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Dear Ms. Bryant,

The Office of the Washington State Auditor has completed our response to your
public records request sent in via our website, as follows:

Please provide all investigative files for Fraud Report 1032819 (Published
on July 10, 2023) regarding the Department of Corrections.

We have attached all the responsive records found to fulfill your request with us, as
well as the redaction codes used. Please let us know if you have any questions,
concerns or issues regarding this request. We will now consider this closed.

Sincerely,

Mary Leider, CPRO

Public Records Officer, Office of the Washington State Auditor
(564) 999-0919 | www.sao.wa.gov
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Office of the Washington State Auditor
Pat McCarthy

July 10, 2023

Secretary Strange
Department of Corrections
Olympia, Washington

Report on Fraud Investigation

Attached is the official report on inappropriate activities at the Department of Corrections. On
February 1, 2023, the Department notified the Office of the Washington State Auditor of a
potential loss of public funds. This notification was submitted to us under the provisions of state
law (RCW 43.09.185).

Our investigation was performed under the authority of state law (RCW 43.09.290) and included
procedures we considered necessary under the circumstances.

If you are a member of the media and have questions about this report, please contact Director of
Communications Kathleen Cooper at (564) 999-0800. Otherwise, please contact Special
Investigations Program Manager Stephanie Sullivan at (360) 688-0858.

ii){?ﬁzﬁ%

Pat McCarthy, State Auditor
Olympia, WA

cc: Michelle Walker, Audit Director/Ethics Administrator

Americans with Disabilities

In accordance with the Americans with Disabilities Act, we will make this document available in
alternative formats. For more information, please contact our Olffice at (564) 999-0950, TDD
Relay at (800) 833-6388, or email our webmaster at webmaster@sao.wa.gov.

Insurance Building, P.O. Box 40021 ¢ Olympia, Washington 98504-0021 « (564) 999-0950 ¢ Pat.McCarthy@sao.wa.gov
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FRAUD INVESTIGATION REPORT

Background and Investigation Results

On February 1, 2023, the Department notified our Office regarding a potential loss of public funds,
as required by state law (RCW 43.09.185). In February 2022, the Department found that a
Corrections Mental Health Counselor working at the Washington State Penitentiary neglected to
submit leave slips for numerous days between January 2021 and February 2022.

The Department opened an investigation, which was completed in March 2023. The investigation
determined a payroll overpayment totaling $8,801.26 occurred between January 16, 2021, and
November 15, 2022. The Department’s investigation found:

e In March 2021, the Department reassigned the Corrections Mental Health Counselor to the
mailroom for work pending an investigation into allegations of performance concerns.

e Between March 2021 to May 2022, the Counselor did not submit monthly timecards to
show actual time worked or consistently submit leave slips for work absences, as required,
resulting in inaccurate time reporting and leave balances.

e The Department interviewed a mailroom sergeant who supervised the Counselor between
March 2021 and October 2021. The sergeant said he was not aware that he was supposed
to keep track of the Counselor's absences, and the Counselor did not always notify him
when he was going to be absent.

e The Department interviewed a second mailroom sergeant, who took over supervising the
Counselor in November 2021. During the interview, the second mailroom sergeant said the
Counselor would call out of work for a variety of reasons, but he was unsure to whom the
Counselor was supposed to give his leave slips for approval.

e The Department used leave accrual records, limited call out logs for days the Counselor
called in sick and dates the mailroom sergeants informally noted when the Counselor was
not at work to determine the amount of time the Counselor was overpaid. The investigation
summarized the Department overpaid a total of 303.2 hours or $8,801.26 to the Counselor
for time not worked when leave slips should have been reported between January 2021 and
November 2022.

e The Department interviewed the Counselor in March, April, and September 2022. He said
it was his responsibility to submit leave slips, but he was unable to explain why his leave
was not accurately recorded. In addition, he said that he believed he was no longer required
to submit timecards once reassigned to the mailroom and that the timecard system did not
send him the automatic email reminders to do so.

e On April 11, 2023, the Department sent the Counselor an overpayment notice requesting
that he repay $8,801.26 for leave taken when it was not available to him due to inaccurate
leave balances.
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After reviewing the Department’s investigation, we agreed that the Counselor was not submitting
the monthly timecards or leave slips when taking leave. However, it was sometimes difficult to
determine whether the Counselor was working or not because supervisors for the Counselor did
not have a tracking mechanism for recording when the Counselor was not working or for
guaranteeing leave slips or timesheets were appropriately finished and submitted.

Control Weaknesses

Internal controls at the Department were not adequate to safeguard public resources. The
Department’s investigation found the following weaknesses allowed the inappropriate time
reporting to occur:

e The Department lacks sufficient internal controls to ensure employees are submitting
timecards in order to support time worked and paid out by the Department.

e There was no supervisory tracking of leave used by the Counselor or review performed to
confirm the Counselor submitted a monthly timesheet and leave slips when not working.

Recommendations

We recommend the Department strengthen internal controls around timecard and leave slip
submission. Specifically, the Department should improve training and communication with
supervisors to ensure they are reviewing and approving timecards and leave slips in a timely and
accurate manner.

We also recommend the Department seek recovery of overpaid amounts, as appropriate, from the
Corrections Mental Health Counselor.

We will refer this case to the Washington State Executive Ethics Board for any further action it
determines is necessary.

Department’s Response

The Department of Corrections (DOC) takes all matters related to fraud very seriously and
appreciates this opportunity to review and respond to the State Auditor’s Office Fraud
Investigation Report F-23-031.

The Department initiated an initial investigation regarding non-performance resulting in the
discovery of the attendance and leave slip concerns for this individual, which then led to reporting
the suspected loss to the SAO Fraud Unit as well as a subsequent DOC investigation into
allegations of not submitting leave slips. During this time, we completed a review of our local
protocol at the Washington State Penitentiary and identified the need for a centralized and
systemic process for employees to call in providing notice of a delayed arrival at work or that they
will be absent on that day. In a facility the size of the Walla Walla Penitentiary, and as a result of
the COVID pandemic fatigue and the anti-vaccine employee shortages, gaps and failures were
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identified with our local protocol for staff to call in and for the facility to communicate, track and
monitor those delays and absences, resulting in failures in our process. Changes have been
implemented to our internal controls to track and document staff calling in late or reporting absent
to mitigate potential future risk of oversight as we move forward.

The Department continues to review policy as well as training opportunities, compliance with
training, and ensuring acting/temporary supervisors are required to complete training to better
strengthen communication and our internal controls around timecard and leave slip submission.

The employee has admitted not submitting appropriate leave slips and DOC worked with the SAO
for approval to establish an overpayment process for DOC to deduct amounts from the employee’s
paycheck under a voluntary repayment plan.

o The staff member is repaying 3100.00 per pay period. The first deduction was 5/25/2023
and the last deduction of $27.97 is estimated to occur on 10/10/2026 for a total of
38801.26.

o This individual is now being considered for investigation into continued non-performance
and under review for consideration of termination from state employment with DOC.

Auditor’s Remarks

We thank Department officials and personnel for their assistance and cooperation during the
investigation. We will follow up on the Department’s internal controls during the next audit.
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ABOUT THE STATE AUDITOR’S OFFICE

The State Auditor’s Office is established in the Washington State Constitution and is part of the
executive branch of state government. The State Auditor is elected by the people of Washington
and serves four-year terms.

We work with state agencies, local governments and the public to achieve our vision of increasing
trust in government by helping governments work better and deliver higher value.

In fulfilling our mission to provide citizens with independent and transparent examinations of how
state and local governments use public funds, we hold ourselves to those same standards by
continually improving our audit quality and operational efficiency, and by developing highly
engaged and committed employees.

As an agency, the State Auditor’s Office has the independence necessary to objectively perform
audits, attestation engagements and investigations. Our work is designed to comply with
professional standards as well as to satisfy the requirements of federal, state and local laws. The
Office also has an extensive quality control program and undergoes regular external peer review
to ensure our work meets the highest possible standards of accuracy, objectivity and clarity.

Our audits look at financial information and compliance with federal, state and local laws for all
local governments, including schools, and all state agencies, including institutions of higher
education. In addition, we conduct performance audits and cybersecurity audits of state agencies
and local governments, as well as state whistleblower, fraud and citizen hotline investigations.

The results of our work are available to everyone through the more than 2,000 reports we publish
each year on our website, www.sao.wa.gov. Additionally, we share regular news and other
information via an email subscription service and social media channels.

We take our role as partners in accountability seriously. The Office provides training and technical
assistance to governments both directly and through partnerships with other governmental support
organizations.

Stay connected at sao.wa.gov Other ways to stay in touch
e Find your audit team e Main telephone:
e Request public records (564) 999-0950
e Search BARS Manuals (GAAP and N .
cash), and find reporting templates * Toll-free Citizen Hotline:

e Learn about our training workshops (866) 902-3900

and on-demand videos

e Discover which governments serve you
— enter an address on our map

e Explore public financial data
with the Financial Intelligence Tool

e FEmail:
webmaster(@sao.wa.gov
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Budget.xlsx

Sheet1


			F-23-031 External Investigation Review


			Audit #:			64109


									Budget			Used			Balance


			Carol			Fieldwork			12			12			0


			Scott			Team Review			2			0			2


			Carol			Report and Exit			2			2			0


									16			14			2


			Stephanie			Team SI Review			5			5			0


						Total Used FA & SI						19


						Total Budget:						21


						Approved 2/22/23


						Remaining:						2












Communication Log _ Status Updates.xlsx

Communication Log


						Communication Log





						DOC - F-23-031


						Date			Who we met with


Bills, Scott (SAO): SAO:
Include all in-person meeting participants and all individuals on a phone conference or in e-mail correspondence.  Also, include all SAO participants.			Details


Bills, Scott (SAO): SAO:
Document discussion topics which could include:
     ~items requested but not received 
     ~budget changes 
     ~scope changes 
     ~difficulties 
     ~weaknesses 

Any other key points 


						March 15, 2023			Michelle Walker, Audit Director			Email sent to notify Michelle that we would be conducting external investigation review, notified her of audit number, case number and estimated audit cost. Set up a meeting for 3/16 to discuss any updates to the case.


						March 16, 2023			Michelle Walker, Audit Director			Met with Michelle to discuss case and any new informaton. Michelle stated DOC is eager to pursue overpayment processs/disciplinary action. Asked for more information about how they came to the dollar amount of misappropriation, if subject is still being paid, supervisors role in situation. Michelle said case has been referred to WSP, AG, and will be given to ethics board as well. Waiting our review.


						March 21, 2023			Stephanie Sullivan, SI Manager			Met with Stephanie to talk about case, possibility for DOC to begin pursuing overpayment process before we've completed our investigation. 


						March 21, 2023			Michelle Walker, Audit Director			Communicated with Michelle that DOC can pursue overpayment process, but if drafting legal restitution agreement, should use clause to keep amount "pending" our investigation results.


						March 27, 2023			Michelle Walker, Audit Director			Sent Michelle follow up qs after review of report/supporting documentation.


						March 28, 2023			Michelle Walker, Audit Director			Received Covid Protocols and email from Payroll stating subject is still getting paid, but has been submitting a number of LWOP leave requests.


						March 30, 2023			Scott Bills, AM, Michelle Walker, Audit Director, Jean Hardcastle, Agency Payroll Officer			Met to discuss overpayment process, discrepancy in overpayment amount, why DOC continues to pay the subject .


						March 30, 2023			Scott Bills, Sarah Superville and Stephanie Sullivan (SI)			Met to discuss case, reduced fraud report, restitution language to provide to client when investigation is still ongoing.


						June 12, 2023			Michelle Walker, Audit Director 			Emailed Michelle to ask to set up an exit conference.


						June 27, 2023			Michelle Walker, Juline Martin, Zainab Ghazal, Health Services Admin, Stephanie Sullivan, SI Program Manager			Exit Conference. Discussed fraud report and new developments with Counselor. Discussed process of submitting DOC response for report.
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DOC response to SAO investigation (002)


			From


			Walker, Michelle D. (DOC)


			To


			Gross, Carol (SAO)


			Cc


			Martin, Juline E. (DOC)


			Recipients


			grossc@sao.wa.gov; jemartin@DOC1.WA.GOV





     Hello~ please see my replies in the document.  Yes please go ahead and make the revisions.  Thanks so much! 
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F-23-031 Marichalar  DOC response to SAO investigation 	06/28/2023



The Department of Corrections (DOC) takes all matters related to fraud very seriously and appreciates this opportunity to review and respond to the State Auditor’s Office Fraud Investigation Report F-23-031.



The Department initiated an initial investigation regarding non-performance, during the period of October 2021 through February 2022, resulting in the discovery of the attendance and leave slip concerns for this individual, which then led to reporting the suspected loss to the SAO Fraud Unit as well as a subsequent DOC investigation into allegations of not submitting leave slips.  During this time, we completed a review of our local protocol at the Washington State Penitentiary and identified the need for a centralized and systemic process for employees to call in providing notice of a delayed arrival at work or that they will be absent on that day.  In a facility the size of the Walla Walla Penitentiary, and as a result of the COVID pandemic fatigue and the anti-vaccine employee shortages, gaps and failures were identified with our local protocol for staff to call in and for the facility to communicate, track and monitor those delays and absences, resulting in failures in our process.  Changes have been implemented to our internal controls to track and document staff calling in late or reporting absent to mitigate potential future risk of oversight as we move forward.   	Comment by Gross, Carol (SAO): Michelle - can we modify this to be the timeframe we have on the cover page - January 1, 2021 through December 31, 2022? That is the timeframe from the payroll audit Jean Hardcastle performed, which ties to the overpayment amount.	Comment by Michelle Walker: Our initial investigation was prior us finding out about the pay slips.   Changing the date per your request puts us out of alignment with our internal report.  How about we leave the whole, “during the period of Oct 2021 – Feb 22, out. ? 



The Department continues to review policy as well as training opportunities, compliance with training, and ensuring acting/temporary supervisors are required to complete training to better strengthen communication and our internal controls around timecard and leave slip submission.  



The employee has admitted not submitting appropriate leave slips and DOC worked with the Special Investigations Manager, Stephanie Sullivan, for approval to establish an overpayment process for DOC to deduct amounts from the employee’s paycheck under a voluntary repayment plan.  	Comment by Gross, Carol (SAO): Michelle - can we modify this to be DOC worked with "SAO" for approval as the overpayment process was actually approved by AD Brandi Pritchard and our AAG.	Comment by Michelle Walker [2]: I’m good with that. ~ 



· The staff member is repaying $100.00 per pay period.  The first deduction was 5/25/2023 and the last deduction of $27.97 is estimated to occur on 10/10/2026 for a total of $8801.26.  



· This individual is now being considered for investigation into continued non-performance and under review for consideration of termination from state employment with DOC. 
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F-23-031 Results


			From


			Gross, Carol (SAO)


			To


			Gross, Carol (SAO); Walker, Michelle D. (DOC); Martin, Juline E. (DOC); Walker, Michelle D. (DOC); Martin, Juline E. (DOC)


			Cc


			Ruff, Habsah B. (DOC); Ghazal, Zainab A. (DOC); Sullivan, Stephanie (SAO)


			Recipients


			grossc@sao.wa.gov; mdwalker1@DOC1.WA.GOV; jemartin@DOC1.WA.GOV; habsah.ruff@doc1.wa.gov; zainab.ghazal@doc1.wa.gov; sullivans@sao.wa.gov; mdwalker1@DOC1.WA.GOV; jemartin@DOC1.WA.GOV
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Microsoft Teams meeting 





Join on your computer, mobile app or room device 





Click here to join the meeting 





Meeting ID: 229 213 009 549 
Passcode: zR7ZMB 





Download Teams | Join on the web





Or call in (audio only) 





+1 253-372-2181,,212969907#   United States, Tacoma 





Phone Conference ID: 212 969 907# 





Find a local number | Reset PIN 





Learn More | Meeting options 
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INVESTIGATION REPORT

Case Number:

WSP 22-750

Name of Investigator:

Michele Wood, Former Associate Superintendent
Jessica Perva, Health Services Investigator 3

Assigned by:

Dr. Zainab Ghazal, Administrator, Health Services, Command C

Date Opened:

February 16, 2022.
Reassigned on July 24, 2022.

