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PRIVATE & CONFIDENTIAL

Date
Counter Fraud Investigation Report – fraudulent overtime claims.
Introduction

A referral was received on 3rd July 2015 from CP, stating that a substantive Housekeeper had been making false claims for unauthorised and unworked overtime.   CP explained that she suspected the subject had regularly falsely claimed overtime on her timesheets since January 2009, by adding overtime details after the timesheets had been certified and authorised by management.
Investigation & Findings

SM had been employed as a Housekeeper in the XYZ Unit since 20th August 2005.  Her contracted hours were 12 per week, made up of 6 hours on Saturday and 6 hours on Sunday.  Her normal working hours were from 7.30am to 1.30pm.  Prior to this contract, the subject had been employed as a Domestic / Domestic Supervisor since 1990.  The Manager had received copies of timesheets back to 25th January 2009 highlighting false claims for overtime on a number of dates.  These were handed to the internal investigation team. 
The internal investigation was completed and a disciplinary hearing was heard on 19th August 2015, when SM was dismissed for gross misconduct under the Disciplinary Policy.
The internal investigation report and associated papers were sent to the LCFS on 6th September 2009 for analysis of the evidence obtained during the internal investigation and to consider a criminal investigation.

The papers revealed that SM had received remuneration for overtime on 24 of the 39 weeks between 28th September 2009 and 28th June 2010.  A total of 159 hours unauthorised and un-worked overtime had been claimed.  The consensus amongst the staff interviewed was that SM never worked overtime at weekends.  

The subject of the investigation (SM) was a weekly paid employee. The investigation found that in order to facilitate early remuneration, the completed timesheets had been returned to the subject following authorisation by management.  This was because SM was the only weekly paid member of staff and she had previously had problems with getting paid on-time and at the correct rate. It was accepted by the Manager that at least some of the timesheets had been pre-signed by the Manager. 
The fraud investigator requested details of the shifts worked by staff and the managers who had certified and authorised the relevant timesheets. These were cross referenced with overtime hours which had been entered on the subject’s timesheets.  From this analysis it highlighted that SM had obtained remuneration for overtime which she had not worked, which amounted to fraudulent claims and that there was evidence which may have substantiated offences of False Representation under the Fraud Act 2006.
The LCFS began interviewing the relevant staff who had authorised the timesheets for SM, with a view to obtaining witness statements suitable for a criminal investigation. The criminal investigation was subsequently cancelled when it was discovered that the evidence of management was compromised due to discrepancies with regard to certification of shifts and authorisation of the timesheets by management. It was therefore deemed to be unsafe to tender any witness statements from them as evidence in a prosecution.

As a result of the internal investigation formal disciplinary action was taken with regard to the behaviour of SM:

· SM Dismissed on 19 August 2015
· Deputy Manager 1 – Voluntary downgrade due to retirement with no formal action taken

· Deputy Manager 2 – Final written warning and downgrading

· Manager - Information management and actions in relation to office practices and procedures

· Senior Manager– Final written warning with performance management objectives.
Recommendations

The timesheet does not contain a strong anti fraud declaration.  

· The form should be developed with key counter fraud measures to prevent and detect               fraud and aid investigations and prosecutions.  The form should contain a Counter Fraud declaration in addition to the two declarations already on the form.

· The Counter Fraud declaration should be signed by the employee and the authorised signatory.  The declaration aids the prevention and detection of fraud in that the authorised signatory is confirming that the hours claimed are correct to the best of their knowledge.  Having to sign the declaration will act as a useful reminder to the employee and signatory that they have to check the correctness of the timesheet, thereby strengthening the control environment.  The declaration clearly informs the authorised signatory of the consequences of knowingly providing false information e.g. disciplinary, criminal or civil proceedings.  The declaration will assist in establishing and maintaining a counter fraud culture.

An example of a declaration is as follows:

“I declare that the information I have given on this form is correct and complete.  The hours claimed are in accordance with the agreed policy and contract.  I understand that if I knowingly provide false information this may result in disciplinary action and that I may be liable to prosecution and civil recovery proceedings.  I consent to the disclosure of information from this form to and by the organisation for the purpose of verification of this claim and investigation, prevention, detection and prosecution of fraud”.

· The form should state that it must be completed in black ink and block capitals.  This should make the forms legible and ensure correct details are captured and processed.  Black ink is better for photocopying purposes.  Correction fluid should not be used on expense claim forms.  Any alterations should be signed by the authorised signatory.

It is also recommended to management that staff be reminded of the following:

· Timesheets must not, under any circumstances be returned to the employee following authorisation.   It is the responsibility of the manager to ensure the form is delivered to payroll.  This will restrict the possibility that the employee can change the form once it has been authorised and reduce the opportunities for fraud.

· All boxes relating to hours worked on the form should be crossed through if not used.

· Timesheets must not be pre-signed.

· Management should ensure that a copy of the authorised timesheet is retained under the control of the unit management.

An email to this effect was issued on 20 August 2015 by the Head of Dept to all departmental managers. 

In agreement with the HR department, the investigator recommended that fraud awareness sessions be arranged for HR team meetings. The first presentation was made to the HR Team meeting on 27 January 2016.
Conclusion
It is therefore requested that, as a counter fraud investigation, this case is, now formally closed.  Could you please confirm your written agreement to the closure.  

Counter Fraud Specialist
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