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Report to George H. Datden. Assistant Gemeral Coussel, Equal
Employment Opportunity Cosmission; by Irwin B. D°*Addario,
Regional HManager, Field Operations Div.: Regional Office
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Issue Area: Personnel Hanagemest and Coapensution (360).

Contac+: Pield Operations Div.: Regional Ofrfice (Deamwver).

Budget Punction: General Goversment: Central Personsel
Hanagesent (805).

Time and attendance practices of Group IXI of the
Denver Office of the Equal Eaployment Opportunity Cossission
varrant issediate attention asd corrective actiom.
Pindings/Conclusions: Two areas in vhich the tige apd attendance
systes is not fully implemented are: (1) s—fpervisors 30 not
certify biwveekly timecards as required; and (2) tisecarids are
not posted on a daily basis. It appears that sose esployees are
lax in arriving at work on tise and resaining for the entire
workday. Analysis of sigmia/sign-out sheets revealed that no
enployee was charged annumal or other type of leave fer tardiness
or early departure. Some emplcyees vere granted adsimistrative
leave if their automobiles broke down on the wvay to scrk. It is
the office’s practice to grant up tc 3 days cf adsisistrative
leave to attend funerals. Atteadance record cardes disclosed
numerous errors including excessive leave balance cazryover and-
erronecus leave accusulatioa. Recomsendations: The JFegional
Office should: assure that duty hour amd leavre regalations are
appropriately and consistently carcied cut; change the policy
for admiristrative leave for fmmerals and discontinee stch leave
for automobile breakdowns; eapiasize that the official lunch
period is 85 minutes; and assure accuracy on attesdascr record
cards through periodic supervisory review. (RRS)
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¥r. Georee il, darden

Assistant Ceneral Coimsel.

Equal E:mlovnent ipportunity Commission
1331 Stout Strect ot

Lenvzr, Celoraio 3U202

Pear lr, Darden:

We have corrleted our survey of the tinme and attendance procedurcs
and practices as tiicy rclate to Group IIT of your office. Lach of the
followins points was discussed with you and your aduinistrative officer
on :loverber 12, 197G, Y»ou L,oth exnressed tie belief tiat a survey of
ecither Groun 1 or II would not iave discloscd the sare deficlencies.
vhile we are unal:le to address that area snecifically, we Lelieve that
the deficiencies are of a nature wirich warrant your irmediate attention
and corrective action., In addition, we believe the rules and resula-
tions are intended to Le arplied consistently to all c:mloyces, recard-
less of the orpanizationial clement to which tiiey may be assicned,

1. The Equal tsnloyucnt Opportunity Cormission (LLCC) uses the
General Services Administration's tine and attendance systen, e believe
the syste: is sownd if fully irmlemented. e have found two areas wiere
you have not fully irplermented this system and therefore Jo rot pain all
the control it offers, The first area is that under your current jrac-
tice, the supervisors do not certify the bi-weckly tine cards of
evplovees wider their control as reeuired, Ratlhier, the administrative
officer certifics all tiie cards, e discusscd this area with the

-

adninistrative o”ficer stating that we folt tiie teax: lecadurs would Le in the

best position te ccrtifr time cands. She indicated that tean lexder
Tosition Jdescrintions were receutly chansed and that incawmients could
not certify tine cards,. Accordinzly, that responsibility should be
fulfilled by growup lecaders auvare of their crplorces' attendance.

The sccond arer is that tii¢ cards arc rot rosted on a daily Lasis
as requircd. be believe that institulin- tris proccdure would provide
areater control and foree daily ceeisiocus - ¢ reinc the chareainy of leave
for tardiness and dceparturce oveiore the worid" epus, >ased on our survey,

)

Woatia rwes aMER et w emey ey

- megr s o ey SAEI Y & -



and the rany times you lLave cnphasized these areas in staff neetings, it
aprears that.sone of your ertlovrcees lave become extrezely lax im arriving

at work on tize and rcsainin; for thc cntire vorkday,

2.)

(Sce itea nurber

2. On Scptetber 1, 1976, you issued Standard Operating Procedure
Junher 3 which adviscs all ernlovees of established duty Lours and

instituted a sisn-iyfout svecedure,

It also reitcrztes the policy, as

spelleod out in the Ceneral Services Adrministration tine and attendance
zanual, tuat all surcervisors are responsibvle for enforcin: office Lours,

lumch period, and lcave' re-ulatious,

ife belicve the system you have

Jdevised is gooc and siould provide the nacessary control over tiose areas

if properly icplerented and tie Sipervisors carry out thicir responsibvilitics.

Analysis of data on tiec sinn-infout shcets of Group ITI porsonnel
for the period of Sontezhier 2 throuri: Uctoter 29 (37 workinp dars) dis-

closed the followina,

Nurbes of o lovees 10
Total mrler of tires tardy 163
Range of nunber of tines tanly 2 to 24
"Total nurber of minutes tarey 2,799
Tardiness rance in ninutes - 5 to 90

Total nucber of tines dceparted early 35S

Total nurber of zinutes early departure 850
Early doparture ran-e in mirutes 5 to 105
Total nuwber of tizes 14 esnloyees

119

failed to sinn out .