Date Investigation January ,2023.
Closed:
Referral to Local Law N/A

Enforcement:

Name of Accused:

Donicio Marichalar, Correctional Mental Health Counselor 2 (CMCH2)

Name(s) of Choose an
item.

N/A

Origin of Investigation:

This investigation originated when CMHC2 Marichalar failed to submit a
leave slip. Upon further review, it was found that leave slips were
missing for additional days, which lead to the discovery of the
allegations below.

Allegations:

1. Itis alleged that between approximately January 2021 through
February 15, 2022, on multiple occasions CMHC2 Donicio
Marichalar, was absent from the workplace and failed to provide
a leave request upon your return to work.

2. ltis alleged that from approximately January 2021 through May
2022, CMHC2 Donicio Marichalar, failed to complete and submit
your payroll timecards.

List of Persons
Interviewed

Wayne Crowell, Mailroom Sergeant (Sgt.) - Witness

Darren Chlipala, Health Service Manager (HSM) - Witness

Dr. Eric Rainey-Gibson Psychologist 4 - Witness

Donicio Marichalar Correctional Mental Health Counselor 2 (CMCH?2) -
Accused

Jean Hardcastle Agnacy Payroll Officer (APO) — Subject matter expert

List of Persons not
Interviewed

Sgt. Derek Dugger. No longer employed as of October 18, 2021.

Witness Summary

Darren Chlipala, Health Service Manager (HSM3) was interviewed
on March 3, 2022, as a Witness. (Attachment 7)

Wayne Crowell, Mailroom Sergeant (Sgt.) was interviewed on
March 3, 2022, as a Witness. (Attachment 5)
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Dr. Eric Rainey-Gibson Psychologist 4 was interviewed on March 7,
2022, as a Witness. (Attachment 4)

Donicio Marichalar Correctional Mental Health Counselor 2 (CMHC2)
was interviewed on March 9, 2022, April 14, 2022, and September
16, 2022, as the Accused. (Attachment 6, 14, 22)

Jean Hardcastle Agancy Payroll Officer (APO) was interviewed on
October 14, 2022, as the payroll subject matter expert.

e March 29, 2021, CMHC2 Marichalar temporarily assigned to the

Timeli
imeline WSP mailroom.

e February 3, 2022, Dr. Rainey-Gibson requests information of
days missed by CMHC2 Marichalar from Sgt. Crowell.

e February 14, 2022, determination made to assign Just Cause
investigation.

e February 15 — March 25, 2022, CMHC2 Marichalar was on home
assignment. (Attachment 19)
e June 24, 2022, investigation reassigned. (Attachment 20)
Health Services Manager 3 (HSM3) Darren Chlipala was interviewed
as a Witness on March 3, 2022. (Attachment 7)

Information/Evidence
Related to Allegations

HSM3 Chlipala was interviewed as he had compiled a list of days that
CMHC2 Marichalar called in sick or late.

HSM3 Chlipala explained that the logs he submitted were from the
Outpatient Clinic which is where Health Services staff are required to
call into if they are going to be late or out sick. The yellow highlighted
lines indicate the staff call-ins.

When asked how supervisors know their staff have completed leave
slips, he stated that supervisors are responsible for their direct reports,
but it is the responsibility of the employee to make sure they complete
their leave slips. The Washington State Penitentiary (WSP) does not
have a tracking mechanism for ensuring leave slips are completed. He
went on to say that there is also nothing in place to track the hours a
person misses when they call in late. CMHC2 Marichalar does not work
in the same building as his supervisors, so it is unknown the number of
hours he misses or if he comes to work. (Attachments 7 & 11).

Wayne Crowell, Mailroom Sgt, was interviewed as a Withess on
March 3, 2022. (Attachment 5)

Sgt. Crowell was interviewed as CMHC2 Marichalar’s supervisor during
his reassignment to the mailroom pending an investigation.

When asked how CMHC2 Marichalar notified him when he would not be
to work Sgt. Crowell explained, CMHC2 Marichalar did not always notify
him that he was going to be absent. The list of dates that CMHC2
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Marichalar was gone is based on the days he did not pick up his tools.
Sgt. Crowell said he did not know he was supposed to track CMHC2
Marichalar absences, because CMHC2 Marichalar was already working
in the Mailroom when Sgt. Crowell was awarded the bid for the
Mailroom job, November 6, 2021.

According to Sgt. Crowell, CMHC2 Marichalar called in for a variety of
reasons; he had COVID; his family had COVID and sometimes the call-
ins were weather related. Sgt. Crowell was unsure as to who CMHC2
Marichalar was supposed to turn his leave slips into. (Attachment 5).

Dr. Eric Rainey-Gibson, Psychologist 4, was interviewed on March
7,2022. (Attachment 4)

Dr. Rainey-Gibson was interviewed as CMHC2 Marichalar supervisor
prior to CMHC2 Marichalar reassignment to the Mailroom.

Dr. Rainey-Gibson stated he had no idea why CMHC2 Marichalar was
absent. CMHC2 Marichalar did not call him directly but called the
Outpatient Clinic instead. According to Dr. Rainey-Gibson, CMHC2
Marichalar stopped calling in sometime last October 2021.

Dr. Rainey-Gibson admitted that there is no tracking mechanism to track
how much time someone misses when they call in sick or to verify if they
come in later in the day. CMHC2 Marichalar was supposed to email Dr.
Rainey-Gibson each day when he came into work and when he left but
he didn’t.

According to Dr. Rainey-Gibson he did not know when CMHC2
Marichalar was at work and when he wasn’t. He stated he had no
contact with CMHC2 Marichalar after March of last year, after CMHC2
Marichalar was assigned to the Mailroom.

When asked if he had anything else to add, Dr. Rainey-Gibson said this
is not new behavior for CMHC2 Marichalar. During a review of staff
leave usage conducted in 2020 he noticed that there were times
CMHC2 Marichalar called in but did not complete leave slips. Dr.
Rainey Gibson worked with HR and Payroll to get CMHC2 Marichalar
caught up on his leave slips. In mid-2020 Dr. Rainey-Gibson issued a
Letter of Concern to CMHC2 Marichalar regarding his attendance
issues.

CMHC2 Donicio Marichalar was interviewed as the Accused on
March 9, 2022. (Attachment 6)

CMHC2 Marichalar stated he missed a lot of time due to COVID and
was not aware of the amount of time lost. He acknowledged it is his
responsibility to complete leave slips and found it surprising that he did
not turn in slips.
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CMHC2 Marichalar said he did not believe he had to complete
timecards once he was reassigned to the Mailroom.

He also added that he was told to call in to the Mailroom Sgt. if he was
not going to be to work and for his leave. (Attachment 6)

CMHC2 Donicio Marichalar was interviewed again on April 14,
2022. (Attachment 18)

CMHC2 Marichalar was interviewed again to clarify some of his original
answers and seek clarification of his understanding of the process for
submitting leave requests as well as his understanding of the
consequences for not submitting leave requests.

On two occasions he was waiting to talk to the Mailroom Sgt. on how to
fill out leave slips for Covid and how to file for L&l for Covid.

CMHC2 Marichalar states, he knows he has been completing leave
slips, that he would be stupid for not turning them in. At the end of the
interview, he said he was flabbergasted that he did not complete the
leave slips.

CMHC2 Marichalar acknowledged he is responsible for turning in leave
slips for time missed. He also acknowledged that failing to turn in leave
in leave slips makes it look like he is stealing from the state. He still
could not provide an explanation as why he did not turn in leave slips.
CMHC2 Marichalar stated he has been completing leave slips but could
offer no explanation as to why they were not showing in the system.

CMHC2 Marichalar said, he was told by HSM1 Crystal Abdulwahid to
stop calling into the Outpatient Clinic but instead call the Mailroom Sgt.
However, during HSM1 Abdulwahid’s interview she, couldn’t recall the
conversation. HSM1 Abdulwahid said, she would have redirected him to
his letter which stated he needed to notify the Mailroom Sgt.
(Attachment 17)

CMHC2 Marichalar stated he has not been turning in timecards since he
was reassigned to the Mailroom. He has not received any notices from
the timecard system for timecards not submitted. (Attachment 18)

CMHC2 Donicio Marichalar was interviewed again on September
15, 2022. (Attachment 21)

Allegation 1:

Prior to my interview with CMHC2 Marichalar, | discovered all additional
dates had been accounted for, except the week of January 25-28, 2021,
and February 19, 2021. Upon further review January 25-28, 2021, had
been noted on CMHC2 Marichalar’s approved timecard as “screened
out”. (Attachment 16 pg. 5) | asked CMHC2 Marichalar why he failed to
submit a leave request for the 32 hours of absence that week. CMHC2
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Marichalar explained that he’d been screened out several times
between 2021 and 2022 for none of which he submitted an HRMS leave
slip. CMHC2 Marichalar said, “When | returned after having COVID, |
was never asked to submit a leave slip or claim those hours. It was my
understanding when you get COVID and are screened out the screener
and/or contract nurse who would contact me would then relay that
information to HR and/or my supervisor and the time | was out would be
accounted for.” | was able to contact WSP Mapping and gather all the
dates CMHC2 Marichalar was screen out between January 2021 and
August 2022. (Attachment 20) On February 19, 2021, CMHC2
Marichalar noted on his approved timecard 1.5 hours of leave, HRMS
shows not leave slip for that date. (Attachment 16 pg.6) | asked
CMHC2 Marichalar if he could account for that date and the missing
leave slip? CMHC2 Marichalar said, “I don’t recall. This was 20 months
ago.”

Mapped out dates:
January 22-29, 2021
February 1-4, 2022
February 8-9, 2022

Allegation 2:

When | asked why he failed to submit timecards between March 16,
2021 — September 15, 2022, CMHC2 Marichalar said, “/ don’t know”
“During my reassignment | wasn’t submitting timecards just leave slips.”
CMHC2 Marichalar was reassigned to the mailroom on March 29, 2021.
(Attachment 3) | asked CMHC2 Marichalar if he received the auto-
generated timecard reminders? CMHC2 Marichalar said, “No.” CMHC2
Marichalar explained, recently he had been searching for his outlook
deleted folder and found several unopened timecard reminders emails.
CMHC2 Marichalar couldn’t recall seeing these email reminders in his
inbox.

Investigators note allegation 1:

Between October 2021 - February 15, 2022, CMHC2 Marichalar was
absent 30, eight hour shifts for a total of 240 hours.

e The dates for those shifts are as follows; 11/5/21, 11/15/21,
11/17/21, 11/24/21, 11/30/21, 12/02/21, 12/03/21, 12/09/21,
12/14/21, 12/20/21, 12/23/21, 1/3/22, 1/5/22, 1/6/22, 1/7/22,
1/10/22, 1/12/22, 1119122, 1121122, 1/24/22, 1/25/22, 1/26/22,
1127122, 1/128/22, 2/1/22, 2/2/22, 2/3/22, 2/4/22, and 2/7/22. He
was also late for work on 1/31/22 and 2/11/22 for a total of 8.3
hours. Bolded dates are confirmed mapped out dates.
(Attachment 8 & 21)

The dollar amount of missed days is $8,987.52.
(Attachment 13) No leave slips were submitted for the time missed as
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outlined above. (Attachment 9) Per CMHC2 Marichalar letter assigning
him to the mailroom dated March 26, 2021, any scheduled or
unscheduled leave was to be authorized by Dr. Rainey-Gibson. The
Mailroom Sgt. was also to be notified of any leave. (Attachment 3)

During this investigation, it was discovered that there are at least 7
additional days CMHC2 Marichalar was absent and for which he did not
turn in leave slips. The following additional dates prepared by Dr.
Rainey-Gibson. (Attachment 11) The dates are as follows; 1/5/21,
1/14/21, 1/20/21, 1/21/21, 2/17/21, 2/19/21, and 2/22/21. During my
review | discovered the only non-accounted for time that shows both on
the timecard and on the supervisors, note was 2/19/2021 for an
uncounted time of 1.5 hours. The additional dates have corresponding
leave slips and approved timecards reflecting the leave in question.

e 1/5/2021 was approved in HRMS and on approved
timecard. (Attachment 10 pg.3)

e 1/14/2021 Dr. Rainey-Gibson indicates that CMHC2
Marichalar was late however, no leave was submitted for
this date and Dr. Rainey-Gibson approved the timecard in
TCS with no leave noted for 01/14/2021. (Attachment 10
pg.4)

e 1/20/2021 & 1/21/2021 is on the approved timecard and
have all been submitted in HRMS. (Attachment 10 pg.
5&6)

o 1/25/2021-1/28/2021 timecard shows 32 hours of leave.
No HRMS leave request was submitted (Timecard says
screened out).

o 2/17/2021 This date is on the handwritten note as late.
However, Dr. Rainey-Gibson Approved a timecard that
indicated no leave was used on this date and no leave has
been submitted in HRMS. (Attachment 10 pg.7)

e 2/19/2021 1.5 hours of leave on approved timecard no
HRMS submissions. when | asked CMHC2 Marichalar if
he could account for this date he replied, “I don’t know that
was 20 months ago”. (Attachment 10 pg.8)

o 2/22/2021 This date was on the handwritten note from Dr.
Rainey-Gibson. However, no leave reflection on approved
timecard and no leave request in HRMS. (Attachment 10

pg.9)
Investigators note allegation 2:

CMHC2 Marichalar could provide no justification for failing to submit
timecards for the following pay periods.

3/16/2021- No timecard submission
4/1/2021 — No timecard submission
4/16/2021 — No timecard submission
5/1/2021 — No timecard submission
5/16/2021 — No timecard submission
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6/1/2021 — No timecard submission
6/16/2021 — No timecard submission
7/1/12021 — No timecard submission
7/16/2021 — No timecard submission
8/1/2021 — No timecard submission
8/16/2021 — No timecard submission
9/1/2021 — No timecard submission
9/16/2021 — No timecard submission
10/1/2021 — No timecard submission
10/16/2021 — No timecard submission
11/1/2021 — No timecard submission
11/16/2021 — No timecard submission
12/1/2021 — No timecard submission
12/16/2021 — No timecard submission
1/1/2022 — No timecard submission
1/16/2022 — No timecard submission
2/1/2022 — No timecard submission
2/16/2022 — No timecard submission
3/1/2022 — No timecard submission
4/16/2022 — No timecard submission
5/1/12022 — No timecard submission

Jean Hardcastle Agency Payroll officer was interviewed on October
14, 2022. (Attachment 25)

APO Hardcastle was asked by the Appointing Authority and Human
Recourses to determine if a particular set of dates had HRMS leave
slips submission. APO Hardcastle audited CMHC2 Marichalar leave
and created an excel spreadsheet. (Attachment 26) APO Hardcastle
explained that several of the dates provided had been affected by paid
leave accrual dates and possible overpayment to CMHC2 Marichalar.
APO Hardcastle explained the accrual process “If leave is taken prior to
the 16™ of the month that’s when things can become an issue. Accrual is
earned when you have 80 hours in pay status. So, if paid leave turns into leave
without pay it could push his accrual out further and further.” APO
Hardcastle requested a separate meeting with the Appointing Authority
to discuss the overpayment and calculate the exact amount owed.

