behalf of the City without receiving additional salary or time off


HRM 410-1


 Standby and Recall - Policy establishes guidelines regarding compensation for standby/recall duty for regular fulltime non-exempt employees


HRM 413-1


HRM 411


Policy establishes uniform guidelines for compliance with the provisions of the Fair Labor Standards Act (FLSA)


Policy establishes uniform guidelines for shift differential pay for specified positions


HRM 507-1


Leave Reporting and Recording -Policy establishes guidelines for recording and reporting leave 
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