The amwal attendance recorids for this sroup show that no employee
was charred annual or any atier tyve of leave for this tandiness or early
denarture; ratiier your supcrvisors and yoursclf Lave chiosen to cxcusc
these nersornel and thcreby substartially reduce the w:ount of available
productive time., Tnis action is rocitrary to your stawed .olicy and regu-
lations, Tue ranual states that tardiness may be excused when reasons
appear adenuate; this section hiowever, will not be uscd to pemit habitual
or freocuent tardiness,

Ve believe these ;eriods of absence are serious axd could affect
the provrammatic orerations of your office., We rucorzend you take whate
cver action accessary to assere that duty hour and leave rerulations be
aypronriately anli consistently carried out,

3. Cur suzvey alzo disclosed that sowe erplavees were granted
adrinistrative leave i€ their pormonal autaceliles “ranl down on the way
to work wLil~ otlers tael annual lcave vnler sinilar eircurstances.
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phile the manual provides somo discretion regarding situations in which
ermlovees vay e excuscd, we believe that sranting aduinistrative leave
for such reasons is a rather literal exercise of discretion and shoula
be discontinucd.

4, Ne have noted that it is your proctice to aorant up to 3
days adnanistrative leave to atrend funcrals, Pesulations ralke provisions
for chis tyne of lcave to carloyees tfwosc irnediate relative dies as a
resilt of wounds, discase, or injury incurred as a neuier of the Armed
Forces in & cordrat zone, Your ad:inistrative officer stated tiat she
has wdviscd you that most of tni‘;; type of leave granted was not in
scconlance vwith this rerulation.:

You stated that it was vour position that vou have the discretion
to grant aduinistrative lcave {or funcrals ctiier tian those cited in
the regulation. The rerulations recarding funeral leave are explicit
and lcave nothing to the administrator's discretion. Accordtin-ly, we
recon=cud that, for thc current leave year, vou adjust tiic annsual leave
balance ror caci: ernlovee who was imroperly cranted aduiinistrative
lcave to attend fumerals, For those ernlovees who have transforred to
other zovernnent agencics, you should notify that acency of tlie nurber
of dars by which the c:vloyees' annual lcave balance should be adjusted,

He understand tihat you intend to change vour policy recarding
adz=inistrative leave for funcrals beginning with the next leave year,

.y

‘< recormend that this policy be chanped irmediately,

S. The official lunch period for vour office is 45 minutes. You

‘have issucd mwmerous teneranduns Jhercin you state that ud to 1 hour

will be accentable for lunci:, by doiny so, you have estabrlished rolicy
that the limch jeriod will be 1 Lour., Ue Tecormiead that vou citier
retract ticse reoranduns and aphasize that the official lunchi period
is 45 minutes or appropriatcly extend Loth the limch period and tiic work
day, -

6. Analysis of seclected Annual Attendance Record cards Jisclosed
mrerous errors includin- excissive leave balance carrvover and cerroncous
leave accunulations. In addition, thiere were no indications that surer-
visors were reviewins tlicse records seri-annually for accuracy as reauired,
The adninistrative officer told us she receives a printout for cach
esplorec at the cnd of tic leave year and unkes nccessary adjust. aats

.to tic Aannual Attea’'nunce llccord caris. Zince tiie attendance records

saintained by Ler are the official reccords of vour n fice, it is necesscry
that they e prepared with sreat care to accurstely redvicet tic c-..;:lc:.-ccs"
attendance record and nrover 1oave balanees,  Appropriate periodic
suwrervisery roeview shouid assure pccurocy,
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7. In revieving solccted travel vouchers, we observed that it
secrs to be coiron practice tiat personncl not report for duty to the
office on davs of departure for and return from travel status, rerard-
less of ulat tiue they actually depart or arrive, Your adainistrative
oificer said that sone uersons arc rerortinz for duty on the day of
derarture but are returninp to their residences to get their luggagse. We
navo observed you departing the office for tczrorary duty with your
barznare and Lelieve you stould require your staff to hriang their bagrmage
to the office on days of doparture, e rocor=end that you devise and
inpleseat a policy reauirin: ermloyess to rcooort to tiie office for Juty
i{f ther can svend a Lessonable anount of tire, determined iy you, prior
to departin: fer the airport orl at tiie end of the work Jay when returaning
froa travcl status, f

Yo have becn advised that the LEOC Internal Audit Staff has never
nade an cxaminztion of the administrative operations of your office.

thank you for the courtcsics and cooperation shown Mr, Permann
durin; this survey.

We would arpreciate your corments regarding the uatters discussed
ahove and the actions you have taken, -

Sincercly yours,

Irsin #. D'Addario
Resional tanager

cc: Chairnan, Fgual fiz:loyent
Oprortinity Corasission
General Counsel, viGC
Internal Audit Start, LECC