Report of Retaliation:

No retaliation reported.

Attachments:

. Investigation assignment letters

. Investigation extension approval

. CMHC2 Marichalar temporary assignment letter March 26, 2021
. Dr. Eric Rainey-Gibson interview packet and related emails

. Sgt. Wayne Crowell interview packet

. CMHC2 Marichalar interview packet

. HSM3 Darren Chlipala interview packet

. Email thread reflecting work hours missed by CMHC2 Marichalar
. Report of Leave requests for CMHC2 Marichalar March 2021-
October 2021

©oo~NOOONWN-
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10. Email thread and log of additional hours of work missed by CMHC2
Marichalar with no leave requests

11. Dates CMHC2 Marichalar was not at work by Dr. Rainey-Gibson
12. Date Sgt. Crowell was assigned to Mailroom email

13. Email confirming CMHC2 Marichalar did not fill out timecards and
CMHC2 Marichalar salary

14. CMHC2 Marichalar PDP for 3/1/19 through 3/1/2020

15. CMHC2 Marichalar PDP for 3/1/20 through 3/1/2021

16. Timecards

17. Email regarding directions for reporting absences

18. CMHC2 Marichalar second interview packet

19. Home assignement

20. WSP/DOTS mapping dates

21. CMHC2 Marichalar third interview packet

22. HRMS leave slips

23. Late timecard reminder email

24. Time Card System Employee User Guide

25. APO Jean Hardcastle interview packet

26. Leave audit spreadsheet

The contents of this document may be eligible for public disclosure. Social Security Numbers are considered confidential information and
will be redacted in the event of such a request. This form is governed by Executive Order 00-03, RCW 42.56, and RCW 40.14.

Case: WSP22-750
Revision date: 9-26-2022
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STATE OF WASHINGTON
DEPARTMENT OF CORRECTIONS

P.O. Box 41123 - Olympia, Washington 98504-1123
FAX (380) 586-5060

To: Jessica Perva, Investigator 3 REVISED

From: Dr. Zainab Ghazal, Health Services Administrgtor + Command C
45

Date: June 24, 2022 (F~

Case Number: 22-750

Investigation Iam designating you as the fact finder to conduct a full and fair investigation
assignment into allegations of employee misconduct.

Allegations It is alleged:

» ltisalleged that between approximately January 2021 through
February 15, 2022, on multiple occasions Donicio Marichalar, was
absent from the workplace and failed to provide a leave request upon
your return to work. '

o Itis alleged that from approximately January 2021 through May 2022,
‘Donicio Marichalar, failed to complete and submit your payroll
timecards.

Timeframes It is my expectation that you treat this investigation as a top priority and
submit a draft report by July 14, 2022. Should you need additional time to
complete the investigation, contact Lisa Morrow, Human Resource
Consultant 2 (HRC2).

Submitting Once you have a draft report prepared, send it along with supporting

the draft documentation to HRC2 Lisa Morrow for review before finalization.
If you need If you have any questions about the investigation process, feel free to contact
assistance HRC2 Lisa Morrow at (5 09) 956-5147 or via E-mail.

“Working Together for SAFE Communit}es”

Aagimont - i







Marichalar, Donicio
June 17, 2022

Attachments  Attached please find the following documents:

Investigation Report Template
Interview Acknowledgement Form
Interview Summary Template
Supporting Documentation

ce: Lisa Morrow, Human Resource Consultant 2
Investigation File
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To:

From:

Date:

Case Number:

Investigation
assignment

Allegations

Timeframes

Submitting
the draft

If you need
assistance

STATE OF WASHINGTON

DEPARTMENT OF CORRECTIONS

P.0. Box 41123 - Olympia, Washington 98504-1123
FAX (360) 586-9060

Michele Wood, Associate Superintendent
Ronna Cole, Health Services Administrator — Command C %M‘-’\@L OOLL
February 16, 2022

22-750

I am designating you as the fact finder to conduct a full and fair investigation
into allegations of employee misconduct.

It is alleged:

e Itis alleged that between approximately October 2021 through
February 15, 2022, on multiple occasions, Correctional Mental Health
Counselor 2 (CMHC?2) Donicio Marichalar, was absent from the
workplace and failed to provide a leave request upon your return to
work.

e Itis alleged that from approximately October 2021 through February
2022, Correctional Mental Health Counselor 2 (CMHC2) Donicio
Marichalar, failed to complete and submit your payroll timecards.

It is my expectation that you treat this investigation as a top priority and
submit a draft report by March 2, 2022. Should you need additional time to
complete the investigation, contact Lisa Morrow, Human Resource
Consultant 2 (HRC2).

Once you have a draft report prepared, send it along with supporting
documentation to HRC2 Lisa Morrow for review before finalization.

If you have any questions about the investigation process, feel free to contact
HRC2 Lisa Morrow at (509) 956-5147 or via E-mail.

“Working Together for SAFE Communities”
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Attachments  Attached please find the following documents:

CCl

Investigation Report Template
. Interview Acknowledgement Form
* Interview Summary Template
- Supporting Documentation

Lisa Morrow, Human Resource Consultant 2
Investigation File
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Wood, Michele 1. (DOC)

From: Morrow, Lisa M. (DOC)

Sent: Tuesday, March 1, 2022 10:57 AM

To: Cale, Ronna J. (DOQ)

Cc: Ghazal, Zainab A. (DOC); Wood, Michele . (DOC)
Subject: RE: Call

Yes,

My apologies. Michele Wood asked to get a one week extension on the investigation for Donicio Marichalar that she is
currently conducting. | will let her know that it is approved.

Michele,
Your new due date is now March 8, 2022. Please let me know if you need anything else.

Thank you,

Lisa Morrow

Human Resources Consultant

DOC Health Services — East Division
Cell: {509) 956-5147

Email: Immorrow@docl.wa.gov

From: Cole, Ronna J. (DOC) <ricole@DOC1.WA.GOV>

Sent: Tuesday, March 1, 2022 10:51 AM

To: Morrow, Lisa M. {DOC) <Immorrow@DOCLWA.GOV> _

Cc: Ghazal, Zainab A. (DOC) <zainab.ghazal@docl.wa.gov>; Wood, Michele {. (DOC) <miwood@DOC1. WA.GOV>
Subject: FW: Call .

Approved for the extension.

From: Ghazal, Zainab A. (DOC) <zainab.ghazal@docl.wa.gov>
Sent: Monday, February 28, 2022 3:57 PM

To: Cole, Ronna J. (DOC) <ricole@DOC1. WA.GOV>

Subject: FW: Call

Not sure what this extension is about? | am guessing an investigation......but want to be sure.

Zainab Ghazal

Health Services Administrator

WA State Department of Corrections
(0)360-725-8271 {Cell} 360-688-6099
zainab.ghazal@docl.wa.gov

This message is intended for the sole use of the individual and entity to whom it is addressed, and may contain information that is privileged, confidential and exempt
from disclosure under applicable law. If you are not the addressee, nor authorized to receive for the addressee, you are hereby notified that you may not use, copy,
disclose or.distribute to anyone the message or any information contained in the message. If you have received this message in ervor, please immediately notify the
sender at za.nab.ghazal@doc . wa.gov and delete the message. Thank you. '
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From: Morrow, Lisa M. (DOC} <immorrow@DOC1.WA.GOV>

Sent: Monday, February 28, 2022 3:53 PM

To: Baez, Richard (DOC} <richard.baez@DOC1.WA.GOV>; Wood, Michele I. (DOC} <miwood @DOCL.WA.GOV>

Cc: Ghazal, Zainab A. (DOC) <zainab.ghazal@docl.wa.gov>; Cole, Ronna J. (DOC) <ricole@DOCL.WA.GOV>; Rainey-
Gibson, Eric J. (DOC) <gjraineygibson@DOC1.WA.GOV>; Abdu[wahld Crysta[(DOC) <crystal.abdulwahid@docl.wa.gov>
Subject: RE: Call

Thank you!!

Lisa Morrow

~ Human Resources Consultant

DOC Health Services — East Division
Cell: (509) 956-5147

Email: Immorrow@docl.wa.gov

From: Baez, Richard {DOC) <richard.baez@DOC1.WA.GOV>
Sent: Monday, February 28, 2022 3:52 PM

To: Morrow, Lisa M. (DOC) <Immorrow@DOC1.WA.GOV>; Wood, Michele |. (DOC) <miwood @DOC1.WA.GOV>

Cc: Ghazal, Zainab A. (DOC) <zainab.ghazal@docl.wa.gov>; Cole, Ronna J. (DOC) <ricole@DOC1.WA.GOV>; Rainey-
Gibson, Eric J. (DOC) <gjraineygibson @DOC1. WA.GOV>; Abdulwahid, Crystal (DOC) <crystal.abdulwahid@docl.wa.gov>
Subject RE: Call

FYI -  am not his supervisor ‘
So 1 am cc¢’ing Dr Rainey-Gibson and Crystal Abdulwahid - who are......
thanks
Richard

From: Morrow, Lisa M. (DOC) <Immorrow@DOC1.WA.GOV>

Sent: Monday, February 28, 2022 3:50 PM

To: Wood, Michele 1. {DOC) <miwood@DOC1.WA.GOV>

Cc: Ghazal, Zainab A. (DOC) <zainab.ghazal@docl.wa.gov>; Cole, Ronna J. (DOC) <ricole@DOC1.WA.GOV>; Baez, Richard
(DOC) <richard.baez@DOC1. WA.GOV>

Subject: RE: Call

Michele,

Donicio’s home email address is:-ﬂ-

1 am cc’ing his supervisor Dr. Baez as well as the appointing authorities so that they can see your request for a 1 week
extension.

Ronna & Dr. Ghazal,
Do you approve of the extension?
Thank you,

Lisa Morrow
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Human Resources Consultant

DOC Health Services — East Division
Cell: {509) 956-5147

Email: Immorrow@docl.wa.gov

From: Wood, Michele 1. (DOC) <miwood@DOC1.WA.GOV>

Sent: Monday, February 28, 2022 3:36 PM
Fo: Morrow, Lisa M. (DOC) <lmmorrow@DOC1. WA.GOV>
Subject: RE: Call

HI Lisa,
I just now finished moving into my new office.

Can you please provide me with contact information for Donicio and his supervisor? | am going to attempt to do this
over the phone but | need an email address for both as well so [ can send the interview document and their interview

summary.
Looks like | will need a one week extension just in case.
Thank you

Michele

PS my new office number is 360-794-2630

From: Morrow, Lisa M. (DOC) <immorrow@DOC1.WA.GOV>
Sent: Thursday, February 24, 2022 11:46 AM

To: Wood, Michele . (DOC} <miwood@DOCI. WA.GOV>
Subject: Call

Michele,

Are you available for a call today? Teams or via phone? Please let me know.

Thank you,

Lisa Morrow

Human Resources Consultant

DOC Health Services — East Division
Cell: {509) 956-5147

Email: Immorrow@docl. wa.gov

A
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STATE OF WASHINGTON
DEPARTMENT OF CORRECTIONS

PO BOX 41100 « Olympia, Washington 98504-1100

March 26, 2021
PERSONAL SERVICE

CONFIDENTIAL

Donicio Marichalar

Donicio:

This letter is to serve as your notice for a temporary assignment change effective March 29,
2021. Under the provision of Article 8.4 of the Collective Bargaining Agreement between the
State of Washington Department of Corrections and the Teamsters Local 117, hereinafter
referred to as the CBA, you are being reassigned to the Washington State Penitentiary Mailroom.
Your hours of work will be 7:45 am— 4:15 pm Monday through Friday, with Saturday and
Sundays and holidays off. While working in this post, you will be reporting to Sergeant Derek
Dugger who will provide guidance and direction concerning your duties. You will have full pay
and entitlements until further notice.

If you need to take any scheduled or unscheduled leave, you must receive authorization through
Psychologist 4 Eric Rainey-Glbson as well as notifying Sergeant Dugger. This reassignment is
effective until further notice as listed above. This is not a disciplinary action nor a presumption
that misconduct has occurred.

This action is being taken as an operational necessity pending an investigation into allegations of
performance concerns. This reassignment is being taken as a precautionary step in order to
facilitate the investigation.

CBA Article 8.3 Work Assignment states:

“An employee accused of misconduct will not be removed from his/her existing work assignment
unless there is a safety/security concern, including security issues due to any allegation that
involves a conflict between staff.”

3
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Marichalar, Donicio
Page 2

Upon completion of the investigation and resolution of the allegations brought forward, a decision

will be made concerning your assignment.

If you have any questions regarding your status or the expectations indicated above, please
contact Anna Steinhoff, Human Resource Consultant, at (509) 540-4946.

The Employee Assistance Program (EAP) helps state employees with personal or work-related
problems that may be affecting performance. It does so by offering high-quality professional

and confidential services that access, identify, and resolve employees’ personal problems
affecting job performance. You may wish to contact EAP at 1-877-313-4455.

Sincerely,
2

cl?\) QNG COU_
Ronna J. Cole, Administrator-Command A
Health Services Division

RIC:as
Enclosure

oe: Eric Rainey-Gibson, Psychologist 4
Investigation File
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- INTERVIEW ACKNOWLEDGMENT
Case ID number: VU S P g&l 7 @ Date of interview: 3~ 7-2Z.

Interviewee: 2/’ c..fm wréxbwa AP Title: }%‘v{ffig!dfu §+ ﬁ/ Appointing Authority: 201 thQ I/\ ( T l/lq?&xl
(Include titie or DOC # andl housing assignment, as &pplicable)

As an interviewee, | have been informed of the circumstances under which the Department of Corrections
releases information. By signing this form, | acknowledge that | have been informed that the information |
provide, inctuding my identity, may be subject to release by the Department pursuant to applicable collective
bargaining agreements, RCW 42 56 (Public Records Act), court order, subpoena, andfor other legal authority.

The Department prohibits retaliation against any persen because of their involvement in the reporfing or
investigation of a complaint. The Department will treat retaliation as a separate offense subject o
investigation, discipline, and/or corrective action. Any concerns regarding retaliation are to be reported to the
Appointing Authority.

Individual who is under the Department’s jurisdiction

¥ " understand that this is an active and ongoing investigation. 1n order o protect the integrity of the
* investigation, | understand that discussion of any related information is to be limited only to persons who
have a need to know.

;_EégéoveeIContract Staff/Volunteer {select one box only)

/FQ | have been advised this interview is-for internal administrative purposes only. 1 understand that refusing to

"~ cooperate with the investigation may result in me being disciplined for insuberdination, up to and including
termination of employment/volunteer service or the termination of my contract. | acknowledge thatlam
required to fully and honestly answer all relevant and material questicns. If criminal charges are pending,
or may be filed against me related to the conduct being invesfigated, [ understand that statements § make
in this investigation cannot be used against me in a criminal proceeding pursuant to Garrity v. New Jersey.

| understand that information related to allegationsfincidents of sexual misconduct wilt only be disclosed to
staff when necessary for related treatment, investigation, and cther security and management decisions.
Breaches of confidentiality may be subject to corrective/disciplinary action. :

| have been further advised that this is an active and ongeing investigation and that | may not discuss it
with anyone in the workplace except the Appointing Authority or a Human Resources employee, union
representative, legal counsel, or person with whom | have a legally privileged relationship. | also have
been advised that | am to refrain from discussing the issues in this investigation with anyone who may be a
witness, to avoid jeopardizing the integrity of the investigation.

