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Dear Mr. Goord: 
 
 Pursuant to the State Comptroller’s authority as set forth in Article V, Section 1 of the State 
Constitution and Article II, Section 8 of the State Finance Law, we have reviewed the actions taken 
by officials of the Department of Correctional Services (DOCS) as of May 23, 2002, to implement 
the recommendations contained in our audit report, Fulton Correctional Facility Selected Payroll 
Practices (Report 2000-S-16).  Our report, which was issued on January 10, 2001, examined the 
internal controls relating to various payroll practices at the Fulton Correctional Facility. 
 
Background 
 

The Fulton Correctional Facility (Facility) is a minimum security correctional facility located 
in the Bronx, New York.  The Facility employs 138 staff, including 78 correction officers.  At the 
time of this review, the total number of in-house inmates was 165.  For the 2001-02 fiscal year, the 
Facility spent approximately $5.6 million in personal service costs, including $113,800 for overtime. 

 
DOCS requires correction officers to use a time clock for recording their hours worked and 

to identify the nature of all absences (e.g., leave usage, shift swaps, and regular days off) on their 
time cards.  DOCS requires supervisors to review their employees’ time cards daily, as well as at the 
end of each pay period, making sure the time cards are accurate and signed by the employee.  The 
information recorded on the time cards is used to determine correction officers’ compensation.  
Supervisors submit time cards to the timekeeper for posting to DOCS’ automated timekeeping 
system.  Timekeepers are expected to verify that employees’ time cards agree with time and 
attendance information that the timekeepers have already entered into the timekeeping system from 
time off requests, reports of absences, and daily absence and service needs reports (SSU reports).  
The DOCS timekeeping system has the ability to produce reports that allow for the monitoring of 
employees’ time and attendance records, including leave accrual balances, sick leave usage, 
tardiness, and swaps.  A scheduling system produces the SSU reports that identify correction 
officers’ work hours and assignments. 
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Summary Conclusions 
 

In our prior audit, we found that a number of improvements were needed.  For example, 
employee time cards were not always maintained and reviewed as required, and information in the 
automated timekeeping system did not always agree with information on employee time cards.  We 
made several recommendations for strengthening the Facility's internal controls. 
 
 In our follow-up review, we found that DOCS officials have made progress in implementing 
our prior audit recommendations. 
 
Summary of Status of Prior Audit Recommendations 
 

Of the nine prior audit recommendations, DOCS officials have implemented seven 
recommendations and have not implemented two recommendations. 

 
Follow-up Observations 
 

Recommendation 1 
 
Require supervisors to properly check and initial their daily review of time cards entries. 

 
Status - Implemented 

 
Agency Action - The Facility has taken steps to reinforce DOCS Directive 2205, “Record of 

Attendance,” which requires supervisors to perform daily reviews of the accuracy of time 
cards.  According to Facility officials, the Directive, which provides guidance in 
maintaining time and attendance records, was reissued to all staff with their biweekly 
paychecks and again at pre-shift meetings.  In addition, the Facility Superintendent issued a 
memo to all employees that restated the responsibilities of supervisors to review and sign 
off on staff time cards, and of staff to record and sign time cards accurately.  We randomly 
selected time cards to verify that supervisors were initialing these cards and that time was 
being recorded in accordance with the Directive.  We found that all the cards we reviewed 
had been completed properly and initialed by the supervising staff. 

 
Recommendation 2 

 
Remind employees of the need to follow proper timekeeping procedures. 
 
Status - Implemented 

 
Agency Action - Facility officials sent out a memo reminding staff of their responsibilities to 

complete time cards accurately and reminding supervisors to verify that time cards have 
been completed correctly and are all in the rack.  In addition, Facility officials stated that 
Directive 2205 has been reissued to all employees, and that time and attendance matters are 
often included in the daily shift briefings.  Our review of randomly-selected time cards 
found that timekeeping procedures were being followed. 
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Recommendation 3 
 
Establish procedures designed to detect and prevent the posting of erroneous daily activities to the 
timekeeping system. 
 
