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County Timekeeping Practices
Need for Accuracy in Reporting Time & Remedies for Inaccuracy

TO: The Contra Costa County Board of Supervisors
Contra Costa County Auditor-Controller
SUMMARY
A critical function of any business or government agency is to ensure that its
employees are properly compensated based on the time and services that they have
provided. To do so, employers must have a system in place for employees to record
time worked, as well as job functions performed, since pay for a job classification
may vary based on the work an employee carries out.
The elements of timekeeping must allow for enough flexibility to accurately capture
schedules and duties that earn additional pay. However, the more elaborate the
timekeeping system, the more difficult it is for employees to accurately record time
worked and specific work performed. Difficulties can lead to errors, which may be
the result of inadequate training, lack of knowledge of changes and updates, or
simple misunderstandings. It may also open the door to deliberate misstatement of
time worked and duties performed.
Both honest errors and deliberate falsification can be identified by operational
timekeeping audits and through inquiries or complaints from other employees. The
latter method of identification requires an avenue for employees to report instances
of perceived abuse without fear of retaliation, a “whistleblower” program.
However errors are identified, immediate response is essential to prevent abuse
from becoming widespread. Errors can be minimized by thoroughly training
employees at hire, and then at regular intervals during their employment to provide
updates and changes. Allegations of deliberate falsification must be immediately
and thoroughly investigated, with consistent enforcement of consequences.
While Contra Costa County’s (the County) timekeeping system is complex,
timekeeping training for new hires is inconsistent and inadequate. Department
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operational audits do not include any review of how time worked is recorded. The
County does not have a whistleblower program to report suspected timekeeping
abuse or fraud.
The following actions could help correct these weaknesses:
 Provide more thorough and consistent timekeeping training.
 Include attestations of accuracy on timesheets.
 Require oversight by supervisors or managers.
 Include timekeeping in operational audits, and recommend corrective retraining
as needed.
 Educate employees about whistleblower procedures.
 Institute a link to the whistleblower program on the County intranet.
The focus of this report is the County’s timekeeping practices, employees’
obligations and responsibilities for accuracy, and remedies for timekeeping errors
and suspected abuse and/or fraud.

BACKGROUND
Contra Costa County has more than 10,500 employees. Of these employees,
roughly 80% are full or part time salaried employees and 20% are hourly employees.
Salaried employees earn additional pay under various circumstances. Some of the
more common examples of the 230 variable timekeeping pay codes are overtime
pay, shift differential pay, hazard pay, on-call pay, and call-back pay.
The County has a monthly pay cycle that runs on the 10th of the month for salaried
employees. These employees may opt to receive up to one-third of their monthly
pay as an advance on the 25th of the month preceding the regular pay cycle for the
payment. Most salaried employees have chosen to receive this advance. County
employees who are hourly are on a semi-monthly pay cycle. These employees
receive their pay on the 10th and 25th of the month. This pay cycle structure adds
one of many levels of complexity to the payroll system.
In the late 1990s, technology made the process of timekeeping and payroll an
automated function allowing for consolidation of timekeeping and payroll systems.
The County began a staged rollout of a system called Kronos to County
Departments in 1998 with the final department going on-line in 1999. However,
before this rollout began, the initial implementation of the Kronos system revealed
that, as configured, Kronos would not be operationally feasible for the County
because it only allowed the input of timekeeping data one employee at a time. With
10,300 County employees at that time, single employee entry input was not
practical. The Auditor-Controller’s office worked with Kronos and developed the
Rapid Data Entry system as a solution. The Rapid Data Entry system allowed
departments to select multiple employees within a department or division and enter
individual employee time codes on a single data entry screen. Kronos and Rapid
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Data Entry systems are still in use today. Together these systems send the
timekeeping data to the County payroll program called PeopleSoft.
The potential for timekeeping fraud is prevalent due to confusion about pay code
use. Different clerks may enter information about the same work performed by the
same position but using different pay codes, resulting in incommensurate pay or
benefits. For example, employees may incorrectly receive pension compensable
time for time that should not be coded as pension compensable. Timekeeping audits
are not performed on timekeeping records to ensure accuracy.
If a County employee suspects fraud or other timekeeping abuses taking place, the
employee has no readily available avenue for reporting it. The County does not
have its own whistleblower policy or procedures in place.