OR:

] | have been advised that this interview is for internal administrative purposes. | understand that | am not
being compelled to answer questions related to conduct that might be. criminal. | understand that refusing
to cooperate with the investigation wiil not result in me being disciplined for insubordination.

Other (members of the public)

[J My participation/attendance in this interview is voluntary. [ have been advised that a witness of my ,
choosing can accompany me during the :ntemew at my request. Based on this information, | consent to
pariicipate in this interview. .

g Eric Ralney’-ﬁibson, Ph.D.
_&W 3-1zz Psychologist 4

Interviewee Eﬁatﬁre . a Date ) . ’l/
M el \Dpod L,A/M, /” a3 kD(n—rQ %/ CLOWY
{nvestigator name Signature Date

The cantents of this document may be eligible for public diselosure. Social Security Numbers are considered confidential information and
will ba redacted in the svent of such a request This form is governed by Executive Crder 15-01, RCW 42.56, and RCW 40,14, Upon
completion, the data classification category may change.

Distribution: ORIGINAL - Final Investigation Report

DCC 03-484 (Rev. 6/18/19) : Page 1 cf 1 Attachmen £ q DOC 480,860, DOC 850.010
: Data classification category 2
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INTERVIEW SUMMARY

Case Number: WSP 22-750

Interviewee Name: Eric Rainey-Gibson, Psychologist 4
investigator Name: Michele Woaod

Interview Date: 37772022

Interview Location: Teams Mesting

1. Do you know why Donicio was missing so much time from work?

[ have no idea why he was gone. He never called me directly. He would call into the
Outpatient clinic, but he stopped calling in sometime last year in October.

2. When he called in late how did you verify if he came in later that day?

| doryt know if he came in or not. He was supposed to.email me when he came in each
-day and when he left but he did not. This was pre-re-assignment.

3. How did you know if he was at work or not?

I did not know if he was here or not as he did not let me know. He was to contact 'the
OPC otherwise | had no contact from him. | have not had any contact with him since
- March of last year which is when he was reassigned to the mail room.

4, Do you have anything else to add?

This is not new behavior for him. In January of 2020 | took over the Residential
Treatment Unit which is where Donicio worked. !locked at leave usage for staff and
.noticed that there were times he had called in and not submitted leave slips going back
to 2019. | worked with HR and Payroll to get him to submit leave slips and get caught
up. In mid-2020 | issued a letter of concern to him regarding his attendance Issues and
where abouts when he was inside the facility.

| attest the above statements are true and accurate to the best of my knowledge.

interviewee Signature: %A %ﬂ Date: F-7-7 Z

Eric Rainey-Glbson, Ph:d.
Psychologist 4
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Wood, Michele I. (DOC)

From: Rainey-Gibson, Eric J. (DOC)
Sent: Friday, March 11, 2022 11:08 AM
To: Wood, Michele |. (DOC)
Subject: RE: Question

He was supposed to send his leave through the same process, so yes. After about October he never submitted any
further leave, but | also never received any information from the mailroom that he wasn’t showing up. Hence the huge
amount of missed days. As far as time cards. He stopped submitting those awhile ago despite my email request to
continue to do so.

From: Wood, Michele I. (DOC) <miwood @DOC1.WA.GOV>

Sent: Friday, March 11, 2022 11:02 AM

To: Rainey-Gibson, Eric J. (DOC) <ejraineygibson@DOC1.WA.GOV>
Subject: Question

HI Eric,

After Donicio was reassigned to the mailroom were you still receiving and approving his leave requests and time cards?
Thanks,

Michele

Michele Wood

Associate Superintendent

Office; 360-794-2630
Cell: 435-754-4559







Wood, Michele I. (POC)

_— -] 'i‘
From: Rainey-Gibson, Eric J. (DOC)
Sent: Friday, March 11, 2022 11:24 AM
To: Wood, Michele 1. (DOCQ)
Subject: FW: serial Covid testing/ time card

Here is one. | never received any response from him on this.

From: Rainey-Gibsan, Eric J. (DOC)

Sent: Thursday, June 3, 2021 §:51 AM

To: Marichalar, Donicio (DOC) <dmarichalar@DOC1.WA.GOV>
Subject: serial Covid testing/ time card

Hi Donicio, 1 was informed you still needed to complete the testing for this week. They are offering it between 1130 and
1430. Thanks.

| have also not received any Time card submissions for the past month and a half. | believe you still need to do this
unless you have been told otherwise, not sure.

1 ‘ Attachmant #: _'-[_
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Department of

Corrections INTERVIEW ACKNOWLEDGMENT
Case 1D number: _ Date of interview: 2. PPl

.
Interviewee: 1A

(Include title or DO
As an interviewee, | have been informed of the circumstances under which the Department of Corrections
releases information. By signing this form, 1 acknowledge that | have been informed that the information |
provide, including my identity, may be subject to release by the Department pursuant to applicable collective
bargaining agreements, RCW 42.56 (Public Records Act), court order, subpoena, and/or other legal authority.

5 / Title: /m;r\’ 8 5 Appointing Authoerity:
# and Fousing assignment, as apl licable)

The Department prohibits retaliation against any person pecause of their involvement in the reparting or
investigation of a complaint. The Department will treat retaliation as a separate offense subject to
investigation, discipline, and/or corrective action. Any concerns regarding retaliation are to be reported to the
Appointing Authority.

individual who is under the Department’s '|urisdiction

1 understand that this is an active and ongoing investigation. In order to protect the integrity of the
investigation, | understand that discussion of any related information is to be limited only to persons who
have a need to know.

EmgloyeelContract Staff/Volunteer (select one box only)

[ | have been advised this interview is for internal administrative purposes only. | understand that refusing to
cooperate with the investigation may result in me being disciplined for insubordination, up to and including
termination of employmenUvolunteer service or the termination of my contract. | acknowledge that 1 am
required to fully and honestly answer all relevant and material questions. if criminal charges aré pending.

or may be filed against me related to the conduct being investigated, | understand that statements | make
in this investigation cannot be used against me in a criminal proceeding pursuant to Garrity v. New Jersey.

| understand that information related to a\legationsf’mcidents of sexual misconduct will only be disclosed to

staff when necessary for related treatment, investigation, and other security and management decisions.
Breaches of confidentiality may be subject to corrective/disciplinary action.

| have been further advised that this is an active and ongoing investigation and that | may not discuss it
with anyone in the workplace except the Appointing Authority or @ Human Resources employee, union
representative, legal counsel, or person with whom | have a legally privileged relationship. | also have
peen advised that | am to refrain from discussing the issues in this investigation with anyone who may be a
witness, to avoid jeopardizing the integrity of the investigation.

OR:

[ | have been advised that this interview is for internal administrative purposes. | understand that | am not
being compelled to answer guestions related to conduct that might be criminal. | understand that refusing
to cooperate with the investigation will not result in me being disciplined for insubordination.

Other (members of the public)

O My part'\cipationfattendance in this interview is voluntary. | have been advised that a witness of my
choosing can accompany me during the interview at my request. Based on this information, | consent to
participate in this)?terview.

3 Y
/.-’/f'
Date g
' & \
M e o 3 /3/a)
Investigator name Signature Date

The contents of this document may be eligible for public disclosure. Social securlty Numbers are considered confidential information and
will be redacted in the event of sucha request. This form is governed by Executive Order 16-01, RCW 42.56, and RCW 40,14, Upon
completion, the data classification category may change.

Distribution: ORIGINAL - Final investigation Report

DOC 03-484 (Rev. 6/18/19) Page 1 of 1 DOC 490.860, DOC 850.010
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INTERVIEW SUMMARY

Case Number: 22-750

Interviewee Name: Sgt. Wayne Crowell
Investigator Name: Michele Wood
interview Date: 3/3/2022

Interview Location: Telephone interview

.- 1: How did Donicio notify you on the days he did not come to work?
- He did not always notify me.of when he was going to be absent. | based the list of
dates of his absences on the days he did not pick up his tools. 1did not know | was
- -supposedfo-track his-abseniees. Donicio was already working in the mailroom when |
got the bid for the Sgt.s position.

- . 2. Did he indicate to you why he was absent from work?

- He told me several things, he had Covid, his family had Covid and some of the call ins
were weather related.

- 3.Da.you know who he was supposed to turn his leave slips into?

I am not sure who he supposed to give those to.

| attest the above statements are true and accurate o the best of my knowledge.

Date: _S-~.3- 2 2

Interviewee Signature:

Attachmeni #: 5/
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Department of

/;‘,;J TN~
Corrections 7€/« | INTERVIEW CK OWLEDGMENT

WASHINGTON STATE

Case ID number: WS P Qa‘ / S:a Date of interview: A 02

Interviewee: 1\anlclo AU r:..(-ésfiffr itle: ¢ M,g,/.c,l-— Appointing Authority: _Zq W i aln CJ"}’IC(ZO\’

(Include title or DOC # and housing assignment, as applicable)

As an interviewee, | have been informed of the circumstances under which the Department of Corrections
releases information. By signing this form, | acknowledge that | have been informed that the information |
provide, including my identity, may be subject to release by the Department pursuant to applicable collective
bargaining agreements, RCW 42.56 (Public Records Act), court order, subpoena, and/or other legal authority.

The Department prohibits retaliation against any person because of their involvement in the reporting or
investigation of a complaint. The Department will treat retaliation as a separate offense subject to
investigation, discipline, and/or corrective action. Any concerns regarding retaliation are to be reported to the
Appointing Authority.

Individual who is under the Department’s jurisdiction

[ | understand that this is an active and ongoing investigation. In order to protect the integrity of the
investigation, | understand that discussion of any related information is to be limited only to persons who
have a need to know.

Employee/Contract Staff/Volunteer (select one box only)

Ijl/l have been advised this interview is for internal administrative purposes only | understand that refusing to
cooperate with the investigation may result in me being disciplined for insubordination, up to and including
termination of employment/volunteer service or the termination of my contract. | acknowledge that | am
required to fully and honestly answer all relevant and material questions. If criminal charges are pending,
or may be filed against me related to the conduct being investigated, | understand that statements | make
in this investigation cannot be used against me in a criminal proceeding pursuant to Garrity v. New Jersey.

| understand that information related to allegations/incidents of sexual misconduct will only be disclosed to
staff when necessary for related treatment, investigation, and other security and management decisions.
Breaches of confidentiality may be subject to corrective/disciplinary action.

| have been further advised that this is an active and ongoing investigation and that | may not discuss it
with anyone in the workplace except the Appointing Authority or a Human Resources employee, union
representative, legal counsel, or person with whom | have a legally privileged relationship. | also have
been advised that | am to refrain from discussing the issues in this investigation with anyone who may be a
witness, to avoid jeopardizing the integrity of the investigation.

OR:

[ I have been advised that this interview is for internal administrative purposes. | understand that | am not
being compelled to answer questions related to conduct that might be criminal. | understand that refusing
to cooperate with the investigation will not result in me being disciplined for insubordination.

Other (members of the public)

[] My participation/attendance in this interview is voluntary. | have been advised that a W|tness of my
choosing can accompany me during the interview at my request. Based on this information, | consent to
participate in this interview.

Dbl 3/% /a2

Infterwewee signature

Date / / ,
Wbl W mdk A4l W/U‘x \) (H‘J“IQ L, /C?/ 03 )

Investigator name Signature Date

The contents of this document may be eligible for public disclosure. Social Security Numbers are considered confidential information and
will be redacted in the event of such a request. This form is governed by Executive Order 16-01, RCW 42.56, and RCW 40.14. Upon
completion, the data classification category may change.

Distribution: ORIGINAL - Final Investigation Report . — b;
i N
DOC 03-484 (Rev. 6/18/19) Page 1 of 1 3 DOC 490.860, DOC 850.010

Fags Data classification category 1








INTERVIEW SUMMARY

Case Number: WSP 22-750

Interviewes Name: Donicio Marichalar

Investigator Name: Michele Wood

Interview Date: 3/9/2022

Interview Location: Pasco Best Westem Hotel Vinyard Room377d0d50

1. Why did you not tum in leave requests for the days you were not at work from
QOciober of 2021 through February 15th of 20227? According to the records from the mail
room Sgt. you missed 30 days during the time frames mentioned.

A lot of the time | missed was due to Covid. | don't know why | did not tum in leave
slips. | know it is my responsibiiity to complete leave slips. | was not aware of the
amount of time | lost. | find it surprising that | did not turn in slips.

2. Do you remember completing timecards and submitting them during the time
frame of October of 2021 through February of 20227

Prior to going to the mailroom, if | was going to be out, | would call the Qutpatient Clinic
but then when I went to the mailroom, | was told to call the mailroom Sgt. as he is my
point of contact. 1 was iold to through him for my leave. | was under the impression that
once | siarfed working in the mailroom, | did not have to de timecards.

3. Do you have anything else to add?
No.

Attachment £: L







| attest the above statements are true and accurate to the best of my knowledge.

" Date: 3? ég,g; o 2R

R fes "

o

Interviewee S]gnature_ Jran

4

Attachment #: {2
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Department of
Corrections INTERVIEW ACKNOWLEDGMENT
Case ID number: WS P a& =25 O Date of interview: 3/,3 / 202

Interviewee: Darren C\nl“@\\,\  Title: Health Setvie flgr Appointing Authority: ?q /1 qé éAqu/
(Include title or DOC # and housing assignment, as applicable)

As an interviewee, | have been informed of the circumstances under which the Department of Corrections
releases information. By signing this form, | acknowledge that | have been informed that the information |
provide, including my identity, may be subject to release by the Department pursuant to applicable collective
bargaining agreements, RCW 42.56 (Public Records Act), court order, subpoena, and/or other legal authority.

The Department prohibits retaliation against any person because of their involvement in the reporting or
investigation of a complaint. The Department will treat retaliation as a separate offense subject to
investigation, discipline, and/or corrective action. Any concerns regarding retaliation are to be reported to the
Appointing Authority.

Individual who is under the Department’s jurisdiction

"I I'understand that this is an active and ongoing investigation. In order to protect the integrity of the
investigation, | understand that discussion of any related information is to be limited only to persons who
have a need to know.

Employee/Contract Staff/Volunteer (select one box only)

/@(l have been advised this interview is for internal administrative purposes only. | understand that refusing to

# cooperate with the investigation may result in me being disciplined for insubordination, up to and including
termination of employment/volunteer service or the termination of my contract. | acknowledge that | am
required to fully and honestly answer all relevant and material questions. If criminal charges are pending,
or may be filed against me related to the conduct being investigated, | understand that statements | make
in this investigation cannot be used against me in a criminal proceeding pursuant to Garrity v. New Jersey.

| understand that information related to allegations/incidents of sexual misconduct will only be disclosed to
staff when necessary for related treatment, investigation, and other security and management decisions.
Breaches of confidentiality may be subject to corrective/disciplinary action.

| have been further advised that this is an active and ongoing investigation and that | may not discuss it
with anyone in the workplace except the Appointing Authority or a Human Resources employee, union
representative, legal counsel, or person with whom | have a legally privileged relationship. | also have
been advised that | am to refrain from discussing the issues in this investigation with anyone who may be a
witness, to avoid jeopardizing the integrity of the investigation.

OR:

(] I have been advised that this interview is for internal administrative purposes. | understand that | am not
being compelled to answer questions related to conduct that might be criminal. | understand that refusing
to cooperate with the investigation will not result in me being disciplined for insubordination.