Status - Implemented 
 
Agency Action - The Facility timekeeper is now responsible for maintaining an infraction report.  

This report records infractions committed by staff such as not signing in or out properly, 
maintaining cards with handwritten entries instead of required time clock entries, and not 
keeping time cards in the time card rack.  Infraction reports are reconciled with the shift 
supervisors on a weekly basis and are shared with shift commanders.  In addition, infraction 
reports are shared with the Facility Administrative Deputy on a quarterly basis.  Officials 
have also reestablished a procedure that requires day-shift commanders to post to the day 
log that they have reviewed all the time cards. 

 
Recommendation 4 

 
Maintain a record of timekeeping infractions for quarterly review and, if appropriate, action by 
management. 
 
Status - Implemented 

 
Agency Action - The Facility timekeeper now maintains an infraction report that is shared weekly 

with shift supervisors and quarterly with the Facility Administrative Deputy. 
 

Recommendation 5 
 
Ensure employees submit their time cards, as required.  Investigate the instances where an employee 
was paid without submitting a time card and take appropriate corrective action. 
 
Status - Implemented 

 
Agency Action - Facility officials have sent all employees a memo reminding them of their 

responsibility to follow time and attendance rules in Directive 2205.  DOCS also conducted 
an investigation into the time and attendance violation cited in our report.  The staff 
member was counseled. 

 
Recommendation 6 

 
Determine, and track on an ongoing basis, the current balance of regular days off due to be worked 
by officers or due to officers. 
  
Status - Implemented 
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Agency Action - The Facility timekeeper reconciles regular days off by comparing the weekly 
staffing schedule with the Security Inventory Staffing Unit record.  The timekeeper 
reconciles differences weekly with the shift supervisors, and shares them with the shift 
commanders.  A report is also shared quarterly with the Facility Administrative Deputy. 

 
Recommendation 7 

 
Reconcile regular days off weekly to ensure that all officers receive only two regular days off during 
each Sunday through Saturday work week. 
 
Status - Implemented 
 
Agency Action - The Facility timekeeper reconciles regular days off by comparing the weekly 

staffing schedule with the Security Inventory Staffing Unit record.  The timekeeper reports 
differences to the shift supervisors, and shares them with the shift commanders. 

 
Recommendation 8 

 
For extended periods of detached duty assignments, charge the employees' payroll costs to the 
facility/unit benefiting from the detached duty assignment. 
 
Status - Not Implemented 
 
Agency Action - DOCS officials continue to disagree with our prior audit recommendation.  They 

believe it is more expedient to hire and reassign staff than to realign payroll costs.  Officials 
maintain that as long as the funding is accounted for and the employees are supervised 
appropriately, their assignment is more important than the actual movement of their budget 
items. 

 
Recommendation 9 

 
Provide correctional facilities with guidelines on the number of consecutive double shifts officers 
should be permitted to work to effect swaps. 
 
Status - Not Implemented 
 
Agency Action - DOCS officials disagree with our prior audit recommendation.  Since they place no 

official limitation on the number of consecutive double shifts officers may work for 
overtime purposes, they believe it would be inconsistent to put such a policy in place for the 
swapping of consecutive double shifts. 
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 Major contributors to this report were John Buyce, Larry Wagner, and Don Wilson. 
 
 We would appreciate your response to this report within 30 days, indicating any actions 
planned or taken to address the unresolved matters discussed in this report.  We also thank Facility 
management and staff for the courtesies and cooperation extended to our auditors during this review. 
 
 

Very truly yours, 
 
 
 

Frank J. Houston 
Audit Director 

 
 
 
cc:  Edward Nieves, Superintendent 
      Leo Bisceglia, Director of Internal Audit 
      Deirdre A. Taylor, Division of the Budget 