DISCUSSION
Timekeeping in the County is complex due to the large number of employees,
multiple bargaining units and a high degree of decentralization. At least 28
departments operate independently throughout the County. Fifteen unions with 19
Memoranda of Understanding (MOU) create 30 bargaining units, and generate
approximately 90 different sets of rules for the application of the various pay codes
within each position in the County.
Of the County’s 10,500 employees, approximately 80% are full or part time salaried
employees, while the remaining 20% are hourly employees. Job description and
pay grade determine compensation for the salaried employees. Many of these
employees are eligible for variable compensation, which is determined by the
governing MOU. These detail types and rates of compensation applicable to the
variable pay codes. Currently there are 230 timekeeping pay codes in effect.
The County’s current system is based on employees manually recording their time
on a timesheet or timecard. The timesheet, which is signed by the employee and
the employee’s supervisor or manager, contains no attestation or certification of
accuracy by either. The addition of an attestation is widely accepted to be a strong
deterrent against abuse or fraud and mandates review and verification by
management. To date, the County has not implemented a way to verify the
accuracy of a timesheet. The information from the timesheet is then entered by a
pay clerk who assigns a pay code that he or she interprets to be correct. The
Auditor-Controller’s Office runs payroll queries that have caught inaccurate timecode
entries. An example is when employees performing exactly the same work, but in
different locations, have had their work assigned to different pay codes because
different pay clerks, even in the same department, may not share the same
interpretation of the pay code. However, not all inaccuracies are identified by these
queries. In a 2013 Contra Costa Times column, Daniel Borenstein, wrote that
doctors at the Regional Medical Center were receiving on-call pay when they were
actually not on-call. Because of this article, the Auditor-Controller’s Office has since
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increased the number of payroll queries, but does not include timekeeping records
as part of these operational audits.
With over 50 payroll clerks entering pay codes for over 10,500 employees, governed
by 19 different MOUs, centralized training is not feasible. However, departmentspecific procedures could be codified and made available. Without these written
procedures, employees who fill out their own timesheets are left to be trained by
payroll clerks, supervisors, or managers, many of whom have not themselves
received department-specific training.
Beginning in 2012, the County began working with ADP, an industry-leading payroll
service, to update their payroll and timekeeping systems. One critical aspect of a
new system is the implementation of a scheduling system. The ADP version is
called eTime scheduler and is a component of the timekeeping system.
In anticipation of rolling out a new timekeeping system, the County Administrator’s
Office released Administrative Bulletin 435. This bulletin establishes policy,
procedures, and criteria, for the evaluation, authorization, and implementation for the
already-existing 9/80 work schedules. A 9/80 work schedule allows an employee to
work 80 hours in nine days instead of ten days. Its purpose, as outlined in this
bulletin “is to enhance County service and accommodate employee lifestyle and
work preference while not adversely affecting the interest of the County,
departments, other employees, or the public.” These schedules, in conjunction with
existing County-approved schedules, bring the total number of approved schedule
patterns to 917 (see Appendix A). Of these 917 approved patterns, currently 661
patterns are in use. This number of schedule patterns adds a higher degree of
complexity to an already complex system.
At the time of this report, ADP has not been able to meet the County’s need for a
comprehensive timekeeping system. This situation is due to the complexity created
by the number of time codes allowed under the operating MOUs, the number of
schedules available to employees and the advance payment option.
The delay in implementing the new timekeeping system led to the AuditorController’s Office developing a Time Schedule Collection Website to use in the
interim. In March of 2014, all County departments were instructed to input and
maintain full and part-time employees’ schedules on the Time Schedule Collection
Website until implementation and rollout of the ADP eTime system. Currently only
4,723 employees (56.7%) of the 8,326 employees whose timekeeping will be
tracked by the ADP eTime system have a schedule in this website. While failure to
properly use the Time Schedule Collection Website may open the door to
timekeeping mistakes or fraud, the County does not have its own whistleblower
policy or any publicized procedures for employees to report such instances.
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FINDINGS
F1. County employees record their time on timesheets or timecards.
F2. County employees and their supervisor or manager are not required to attest to the
accuracy of their timesheets or time cards.
F3.

The County has not implemented a method to verify the accuracy of timesheets
and timecards.

F4. Pay clerks sometimes enter inaccurate pay codes due to misunderstandings, lack
of training, and lack of department-specific codified procedures.
F5. In March of 2014, County departments were directed to maintain employees’
schedules in the County-developed Time Schedule Collection Website.
F6. Currently, only 4,723 (56.7%) of the 8,326 employees have schedules in the Time
Schedule Collection Website.
F7. The County encounters difficulty in tracking and recording appropriate time and
pay codes due to the complexity of its timekeeping structure.
F8. The County does not have its own whistleblower policy or procedures in place for
employees to report suspected timekeeping fraud.
F9. Deficiencies in timekeeping practices are not systematically identified and
corrected because operational audits do not include timekeeping practices and
payroll queries are not sufficiently comprehensive to identify all deficiencies.
F10. The County has a semi-monthly pay cycle for hourly employees and has created
what amounts to a semi-monthly pay cycle for salaried employees by allowing
these employees the option to take up to a one-third advance.

RECOMMENDATIONS
R1. The County should require timesheets or the system of time reporting to include a
signed attestation of accuracy from the reporting employee and employee’s
supervisor or manager.
R2. The County should require department supervisors or managers to periodically
review attendance and time records to ensure both accuracy and completeness.
R3. The Auditor-Controller’s Office should consider codifying timekeeping and pay
code procedures for each department, and identifying funds to do so.
R4. The County should make timekeeping and pay code procedures promulgated by
the Auditor-Controller’s Office, along with associated training, available to all
payroll clerks and included in the new employee orientation.
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R5. The County should direct all departments to place salaried employees’ schedules
in the Time Schedule Collection Website as required in the March 6, 2014 bulletin
from the office of the Auditor-Controller.
R6. The Auditor-Controller’s Office should explore possible ways to reduce the number
of pay codes to a more manageable level.
R7. The County should consider developing whistleblower procedures for employees
reporting suspected timekeeping fraud, posting these procedures on the County’s
intranet, and identifying funds to carry out these activities.
R8. The Auditor-Controller’s Office should consider including timekeeping practices in
operational audits and recommending corrective action for all timekeeping
deficiencies identified and identifying funds to carry out these activities.
R9. The County should adopt a semi-monthly pay cycle for all employees which will
eliminate the need for an option to take a monthly advance.

REQUIRED RESPONSES
Findings
Contra Costa County Board of Supervisors
Contra Costa County Auditor-Controller

Recommendations

F2, F3, F4, F7, F8, R1, R2, R4, R5, R7, R9
F9, F10
F1, F4, F5, F6,
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