Other (members of the public)

My participation/attendance in this interview is voluntary. | have been advised that a witness of my
Freol chog ng can accompany me during the interview at my request. Based on this information, | consent to

M\ parficipate in this interview.
@ 3/ 3 / 202

Interviewee signature Date - ) ;
M'.C/,(\ﬁ,lf Woad A/HJVQ/\, L/‘JCH’IP‘ 3/7)/;)"2”
Investigator name Signature Date

The contents of this document may be eligible for public disclosure. Social Security Numbers are considered confidential information and
will be redacted in the event of such a request. This form is governed by Executive Order 16-01, RCW 42.56, and RCW 40.14. Upon
completion, the data classification category may change.

Distribution: ORIGINAL - Final Investigation Report

Attachi t #:
DOC 03-484 (Rev. 6/18/19) Page 1 of 1 chment ] DOC 490.860, DOC 850.010
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INTERVIEW SUMMARY

Case Number: 22-750

Interviewee Name: HSM3 Darren Chlipala
Investigator Name: Michele Wood
Interview Date: 3/3/2022

Interview Location: Teams Interview

1. Can you explain the call-in logs you provided and what the yellow highlights
means?
When staff call in to say they will be late or out sick they call the outpatient clinic who
puts the information on the log. The yellow highlight indicates the person is a staff
member. CIS means the called in sick.
2 How do supervisors ensure their staff complete leave slips?
Supervisors are responsible for their direct reports; however, it is the responsibility of
the employee to make sure they complete leave slips for time missed. WSP does not
have a tracking mechanism for ensuring leave slips are completed.
3. On the handwritten log it shows some people call in late. How do you track the
number of hours a person misses that day and how do you know if they show up for
work?
We don’t have a mechanism for tracking how many hours they miss if they call in late.
Donicio does not go through the building his supervisor works in, so we don’t know
amount of hours he misses or if he comes to work.
4. Who is his supervisor?

Eric Rainey-Gibson.

5 Do you have anything else to add?
I think Donicio will honestly answer your questions.

| attest the above statements dre true and accurate to the best of my knowledge.
% i ( Z % ‘
Interviewee Signature:,\ ‘ : Date: ‘_':_';/3 / 20 22
e r/

Health Services Manager 3

Attachment #: j_
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Wood, Michele I. (DOC)

From: Cole, Ronna J. (DOC)

Sent: Monday, February 14, 2022 12:57 PM

To: Jones, Lindsey K. (DOC); Morrow, Lisa M. (DOC)
Cc: DOC DL WSP HS HR

Subject: RE: Donicio - Investigation

Follow Up Flag: Follow up

Flag Status: Flagged

Paused

From: Jones, Lindsey K. (DOC) <lkjones1@DOC1.WA.GOV>

Sent: Monday, February 14, 2022 10:57 AM
To: Cole, Ronna J. (DOC) <rjcole@DOC1.WA.GOV>; Morrow, Lisa M. (DOC) <Immorrow@DOC1.WA.GOV>

Cc: DOC DL WSP HS HR <docdlwsphshr@DOC1.WA.GOV>
Subject: FW: Donicio - Investigation

Ronna - Please pause on inputting any leave for him. We need to assign out the investigation and go through the just
cause process. Let’s chat about this sometime this week so we’re an the same page.

Lisa — Please draft the allegations for Donicio’s leave investigation and get it to Ronna for approval.

Thanks!

From: Cole, Ronna J. (DOC) <rjcole@DOCL.WA.GOV>
Sent: Friday, February 11, 2022 10:04 AM

To: Morrow, Lisa M. (DOC) <Immorrow@DOC1.WA.GOV>
Cc: Jones, Lindsey K. (DOC) <lkjones1@DOC1.WA.GOV>
Subject: FW: Donicio

I am working with an HQ person to get his leave submitted.

5

My 2

e
}

From: Chlipala, Darren M. (DOC) <dmchlipala@DOC1.WA.GOV> -u Es

Sent: Friday, February 11, 2022 9:48 AM

To: DOC DL WSP HS HR <docdlwsphshr@DOC1.WA.GOV>; Cole, Ronna J. (DOC) <ricole@DOC1.WA.GOV>

Subject: FW: Donicio

This is what we got from the current Mail Rm Sgt. | will go through our internal database for when people call out today.

From: Crowell, Wayne V. (DOC) <wvcrowell@DOC1.WA.GOV>
Sent: Friday, February 11, 2022 9:43 AM
To: Rainey-Gibson, Eric J. (DOC) <ejraineygibson@DOC1.WA.GOV>; Chlipala, Darren M. (DOC)

Attachment #: SD
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, %7 }U)a:’} P /‘L
<dmchlipala@DOC1.WA.GOV> % 2

Subject: FW: Donicio

After some further digging this is what | found. Here are a list of date that he was not here.

11/05/21, 11/15/21, 11/17/21, 11/24/21, 11/30/21, 12/02/21, 12/03/21, 12/09/21, 12/14/21,12/20/21, 12/23/21
01/03/22, 01/05/22, 01/06/22, 01/07/22, 01/10/22, 01/12/22,01/19/22, 01/21/22, 01/24/21,01/25/22,01/26/22,
01/27/22,01/28/22,02/01/22, 02/02/21, 02/03/22, 02/04/22,02/07/22, 02/08/22.

On 01/31/22 He was here from 1300 until around 1500

He is here today 02/11/22. Showed up around 0930

From: Crowell, Wayne V. (DOC)

Sent: Friday, February 11, 2022 9:19 AM

To: Rainey-Gibson, Eric J. (DOC) <ejraineygibson@DOCL.WA.GOV>; Chlipala, Darren M. (DOC)
<dmchlipala@DOCL.WA.GOV>

Subject: RE: Donicio

| have been out since 02/01/22 and today is my first day back. | am not sure of the dates, but prior to me being out,
Donicio has been absent multiple days during December and January. My staff told me that he was gone all last week
and only worked 2 days this week.

From: Rainey-Gibson, Eric J. (DOC)

Sent: Thursday, February 3, 2022 12:12 PM

To: Crowell, Wayne V. (DOC) <wvcrowell@DOC1.WA.GOV>
Cc: Chlipala, Darren M. (DOC) <dmchlipala@DOC1.WA.GOV>
Subject: Donicio

Hi Wayne, | was informed you were out today but when you get this could you let me know any days that Donicio has
missed? Any information on this would be much appreciated. Thanks

Attachment #: %
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rpt05_[ndividualReportESS from: 3121 To:  2/10/22 P N
Total Hours 126.0
StartDate EndDate Hours AbsenceType AbsenceName LeaveStatus Operation  BaseSystem
MARICHALAR, DONICIO 776382
3/15/2021 3/15/2021 6.0 9048 Sick Leave POSTED INS Gj _.j
3/16/2021 3/17/2021 16.0 9006 Vac Lv in lieu of Sick POSTED INS g __l_
3/30/2021 3/30/2021 8.0 9006 Vac Lv in lieu of Sick POSTED INS E 5'21
5/19/2021 5/20/2021 16.0 9003 Vacation Leave POSTED INS =
6/1/2021 6/1/2021 8.0 9047 Personal Holiday Shift POSTED INS
7/20/2021 7/20/2021 8.0 9003 Vacation Leave POSTED INS
7/21/2021 7/23/2021 24.0 9048 Sick Leave POSTED INS
8/16/2021 8/16/2021 8.0 9006 Vac Lv in lieu of Sick POSTED INS
9/20/2021 9/20/2021 8.0 9006 Vac Lv in lieu of Sick POSTED INS
9/22/2021 9/22/2021 8.0 9003 Vacation Leave POSTED INS
9/27/2021 9/27/2021 8.0 9048 Sick Leave POSTED INS
10/18/2021 10/18/2021 8.0 ° 9006 Vac Lv in lieu of Sick POSTED INS
Total MARICHALAR, DONICIO 126.0
Attachment #: ﬁ_
Friday, February 11, 2022 Page__)___,of,_’__ Page 10f1







Wood, Michele I. (DOC)

R T
From: Aguilar, Daniel (DOC)
Sent: Friday, March 4, 2022 10:53 AM
To: Wood, Michele I. (DOC)
Subject: RE: Marichalar, Donicio
Hi Michele,

01/02/21 8Hrs Sick leave

01/19/21-01/21/21 24 HRS Vacation in lieu of sick
02/10/21 8 hrs sick leave

02/12/21 1 hr Inclement weather

02/26/21 8 hrs Sick leave

Current leave as of 02/28/22
Sick 64.5 Hours

Vacation 111.6

Personal holiday 1 day

Thanks,

Do Agullay

Local Payroll Liaison {Timekeeping)
Fiscal Analyst 1

Washingten State Penitentiary
1313 N. 13% Ave.

Walla Walla, WA 99362
(509)526-6523

{509)629-6394

From: Wood, Michele 1. {DOC) <miwood @DOC1.WA.GOV>
Sent: Friday, March 4, 2022 10:45 AM _

To: Aguilar, Daniel (DOC} <daniel.aguilar@DOCL.WA.GOV>
Subject: Marichalar, Donicio

Hi Daniel,

| have been assigned an investigation regarding the above employee. I have an individual report regarding his leave
submittal from 3/1/21 through 2/10/22 but ! also need a report for any leave he may have submitted from 1/1/21
through 2/28/21. Also can you please tell me his leave balances?

Thanks for your help with this.

Attachment #: , 0
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Please call if you have any questions and you can also reach out to Lisa Morrow if you need confirmation of this
investigation.

Michele Wood

Associate Superintendent
Office: 360-794-28630
Celi: 435-754-4559

Attachment #: i O
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WSP Dalily Clinic Log Medical DO {509) 386-0542 / Qé \(\'( Response Nurses: ECRN /B912 c9
7 . NOC
On-Cali Provider (509) 540-4495 Rlental Health DO (509) 386-4195 Al
Coleman, Bill 509-301-2279 Ph
DATE: Tuesday JANUARY 5 2021
TINE ENVIATE INECRMATION ENCOUNTER DETAILS ASSESSED AT
IN ouT DOCH INMATE NAME UNIT COMPLAINT TREATMENT ORC 5¢C UNIT PH CALL

Roy Sherman C!S/-ﬁon Covid. .

R ey

o|o|lc|oldiololololols

oo oo ploa gl

1025 754230 Hawkins Releasing Temp & sx chack, R Issued
M
1035 $80472 Davis Releasing Temp & 5x check, Rx issued
]
0900 257867 MacFarlane Wound on hip sean by Olivar.
] {1
1000 750465 Barragan nunched wall, swollen bruised hand seen by Oliver.
b ] ]
1 Lavigna CIS for PM IMUN; non-covid -~ ~.[1ackie o cover . - [:] [ R | [:]
1200 422585 Soderberg Releasing Temp & sx check, refused release Rx ] 4
2] O [
0800 68177 Morfin Clear Over: F/U Right Ear Pain, Unit 6 Seen by provider, Orders inltiated
£ Cl
0815 716596 Washington U6 Clear Over: Pill line nurse reports R eye swollen and red on eye lids[Seen by provider. Orders nitlated
| )
0850 857520 Lagdaan Us Clear Qver: Dressing Change DOressing changes stopped. Wound 15 healed shut. o o
[}
0900 856181 Pelium 5] Ciear Quer: #/U downtown trip for Abdominal Pain Seen by provider. Orders recieved. Consuit done.
: } | |
0930 832019 Miles us Ciear Overt F/U after fall on stairs last week; bek pain Seen by provider: Orders Intiated. @
(] [
1230 873085 8ainarg us Ciear Over: Kite triage by provider, Palnful lurnp behind left ear  |Seen by provider, 180 done. Drassing to site, €x &
i obtalned. Meds initiated. ] 3 ]

0615 il Brown Amanda Edwards awars

=
o|ojo|o|o|ojololaioio|lolololoja)o|o|o|c|ojojd|ololo

840581 Warren, dermell DELTA Medical emergency for groln/abdaminal/chest pain. madically assessed, provider notified, new arders rJ
recelved, to be further evaluated in the marning ]

424518 Borlng ey To PSMMC for forelgn body Ingestian 0
o :gt O Cl )
& 8 o|H 1 [

- 0
\)J ci Cl | 0

] Hr
o oM 0 A
ol e I B
o | P10 | Attachmepy# | VO
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WSP Daily Clinic Log Medical DO (509) 386-0542 Response Nurses: ECRN /B311 co1

abey

# JUSLUYOBRY

L "

NOC
On-Call Provider (509) 540-4495 Menta! Health DO (509) 386-4195 AN Josifek
PM
DATE: Thursday JANUARY 14 2021
TIME INMATE INFORMATION ENCOUNTER DETAILS ASSESSED AT
1N ouT DOC# INMATE NAME UNIT COMPLAINT TREATMENT OPC ECC SCC UNIT PH CALL
0000 Pandemic checks done O O O 0 0
0600 Clarisa Fierros CIS 0] ~ a 0 [
0635 Charles Batte CIS Not covid related y O
[ 18] e i ]
0700 Dr. Page wiil be [ate = O
= e e, O
0715 1ason Knittle CIS Non-Covid Related " —
W = ] =
0735 Denicio Running Late T i % = =
flo lease 510 (| 0
0755 Deleon Running Lats y = = i
e S e O = Al u
0830 781779 Cothren u1o Clear Over: Follow up: Lab review Seen by provider. = |
O O
0840 408516 Lauricella u1o Clear Over: F/U Increased Angina/Kite Triage Seen by provider. New orders received. MARIND = 0
O 0
0845 864443 Giboney L] Clear Over: Sick Call; "Throat Swells whne sizeping” Seen by proivder. Labs drawn. Orders received =@ il
O (] ]
Q0230 833164 Welsh ug Clear Over: Ear Lavage Been using debrox x1 month R/T quarantine. Ear lavage ]
completed w/o problem. 0 O O
Qsoe 283135 Ainardi RAINIER  [clear over f/u chest pain seen by R. Oliver 0 0O
0 ] O
1030 408822 Rios, Saul RAINIER  |clear over f/u chest pain seen by R. Ofiver Zio Patch placed 0 M
O — O O
1230 875725 Brown, C. us Clear Qver: Sick Call: Right ankle injury Seen by proivder. Crutches issued. Orders received. & 0
MARINO Ol O
1400 T. Nea leaving early. =
| .
] 0l O
1430 S. Vance CIS for tomorrow. Non-COVID related. {Amanda aware. — 0
LIS 0 L
1715 K. Garcia called unable te do COVID checks tomorrow. - 0O
3l e WL N O
gl |91 O
g1P 181 O
ol (%o =
0
23 Rl Al 1 = O
O - O 0
o - |- lg O
O O
O - [} [}
O (] 5
O ] ]
o| 9 | B | o Atachment #
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g;o :§ abey

—_

t# USiLyYDEY
Ql

WSP Baily Clinic Lon Medical DO (509) 386-0542 W Response Nurses: ECRN /8911 o1
\ O\ NOC Gar
On-Cali Provider (509) 540-4495 Mental Health DO (502) 386.-4165 \ AM
PM
DATE: Wednesday JANUARY 20 2021
TIME INMATE INFORMATION ENCOUNTER DETAILS ASSESSED AT
N QUT DOCE INMATE NAME UNIT COMPLAINT TREATMEMNT oec ECC SCC UNIT PH CALL 1
0230 424515 Boring MHU/E  finformed by custady that p. to be transferred via fixed wing to
Swedish in Seattle u g - O 0
: Amamfa Edwards will be In about noon toda\n nu i T I A A .
5. Deleun EIS fur M!i : - '7 : . Non-Cavld .. b L 1 - |
_ Ly ot Tolo oy s
St 5 KnappC|5fer MH ' Non-Covid - : ol 0 ™
} o u R B e e e e =
Dr LuuCISnotCD\.ﬂDrelated : S N I L Y et
0 D B__ [ R
ManSummersC|SnotCDVIDrelatnd - T R o o I RN DI R
Doniquarlchalar calledfn--notr:uvld re)ated - B4 s B N s L
NC\ L—G-(}\\){L,S UQ s ! D D S R
. Huthanneusfoﬁodav ! : RO : R | - S e
RN R L Y L ETRIREEDN ot il Bl Ml L I o I
0835 378565 Gammon Releaslng Temp & sx chack, Rx issued 1 |
0 O
Ge0s 881676 Crisimon Releasing Temp 8 sx chack, Rx issued I 0
[} i
o b 1awgne Clsfor PM IMUN nas :ovid I T e I e
A o Ml e e Rt
T, Meito GS nun ccwld ) = |y o
: s SRR SINR et AN S eee SRR B Ml B e et
0930 32558) Crozco uig Clear Over Sick Call: Faclailrrltatlon/Rash Seen by provider: ne new orders ot this time, MARIND ]
‘ m] . 0
1000 879190 Pate us Medical £mergency: Possible foat infection/Pain Seen by provider: orders Initlated, MARING B 0
_ | [
Caryn Nobhs cailed oﬁfnr QPC 2n@ shift 01[21/2021 nom’ covld Kirsten Brannon aware and no coverage per Rirsten, e 0 | R M
McAlveyleavingfartheday S [ 'D o o
1450 B43345 eckard IMUS declare med emergency about missed med at noon false emergency; no mandatory med at noon O 0
[ 0
1830 379360 Anderson, Shomar! BUN Arrived on chain this afternoon. Complalnt of sore throat and Assessment by K, Brannon and meved to Isolation | 0
. loss of taste at evening pill line, housing, 0l [ [}
- |KATHY ARMENTROUT €IS FOR 1/21/21 Con oL INONCOVIB ol 0 ] PP o
nl2 19 | g Q0
o0 0 O (]
a2 (%o D
a|P 0| 0
otY 180 g .
o |B1n 0
ol %o [
] o |c [ Attaghment ‘#:
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WSP Daily Clinic Log Medical DO (509) 386-0542 Response Nurses: EC RN /B9i1 co1
NOC Gar
On-Call Provider (509) 540-4495 Mental Health DO (509) 386-4195 AN Josifek Cha
PM
DATE: Thursday JANUARY 21 2021
TIME INMATE INFORMATION ENCOUNTER DETAILS ASSESSED AT
IN QuT DOC# INMATE NAME UNIT COMPLAINT TREATMENT orC ECC SCC UNIT PH CALL
Q300 365647 Herrera IMUS Declared medical emargency d/t HA Ouz to unit to assess O O 0 0O
0550 Barb Garner (15/non Covid ! 5 — P
DR S g
0750 Donicio Marichalar cailed in—not Covid relatad i | Vs = = M
No Leade S| 0 Clslemsd Sl 0
0835 Carleen Grimes CIS - not Covid ralated 0 O
O L Ll
€845 Celeste Lopaz CIS - Not COVID related *Late Entry™ - |
i 0 O L I
0830 717469 Serranc Clear Over: Sick Call from Unit 8: Back Pain Seen by proivdar, Ptto go to PSMMC ER by state car. To = = PSH
OPC for staging. MARING O O
1000 914687 Dechant GOLF Cleared over for portacath flush flush done O O
[} | ]
i 1. Lavigne CiS-not COVID related Transferred to Amanda Edwards m 0
Lt Ll L] oa
0745 779626 Tiff Clear Cver: Sick Call from Unit 8: Knee Pain Seen by provider. L&l paperwork completed. Orders = 0
initiated. [ a 8]
0745 350224 Kairez Clear Cver: Sick Call from Unit 8: Fluid Filled Bumps an Head Seen by provider. Orders initiatad. MARINO 0
0 O
0800 854861 Vann Medical Emergency: Rash on face with facial swelling Seen by provider. Wound culture done, Meds initiated. [ O
g 0
Q830 358673 Ramirez Clear Over: Sick Call frem Unit 8: BP Issues/recent fall Seen by provider. Crders initiated. MARINO o
] O @
1200 835626 Casensda ECHO Cleared over for labs, rule out rabdo patient admitted to IPU O O
O i |
1145 367323 Mitchell uio Clear Over: Wound Check right groin Seen by RN and provider. More drainage. Wound Cx ] O
obtained and antibiotics initiated. MARINO O 0 5]
1210 800634 McMath u10 Clear Over: Kite triage—"needs dressing supplies”. Recent Seen by provider and RN. HSR's updated. Dressing = C
chain intake supplies provided. MARING [ ] =
1430 275919 Burkey ADAMS  |Pre-check before outside appintment. Afebrile 7.5 PO. No s/s of COVID. O O
0 O ]
1550 275919 Burkey returned from downtown appt. afabrile 96.% scan ) ]
O O (]
1835 1. Brannan [eft early approved by T. Melten 0 m
u] ] L
2000 S. Hussey CIS for Sun., Mon., & Tues. 3rd shift. Non-Covid per T Mefton. O Ci
related. Ll 0 O
i 2100 P. Josifek leaving early. approved by T. Melton 1 1
WHESA A e n
2
a O
ad O [}
o1 o O O 0
[
0 =) O
O 0
O ] 0]
() C
] 0 a
c °C
O ] i
O O
O O B
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WSP Daily Clinic Log Medical DO (509) 386-0542 Response Nurses: ECRN /8511 col
’
Koenig, Wendy (508)520-8653 NOC
On-Call Provider {(509) 540-4495 Mental Health DO {509) 386-4195 A Josifek Mc#
PAC - J. Reyes (509) 520-4327 PM
DATE: Wednesday February 17 2021
TIME INMATE INFORMATION EMCOUNTER DETAILS ASSESSED AT
IN ouT DOCH INMATE NAME UNIT COMPLAINT TREATMENT OPC ECC SCC UNIT PH CALL |
0650 N. Phillips CIS, non-covid . D O 0 0 a
0725 D, Marichalar will be late A | | 1
NG LP/:.}\'\} - Sub m H,Lb\ D 3 o
0740 R. Reynolds CIS for PM GPC, non-covid O O
A | [ |
0745 849277 Kaelin u10 Medical Emergency: Severe Back Pain/Can't get out of bunk Seen in cell by RN & provider. Orders initiated O )
] = =
0900 914274 CARPENTER Williams  |COMPLAINED OF CHEST FLUTTERING SEND TO PSMMC ER{ AMBULANCE LIGHTS AND SIRENS) 0
. FOR FURTHER ASSESSMENT AND/OR TREATMENT. 0 O Cl
1010 J. Lavigne CIS for PM IMUN i
w2 O
1155 960043 Hammons ug Clear Over: Rapid COVID test for release on 2/18/21 Rapid COVID completed. Neg. Resultsscanned to = &
required staff. O B [
1100 7784385 Kinchen us Rapid COVID test for release on 2/18/21 Done in unit by COVID nurse during daily checks. MNeg. O ]
Scanned to reguires staff (] =
1230 K. Jacksen CIS for AM COU , non-covid O O
O 0 {
1445 411193 Diario PU Possible cervical fracture To SMMC ER via non-emergent ambulance per J. Reyes ] O
for evaluation and treatment. ] O
1810 386487 Martinez Delta Altercation exam None 0 ]
O | 0
1810 421570 Hernandez Delta Altercation exam None | O
O 0 C
ol Y |o O
B Y O
{218 1 n 0
=3 Rl Lol = O
}
=8 Rt Bl W O
=8 Lol Al M= =
C
O o O
3 Sl sl W O
i 15 1@ 0
BIRIE ] O
g = 1=]m O
=8 Rl Bl = O
SLELEE- 0
glP2 18 n O
o L G R = T I
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WSP Daily Clinic Log Medical DO (509) 386-0542 Response Nurses: EC RN /B911 co1
Melton, Tom (508) 540-1216 NOC
On-Call Provider (509) 540-4495 Mental Health DO (509) 386-4195 AM Josifek Not
PAC - JE Phillips (509) 5204396 PM
DATE: Friday February 18 2021
TIME INMATE INFORMATION ENCOUNTER DETAILS ASSESSED AT
iN ouT DOCH INMATE NAME UNIT COMPLAINT TREATMENT OrPC ECC SCC UNIT PH CALL
0245 328407 Whitmarsh, Brian uio RLQ Abdominal pain Assessed. Sent to SMMC ER via noncode ambulance for O = 0O 0 =
further eval.
G4:15 M. Dempster-Summers CIS O m (] 0 m
0810 Whitmarsh, Brian PSMMC ER |Returned from SMMC - CT clear. Medicaliy stable to return to unit O O
O O
0700 € Mobbs to leave Approved by R Sherman RN3
at 1200
0715 R. Ongers CIS Non covid [
Celis n U
0725 Denice is running late dus to the weather 1 L . ~ e l 1 1
b NO | epde SubmHed | o Lo .
0810 314039 Wallace uio Medical Emergency: Call from Industries; large draininglump  |See by RN. Provider contacted by phone. Orders 0
on forehead received and noted. Wound o done and meds initiated, | [ [l [l
0805 944686 Bryan ue Supply Pick-Up: Wedge Wedge issued; DME signed O 0
] ] )
go10 912327 Dampier ue Supply Pick-Up: Wedge Wedge issued; DME signed 0 O
J ] 0
0210 967327 Irvine ué Supply Pick-Up: Wedzge Wedge issued; DME signed 0O O
[m] ‘ O dJ
0915 310309 Bunting ue Supply Pick-Up: Wedge Wedge issued; DME signed O =
[N} W] O
0915 368862 Burns us Supply Pick-Up: Wedge Wedge issued; DME signed O O
O 0 [
0915 710618 Tardiff us Supply Pick-Up: Wedge Wedge issued; DME signed O O
3 O [}
0959 8420862 Francis uio Pre-Release Rapid Antigen test MNEGATIVE O O
[ ] [} ]
1031 sam CIS for third shift A/f 2/15/21 transferrad call to clarissa. D. Moss to cover of VOT O '
0 7 L] Ll
1047 Janelle Lavigne CIS non covid O 1
O Rign O
430 346384 Smith, Daniel ca CCl intake from Nez Peirece. Intersystem intake done, COVID test done, No s/s COVID, O 0 |
afebrile, PPD done. M)
1525 345384 Smith, Daniel IMUN Checked SAW re: medications. (he states he is on lisinopril and [Called and left message with Nez Perce County Jail O ]
prilosac). Only medication SAW 11/2020 (hydrocodone) medical to inquire about any medicaticns. [ O 0
1705 388101 MicPhillips IMUN C/0 dizziness and headache 3 days post altercation w/ reported |Assessed by RN. On-call provider called; orders recaived O O |
LOC during altercation & initiated. Sick Call next Wednesday O B
2015 P. Josifek leaving T. Meiton aware 1 n
i | . O
2110 C. Nobbs CIS non covid C Grimes to cover 0 0
Ll ] =
ol |B o O
O
o 0 O
O O
] d 0
O -
u i 0 O
O (]
O E ]
L2 I8 | g O
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WSP Daily Clinic Log Medical DO (509) 386-0542 Response Nurses: EC AN /BS11 ca1
NOC
On-Call Provider (509) 540-4495 Mental Health DO (509) 386-4195 Al
P
DATE: Nonday February 22 2021
TIME INMATE INFORMATION ENCOUNTER DETAILS ASSESSED AT
IN ouT DOC# INMATE NAME UNIT COMPLAINT TREATMENT OrPC ECC SCC UNIT PH CALL 1
2315 334978 Kim ECHO Covid check O 0O 0 O O
0350 Traci Munns CIS Ol O 0 0 3
0740 D. Marichalar will be late | é}
No lewe Sbmited (a2 0] O
0925 381407 Hyndman u10 Leaving for Work Relzase Afebrile, No S/S, Medications given- No rapid anigen test o '
due to going to work release per A, Scott J O ]
0350 D. Thampson CIS for PM [PU, non-covid 0 )
gt (] 5 . Ll
0900 422674 Bryant, Nathanial VICTOR  |clear over abcess 1&D, Rocaphin inj O O
] 0 0
1051 423220 Alfaro GOLF Assaulted his cellie. Small scrapes to TX TO IMUS O | i
knuckes, Sprayed with OC O L] 0
1100 1200 421159 Ventura-Bautista Golf Assault: abrasions, swelling and burns to face/scaip Cold water rinse, pain Ry, silvadene, x-ray, admitted to O 0O
IPU I OJ
0505 late entry T. Munns CIS for Tuesday Y. Ibarra {o cover lab. Yesenia aware Ol '
! - O (]
1230 421657 iMendoza-Preciado Releasing Temp & sx check O ol
[} ]
1600 759483 Ledezma Releasing Temp 97.7, nc s/
B iHL g O
1700 1720 839621 Crafion-Jones VICTOR Went down to PSMMC at 1130 for SOB. Returnad to WSP at Felling much better. VSS 02 sat S8% on RA. Exacerbation O M
1700 of CHF. Sent back to Victor per Marino 5] = El O
1700 404708 Schallock GOLF Altercation with Swain in Golf East Side dayroom Slight redness and swelling Left Eyebrow. Denies any O O
further nead for medical. O J
1700 885365 Swain GOLF Altercation with Schallock in Golf East Side dayroom Right Knuckle redness. OC'd. Medically clearad O &
= El 0
1850 752880 Piercs, Scott VICTOR  |Altercation in Victor dayroom, neck and back pain, nausea and | Medically assessed by A-911 RN, on-call medical provider | o
vomiting, changes to sensation T. Marino notified, new orders: transfer lights & sirens O O
1850 377312 Herrin, Keiley VICTOR  |Altercation in Victor dayroam, only complaint of chronic Madically assessed by A-911 RN, medically cleared for 0 0
shoulder pain. custody determined housing [ O
1940 743780 Valenzuela IMUN intrasystem Intake from MCC Afebrile, No 5/5, Covid testad O i
[2] O O
2160 len Meyers will ba in around Sish 0 N
iz - LIe ] Lk
il B B W = O
(] [
O d O
O
Hl2 [P O
(I ]
] 0 O
oo 3 O a
O |
O ] |
£] [
(] 5] [
O O
1 ] O
B{® 1% |8 O
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_\I_\Iood, Michele I. (DOC)

st sk arspmresy
From: Morrow, Lisa M. (DOC)
Sent: Monday, March 14, 2022 5:39 PM
To: Wood, Michele I. (DOC)
Subject: RE: Bid question

11/6/2021

Lisa Morrow

Human Resources Consultant

DOC Health Services — East Division
Cell: (509) 956-5147

Email: Immorrow@docl.wa.gov

From: Wood, Michele |. (DOC) <miwood @DOC1.WA.GOV>
Sent: Monday, March 14, 2022 1:58 PM

To: Morrow, Lisa M. (DOC) <Immorrow@DOC1.WA.GOV>
Subject: Bid question

HI Lisa,

Sorry to bug you again but | am trying to find out when Sgt. Wayne Crowell was awarded the bid to the mailroom. This

is for my investigation on CMCH 2 Marichalar.
Thanks for any help you can provide.

Michele Wood

Associate Superintendent
Office: 360-794-2630
Cell: 435-754-4559

Attachment #: _[_.L_
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Wood, Michele I. (DOC)

I T TS S s
From: Aguilar, Daniel {(DOC)
Sent: Wednesday, April 6, 2022 4:05 PM
To: Wood, Michele |. (DOC)
Subject: RE: Time Card question

Hi Michele,
He was a salaried employee and his annual salary was $74,604

Thanks,
Dan

From: Wood, Michele I. (DOC) <miwood@DOC1.WA.GOV>
Sent: Wednesday, April 6, 2022 3:49 PM

To: Aguilar, Daniel (DOC) <daniel.aguilar@DOC1.WA.GOV>
Subject: RE: Time Card question

Hi Dan, .
Can you provide me with Mr. Marichalar’s hourly wage as a CMHC2?

I have to provide a dollar amount regarding the time he has missed and not completed leave slips.

Thank you.

From: Aguilar, Daniel (DOC) <daniel.aguilar@DOC1.WA.GOV>
Sent: Tuesday, March 15, 2022 10:03 AM

To: Wood, Michele I. (DOC) <miwood @DOC1.WA.GOV>
Subject: RE: Time Card question

Hi Michele,
He did not fill out any time cards during that period.

Thanks,

Dan Agullay

Local Payroll Liaison (Timekeeping)
Fiscal Analyst 1

Washington State Penitentiary
1313 N. 13" Ave.

Walla Walla, WA 99362
{509)526-6523

{509)629-6394

-
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From: Wood, Michele I. (DOC) <miwood @DOC1.WA.GOV>
Sent: Monday, March 14, 2022 2:04 PM

To: Aguilar, Daniel (DOC) <daniel.aguilar@DOC1.WA.GOV>
Subject: Time Card question

This question is in regards to my investigation of CHMC 2 Marichalar.
Can you send me a report that shows how many time cards he failed to fill out from October 1 of 2021 to February 157?

Michele Wood

Associate Superintendent
Office: 360-794-2630
Cell: 435-754-4559

7
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Department of 021 PERFORMANCE AND DEVELOPMENT
Corrections B PLAN (PDP) EVALUATION

WASHINGTON STATE I ) LA IR AR

Performance Period

From: 3-1-19 To: 3-1-20
Purpose of Plan and Review <] Annual [] Trial Service [_] Probationary [] Transitional [_] Other (specify)
Employee Last Name Employee First Name Employee Middle Name (Initial) Employee ID Number
Marichalar Donicio 00776382
Position Class Title Working Title Position Number (Object Abbrev.)
Correctional Mental Health Counselor 2 CMHC2 2167
Employer (Business Area) Division (ORG Unit) Evaluator's Name
WA Department of Corrections WSP Health Eric Rainey-Gibson, Ph.D./Psych 4
Services/RTU

Part 4: Interim Reviews (optional)

Part 4 is an optional section that may be used during the course of the performance period to adjust performance
expectations if circumstances change, and/or to document interim feedback sessions.

Part 5: Performance Feedback

Provide a narrative assessment of the employee’s performance in relation to the Key Results and Competencies
Expected that were outlined in Part 1. The assessment must be based on performance observed or verified.

Key Results Assessment

To what degree did the employee accomplish the expected results and how well were they done?

Mr. Marichalar has been working in the Residential Treatment Units of the Washington State Penitentiary as a Correctional
Mental Health Counselor 2 since 8-26-2015. He has been under the supervision of Dr. Zeisler for the majority of this time.
As of January of this year this supervisor took over clinical oversight responsibilities for a number of staff in the Residential
Treatment Unit at WSP. Upon review of the supervisory file it was noted that no current Performance and Development
Plan had been put into place and two Supervisory Conference forms were in the file. As such this supervisor can only
speak to largely the last month of the evaluation period with the first supervisory session occurring on January, 29, 2020. |
will comment on the notes of the two supervisory conferences noted by Dr. Zeisler but will be unable to articulate Key
Results and/or Competencies Assessment beyond my initial observations from the past month.

In the supervisory conference of 1-29-20 the following was stated, "Met for individual Supervision. This Supervisor has
taken a position in the Residential Treatment Unit and now provides clinical oversight to the supervisee. This meeting
established a number of expectations and this supervisor discussed his supervisory assumptions and plan for ongoing
supervision. It was discussed that supervision would be occurring weekly and this supervisor discussed expectations
regarding communication and also stated that the Position Description will be updated to reflect the new form that it should
be on. Mr. Marichalar discussed a number of aspects of the RTU functioning and further stated that he has established his
caseload and assigned himself as the primary therapist in OMNI for his caseload.”
The position description was updated and signed on 1-31-20 by Mr. Marichalar. The position description outlines the
general activities and tasks that are the responsibility of the CMHCZ2. The following duties and tasks as described in the
Position Description along with estimated time allocation are as follows:

40% Duty: With close supervisicn and at the direction of the Supervising Psychologist, manage and provide mental
health counseling to an assigned caseload in the Residential Treatment Unit.

Tasks include: With close supervision and at the direction of the Supervising Psychologist, provide mental health
treatment through individual sessions. Observes, interviews, gathers, and evaluates patients on an assigned caseload.
Assists in the development of individualized treatment and behavior plans (ie. IBMP’s). Documents every interaction with
the patient in the medical record and OMNI per policy. Review MHA/MHU's, treatment plans and other clinical
documentation with Supervisor. Assists with transition and re-entry services needed in collaboration with the Psychiatric
Social Worker. Actively participates in Multi-Disciplinary Team meetings and assists in coordinating case presentations to

committees.
40% Duty: Facilitate psychoeducation and skill building groups.

. j4{ DOC850.110
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[ Tasks include: Facilitate psychor  -ation and skill building groups as assigne

15% Duty: Provides crisis intervenuon services when needed.

Tasks include: Assesses risk/screens crisis and refers to primary therapist, Supervising Psychologist for disposition of
emergency.

5% Duty: Other duties as assigned.
The supervisory note completed by Dr. Zeisler on 4-26-19 and signed by Mr. Marichalar was following up on concerns
regarding submitting leave appropriately and accurately. The note states, "We reviewed the policy of submitting leave within
next business day as well as ensuring late hours are tracked and submitted as well." We discussed that the information will
be included in the upcoming PD (Performance Development Evaluation). We will include the plan to address this in that he
will call OPC and will send an e-mail to submit l[eave slip".
The supervisory note of 9-11-20 largely was a review of some cases but did highlight Mr. Marichalar's ability to build rapport
with a patient and create a space for them to be able to discuss and share important information.

This supervisor met with Mr. Marichalar on at least 4 formal supervision sessions during largely the last month of the review
period. A number of cases were reviewed as this supervisor was getting to understand Mr. Marichalar's caseload and
clinical approach. The supervisory conference on 2-5-20 reviewed progress on the S-2 and above report which was
discussed previously and introduced as part of the accountability process for work completion. Data from the supervision
session indicated that Mr. Marichalar currently has a caseload of 16 individuals in the RTU in which he is assigned as the
primary therapist. He had no individuals in segregation and 1 individual in the HSB. Of the 16 individuals according to the S-
2 report each had an MHU that was completed. Not all had been completed by Mr. Marichalar but none were outdated.
Treatment plans however were at 44% which includes 9 past due treatment plans. This is far below expectations which is
set at an ongoing rate of 90% but also the policy expectation of 100% for all patients. The number of completed treatment
plans and mental health updates from the previous week was 0 and 0 respectively. In the 32 hours that were worked that
week the patient face to face contact was noted at 10% or 3.3 hours. The expectation is that 50% of the work hours
completed is spent in face to face clinical contact. No groups were conducted during the week. While this was one weeks
data observed at this time, it is clear that improvement is needed in a number of ways.

Two further supervisory sessions were conducted in which a number of cases were discussed and feedback provided
regarding the care provided. It was further noted in those meetings that the time card system was not being used. It was
communicated to Mr. Marichalar to begin using the time-card system which he stated he would do.

Mr. Marichalar did fill in, in a last minute situation for the telepsychiary process, aiding in the process for the psychiatrist to
meet with patients in the COA. This was very much appreciated and worked well.

Key Competencies Assessment

How well (or how frequently) did the employee demonstrate the knowledge, skills, abilities and behaviors expected?

Due to the limited amount of supervisory contact to this point this supervisor cannot speak to the Key Competencies to an
adequate degree. From the brief data that has been observed so far it is clear that Mr. Marichalar has some specific deficits
in paperwork completion and completing an adequate amount of face to face contact with patients. Treatment plans have
not been completed and 10% patient contact is woefully inadequate. It remains to be seen if this is indicative of the overall
productivity. It appears that the week sampled is not necessarily an outlier, which could be concerning. Further assessment
of Mr. Marichalar's knowledge, skills and abilities will be conducted over the next review period. A Performance and
Development Plan will be completed for the coming review period which will address a number of these inadequacies cited

above.

Other Relevant Information (Optional)
N/A

Emergency Contact Information Current < Yes [ No

Comments and Signatures

This report is based on my best judgment.

Date Evalua&ors Slgnaj,ur ‘/jc/ : 2 3
2 Eric Rainey-Gibsen, Ph.O
G-z EZa X 7’1’&;’/ Psychologist 4

This report has been discussed with me.

/ ‘ / : i -
Fy / p) i, =3

Comments Da.tle/ . / . Employee 5 Swgnanire ; e
Voo fesf— [ L =2
/ f o — (_.‘)

| have reviewed this report and in my judgment, the ﬁrocess has been properly followed. In addition, the following
comments are offered concerning the employee’s performance.

Comments Date Reviewer's Signature

\1//\/26' C/L/{’C/A/ éf«,/(/l.u a b /

DOC 03-430 (Rev. 12/15/15) DOC 850.110

Attachmeant !
Page A\,L of _?>_







- NOTE: Once the perfermance svaluation is ¢ " " atad and signed by all parfies, the supervisor provid ” “he employee a copy, maintains a copy of the
PDR Expectations form in the supervisory flle,  J the original will be forwarded to Human Resourcad & placed tn the employee's personnel file.
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Department of PERFORMANCE AND DEVELOPMENT
Corrections PLAN (PDP) EVALUATION

WASHINGTOMN STATE

Performance Period

From: 3-1-20 To: 3-1-21
Purpose of Plan and Review [X] Annual [] Trial Service [_] Probationary [_] Transitional [_] Other (specify)
Employee Last Name Employee First Name Employee Middle Name (Initial) Employee ID Number
Marichalar Donicio 00776382
Position Class Title Working Title Position Number (Object Abbrev.)
Correctional Mental Health Counselor 2 CMHC2 2167
Employer (Business Area) Division (ORG Unit) Evaluator's Name
WA Department of Corrections WSP Health Eric Rainey-Gibson, Ph.D./Psych 4
Services/RTU

Part 4: Interim Reviews (optional)

Part 4 is an optional section that may be used during the course of the performance period to adjust performance
expectations if circumstances change, and/or to document interim feedback sessions.

N/A

Part 5: Performance Feedback

Provide a narrative assessment of the employee’s performance in relation to the Key Results and Competencies
Expected that were outlined in Part 1. The assessment must be based on performance observed or verified.

Key Results Assessment

To what degree did the employee accomplish the expected results and how well were they done?

Mr. Marichalar has been working in the Residential Treatment Units of the Washington State Penitentiary as a Correctional
Mental Health Counselor 2 since 8-26-2015. This supervisor has been the primary supervisor for the duration of the current
review period. Supervision is scheduled weekly. Over the course of the review period 21 formal supervisory sessions
occurred. This supervisor was also available throughout the work week by e-mail and phone as needed. Mr. Marichalar also
participates in a weekly treatment team meeting with the Chief Psychiatrist, Chief Psychologist, Unit Psychiatrist and this
supervisor. He also participates in a weekly CMHC2 meeting with this supervisor.

While | will speak to some of the Key Results and Key Competencies below this first section denotes a timeline over the
past year, as the context is important regarding the Covid-19 pandemic, and how this effected all institutions and at times
has effected our provision of mental health services. However, despite these complications the following timeline also
serves to establish some serious concerns regarding Mr. Marichalar's ability to provide appropriate and effective care for
his patients. | will detail these concerns throughout, hence the length of this document. Six main issues are prevalent
throughout. 1. Poor timeliness and completion of documentation. 2. Frequent and consistent attendance issues affecting
clinical care. 3. Plagiarism. 4. Ineffective gathering of clinical observations to provide effective documentation. 5. Poor
follow-through in completing documentation. 6. The extent to which extensive supervision is needed to follow through on
completion of documentation and meeting basic quality standards.

Timeline/Summary of Performance

On 4-7-20 in individual supervision the Performance and Development Plan was reviewed for the coming year. The
emphasis in the PDP also focused on documentation as this had been an identified concern from the previous evaluation. A
chart was reviewed during this supervisory session which highlighted the point of missing documentation, as the chart
contained no Mental Health Update and no current Treatment Plan. The expectations for documentation were made clear
and the clinical practice parameters were also reviewed and provided to Mr. Marichalar, which also highlight the clinical skill
of documentation.

On 4-14-20 in supervision the Suicide Risk Assessment (SRA) process was reviewed. Mr. Marichalar had not completed an
SRA as was required for a discharge of a patient from the COA. This process was reviewed, as Mr. Marichalar states he
has had the Suicide Risk Assessment training but had not completed an SRA before. Expectations were discussed
regarding the Suicide Risk Assessment process regarding patients admitted to the COA.

Supervisory conference form dated 6-2-20 states the following, "“Met with Donicio for weekly individual supervision.
Discussed a number of cases and current progress regarding these individuals. Donicio stated he has worked through a

DOC 03-430 (Rev. 12/15/15) . DboC8s50.110
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barrier with a current patient that did not want to work with him but was able to persist and continue to build some trust with
the individual. Discussed conecerns with Donicio with what appeared to be two no call no shows to altendance at work on
Thursday, May 28 and Friday, May 29. The HSM1 placed a call cn Friday to his home with no response. Donicio stated
that he did call in and this never got placed on the log. He clarified with the on-call nurse and that nurse did then place his
name on the log for being out. The supervisor did however discuss concerns regarding absences and how this may be
affecting patient care. Donicio had been out through no fault of his own due to the Covid-19 regulations. He has however
missed numerous days on top of that and the concern for patient care and reliability of attendance is a potential issue. It
was agreed upon that Donicio would from here on out e-mail this supervisor upon arrival to the facility as well as any exiting
of the facility during the day and then e-mail this supervisor upon leaving for the day. Accountability and reliability to staff's
whereabouts during the course of the day is a Core Competency for DOC workers. Donicio stated he understood these
concerns and would send e-mails as discussed.”

“A further concern discussed today was in regards to documentation. The supervisor recently reviewed a chart for a patient
releasing from the facility that Donicio had been following for quite some time. This supervisor identified a clear pattern of
missing progress notes, missing treatment plans and missing documentation related to COA placement and discharges.’
The seriousness of this lack of documentation was discussed. This supervisor inquired as to whether there is more
documentation that is missing from other charts. Donicio stated there could be some missing but he was not at all sure.
This supervisor stated that he would be reviewing further charts regarding documentation. It was clearly stated today that
documentation for encounters is a clinically expected job function directly related to ethical patient care. Donicio stated that
he understood this expectation. This supervisor will continue to review charts regarding compliant documentation.”

The following Letter of Concern was provided to Mr. Marichalar on 6-10-20.

“You are receiving this letter of concern due to the information that came up during a further chart review regarding
documentation. On 6-2-20 a Supervisory Conference was held to discuss identified deficient documentation in regards to
progress notes, treatment plans, COA follow-up and Mental Health Updates in a patient on your caseload. As discussed in
that conference this supervisor stated a further review of charts would be conducted. Upon a review of numerous charts
from individuals you have seen, according to OMNI and the current caseload roster, it was determined that a serious
pattern of deficient documentation was uncovered. As an example, a current patient of yours over the past year was,
according to OMNI, seen by yourself on at least 19 occasions. There were two notes in the chart for two of these
encounters. The patient has been on your caseload for at least the past two years and one treatment plan was in the chart
which was dated 7-3-18. Since that time there would be an expectation of 8 more treatment plans in the chart. There were
none. The last MHU was completed on 7-2-18 and there would be an expectation of one further MHU documented in the
chart. There is no current MHU. It was further observed that the patient had been placed in the Close Observation Area
{COA) at least on 3 occasions over the past two years and no notes indicating any type of follow-up with the patient on the
COA. Further chart reviews identify similar patterns of missing documentation and missing encounters for what would be
expected clinical follow-up for individuals placed on the Close Observation Area. Based on the current chart the note
completion rate is 10%. This does not however take into account documentation that should be in the chart but is not and
there is no corresponding encounter. The concerns regarding the above patterns reflect more than just missing
documentation, as interventions one would expect to happen for patients, especially when placed on a restrictive unit such
as the COA, are non-existent. 10 ather charts were reviewed all with missing documentation. Policy and the standard of
practice is that 100% of all clinical encounters are appropriately documented. This lack of documentation is concerning in
terms of the legal, ethical and treatment implications deficient documentation represents. Three major competency and

performance concerns result from the above:

1. Documentation - Missing and deficient documentation for encounters.
2. Expected Clinical follow-up - Missing clinical encounters for expected patient care follow-up.
3. Expected Treatment - Missing evaluations and treatment plans that can guide effective care.

These are specific job competencies that are set in the Performance and Development Plan.

As a result of the above findings, as well as standard clinical and performance expectations, it is the expectation that all
clinical encounters be documented in the medical record in a timely manner. It is the expectation that patients are followed-
up upon according to best clinical practices, policy and protocol procedures. All notes that are incomplete need to be
completed and reconciled with the outstanding encounters. You will present a plan to this supervisor by 6-16-20 on how you
will go about identifying missing documentation and getting all of your documentation completed and reconciled. Once this
plan is in place notes completed will also need to be indicated as late entries in the medical record, when they are
completed, along with the date in which it should have been completed. Likewise, by 6-16-20, a plan will also need fo be
developed to ensure that going forward clinical care and appropriate documentation is occurring. This will also be
documented in the Performance and Development Plan.

On this same date 6-10-20 as the Letter of Concern was discussed, attendance was also discussed. The following was
noted, "It had been agreed upon that Donicio would e-mail this supervisor upon his arrival and when he left the facility

D - : =4
OC 03-430 (Rev. 12/15/15) Attachment #:_} DOC 850.110

Page “\_of _?g__








during the day and also when he left for the day at the end of the day. Donicio did not send an e-mail last week 6-3, 6-4, or
6-5 in the morning and so his arrival time to the facility was unknown. This expectation regarding arrival time and reporting
this to this supervisor was re-iterated and agreed upon.”

On 6-16-20 the foliowing was discussed following up on the Letter of Concern, “As established in the last supervisory
meeting a plan was to be developed by today regarding documentation deficits and plans for identifying the scope of the
deficit, plans to make up the deficit, and strategies to maintain compliance with documentation expectations. Donicio
outlined a plan to help with maintaining his current documentation expectations. He has established a routine for submitting
encounters as well as Chronos. The chronos have been consistent and have been helpful in identifying missed work. He
will continue to input these. It was further discussed to focus on completion of daily notes by the end of the day and email
this supervisor upon their completion. Documentation will then also be submitted to medical records daily.”

“Further discussion focused on identifying the scope of missed documentation. Doniclo provided an example of how he
has identified a number of his missing notes. He will work on collecting these for each of his cases and encounters he has
input. He will bring his progress to the next supervisory meeting next week and continued discussion will involve how to
continue to make progress in making up this deficit while maintaining his current workload. Upon identifying the full scope
of missed documentation a corrective action plan will be put into place to make up the deficit and identify when progress is

being made.”

6-23-21 Supervisory Conference Note states, “Donicio has communicated throughout the week with this supervisor
regarding his attendance at work and whereabouts reflecting good accountability. He has communicated by email
regarding completion of current progress notes. He has developed some strategies to work more efficiently in completing
these notes which seems to be helping at this point. We will continue to gauge progress on missing documentation
identification of progress, attendance and completion of current documentation.” Positive feedback on progress was

provided.

Supervisor note dated 6-30-21 identifies progress in note completion although some further missing documentation was
also identified. Positive feedback was provided regarding progress on accountability and completion of documentation.

Supervisory conference note dated 7-21-20 states, “Individual supervision. Met with Donicio who has just returned from
having been screened out of the facility due to possible Covid-19. Reviewed the plan to identify all missing notes that was
discussed in the previous supervision and had been due previously. We have set a new date for next week to have this list
finalized so that progress can be measured with regards to completing the missing documentation it was agreed to set next
week as the deadline for completing the list of incomplete documentation. Treatment plans were discussed. Current
treatment plan completion is insufficient. Only 2 of 16 treatment plans are currently in compliance. Progress on completing
treatment plans was discussed and Donicie understands the seriousness of getting these completed and will work on these.
Progress will be monitored from week to week on completion of treatment plans. Reviewed timecard system and getting
these completed. Donicio has submitted his timecards. Reviewed attendance issues. Donicio has been informing this
supervisor upan his arrival and departures from the institution. He has been submitting leave when he is arriving late. He
has been calling the OPC when arriving late so this can be logged.”

Supervisory Conference note dated 7-28-20 states, “Individual supervision. Met with Donicio for individual supervision.
Donicio states he is continuing to compile his list of incomplete documentation but did not have the finalized list as of today
as was discussed last week. Donicio stated he needed to reconcile some of the encounters with the Chronos. He will bring
the finalized list next week to supervision. Reviewed treatment plans. No progress on freatment plans. 14 treatment plans
continue to be out of compliance and incomplete. We will continue to monitor progress weekly on completed treatment
plans.” Provided positive feedback for progress on attendance and completion of daily notes.

On 8-4-20 the same items were reviewed with no progress noted, same as the 7-28-20 conference.

On 8-5-20 the following update progress e-mail was sent, "Progress update/Feedback:

"The following review is a part of our ongoing Corrective Action Plan as discussed in weekly Supervision. | wanted to follow-
up by e-mail with some notes of improvement as well as some further areas of work. | reviewed 13 patient medical records
and encounters from these patients between 6-10-20 and 8-5-20. For these patients this was a total of 59 encounters. Of
these 59, 49 had notes for a note completion rate of 83%. This is an improvement from the initial estimate of note
completion at 10%. This however is still not clinically acceptable as the expectation is 100% note completion. It is an
improvement, however. | have listed the individuals and the dates of missing notes below. These need to be completed by
the end of the week. This may not encompass all missing notes from 6-10-20 to the present as | did not review every chart.
During the time perlod of 6-10-20 to 8-5-20 you were on site for 24 work days and averaged over this period of time about
4.25 encounters per day. However, across all patients you saw over this period which equates to 102 encounters, this
averages to about a 17% patient contact rate. Obviously, we are currently in a modified treatment format due to Covid-19,
however, the patient contact rate expectation normally is 50%. This will be an area to improve upon.

Treatment plans continue to not be completed. Currently, no patient on your caseload has a current treatment plan.
Treatment plans are an essential part of establishing progress and identifying treatment direction. These will continue to be
discussed in supervision regarding progress.
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As we discussed on Tuesday during supervision it was stated that you would have 2 finalized list of documentation. This
has not been completed. This list was agreed upon as part of the corrective action plan fo get oulstanding notes completed
and gauge progress on this completion. This list needs to be to me by the end of business on 8-7-20.

Some further notes for encounters and documentation. Please do not use the following encounters: Medication Follow-Up
and Brief Therapy <3. The first is a medical/psychiatric encounter and is only used by those individuals. If you: are sitting in
on Tele-psychiatry appointments you would code this as case management and write a brief note for the medical record.
The Brief Therapy <3 code is largely for outpatient. Since all of your pafients are in the RTU this code would not be
applicable as it is assumed they would be receiving much more therapy than 3 sessions. Please lef me know if you have
questions on this or any of the above. Thanks”

An extensive Treatment Process/Documentation Process e-mail was alsc sent on 8-5-20 to hslfy in completing
documentation.

Supervisory Canference dated 8-11-20 identifies progress in the completion of the notes outstanding stated in the 8-5-20 e-
mail and Donlcio was provided with positive feedback regarding this completion, however it was still noted that no progress
on treatment plans had been made with 16 treatment plans outsianding. 4 Mental Health Updates were also now overdue.

Supervisory Conference dated 8-18-20 no further progress on treatment plans or Mental health updates. It was also noted
that no full list of incomplete documentation had been provided as of vet, as was discussed back in the June Lefter of

Concern.

Supervisory Conference dated 9-1-20 Donicio completed an MHU for a patient needing to transfer, Feedback and
correciions were suggested. _

Supervisory Canference dated the waek of 9-14-20 stated that Doniclo completed &l his nofes for his current patient list, 16
patients. Donicio had also completed two treatment plans. Positive feedback was provided regarding this progress. It was
however noted that he continues to need to reconcile this list with the OMNI report regarding patients no longer on his
caseload that have missing documentation.

Supervisory Conference dated 9-29-20 states that Donicic completed his outstanding notes fer his current caseload which
was some good progress and was provided positive feedback regarding this. He also completed 6 treatment plans. Good
accomplishment, however, it was also noted that now 7 Mental Health Updates are overdue. Also discussed was the
missing documentatien for patients not on his caseload.

Supervisory Note dated 9-30-20 States Donigic completed 7 more freatment plans which is a great accomplishment.

Supervisory Note dated 10-6-20 states Donicio is at 100% for complstion of treatmeni plans. This is & great
accomplishment. He will need to work on Mental Health Updates as these are deficient and an MHL for an individual he
would like to refer out of the RTU.
Supervisory Note dated 10-13-20 states Donicio coniinuing to work on MHU as discussed in pravious week. While this note
describes the positive progress that Donicio had made {o this point such as completing deficient notes for his caseload and
completing freatment ptans he continued {o not provide a list of other outstanding notes and Mental Healih Updates
continued to not be compleied.
An e-mail was received by this Supervisor from one of Donicio's colleagues and this was shared with Donicio that stated
the following, “l just wanted to share that Donicio has really stepped up lately such as last week when a bunch of us were
out and he helped cover guys on our caseleads in the COA and RTU. As things have becomsa more difficult again this fall,
he has been someone we can rely on.”
Between approximately November to January 12th Supervision was affacted by Temporary Layoffs, Mr. Marichalar being
out on leave, this supervisor being out due to Covid-19 screening and Temporary Layoffs and Mr. Marichalar helping with
Quarantine checks due to the outbreak status the facility was In. Mr. Marichalar's easeload along with other's in the RTU
were largely on crisls management status and peers would check in on his patients when he was helping with quarantine
checks. The next supervisory session was January 12th. In this session the following was documented, “Met with Denicio
for individual supetvision. Denicio is largely back inio the RTU full-time and will ke helping out with the medical quaranting
work as needed on the weekends. He has filed a great need with these quarantine checks while balancing the needs of
| his caseload. He has kept up with the ongoing progress notes for his sessions with patients and has also kept the
supervisor aware as io his atfendance and presence at the facility which has been consistent. Followed up from one of the
previcus supervisory conferences dafed 8-18-20 which was largely prior to the increase in Covid cases throughout the
| facility. It was discussed at that time that a Master List of incomplete notes needed to be compilad to denote full completion
of progress notes. This was fo be compiled from January until June 2020. By 9-28-20 Donicio had completed many of
these notes with his cutrent caselecad. The note in September stated good progress and that he needed to complete the list
as o denote completion of afl incomplete nofes since some patients were not on his caseload. He will get back to
completing this list. He had prioritized treatment plans which ba completed to 100% by the last quarter. November and
December were spent in a considerable amount of time with quarantine chacks as well as 2 stints of temporary layoffs, All
these barriers precluded being able to get thess completed. We discussed monitorifng progress on these over the next
weeks o get these completed.”

“The supervisory session also discussed an issue of plagiarism that was discovered upon reviewing a mental health update

that Donicic had given fo this supervisor to review, Much of this document was copied from a previous mental health
update. The supervisor clearly discussed the concerns with this, provided a directive to not engage in plagiarism and
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discussed the proper method to consiruct and complste a mental health update. This supervisor discussed offering to help
if concerns arise in getting these documents completed. Denicio understood the direclive, stated understanding the
seriousness of the issues and stated he would refrain from this activity. He asked some clarifying questions regarding
mental health update completion and was provided further support and direction in response fo these documents. Donicio
had worked on a further addition of the initial mental health update which was much Improved and accurate. The
supervisor provided further feedback and support in these improvements. Further lnstruct[on was provided to complete the
document appropriately and accurately. Donicio stated he understood and weuld do so.”

1-12-21 to 2-1-21 Donicio had been out due to Covid Screen out. Supervision resumed on 2-1-21.

Supervisory Confsrance date 2-9-21 identified most treatment plans continued fo be overdue. It was discussed that Donicio
needed to complete One MHU and One treatment plan svery week. No fully completed treatment plans or MHU's were
complsted by the end of the review period. As of 2-28-21 of the 15 patients on Donicio’s caseload. 9 have overdue Mental
Health Updates and 12 have overdue freatment plans. Most of these were not completed at the last quarter as well due to
the Covid issues at the facilify so the majority of these trealment plans are now 6 months overdue. Mr. Marichalar has
compieted approximately 2-3 Mental Health Updatas over the year and largely only about two treatment plans in the last 5
months. Even given the extensive absences due to Covid-19 and the effect of the pandemic on the instifution the iack of
documentation completed is a serious deficit and is an indication of the lack of ability to maintain even the lowest standard
of care for his patients. It should further be noted that despite the effect of the pandamic on the functioning of the institution,
in some ways this exacerbates some of the concerns noted above, as throughout most of the year no mental health groups
have been provided and sessions are kept relatively brief and limited. This would provide much more on site work time to
complete documsntation, since the added fime fo conduct groups and other clinical services has been minimized. Despite
this Mr. Marichalar has not been able to keep up with the minimums that are required for appropriaie patient care.

Mr. Marichalar currently works in the Residential Treatment Units of WSP.

Key Results
1. Confinued impfementation of the Cffender Haatth Cars plan. Utilization of the Consult process in sefting up and
prioritizing transfers and discharges of patients from the RTU. This will be evidenced by iniifating and submlttlng consults in

OMNI as appropriate.

M. Marichalar completed one #Mental Health Update and consult for a patient to transfer to the other side of the state fo
receive services at MCC-SOU. With feedback and revision to the document he was able to complete this task. He then
presented the patient on the CRC. The palient was accepled io the other facility.

2. Continusd work fowards improving mental status examination expertise and assessment of patient clinical needs. This
will be evidenced by formutating diagnostic conclusions and treatment recommendations as written in MHA/U's and
treatment plans. MHUW/A's will be completed aceording to policy which states, "within 14 days of admission te an RTU,
Vvhen there is a significant change in mental status that results in providing increased treatment and at least every 12
months from the original DOC 13-376 Mental Health Appraisal or most recent DOG 13-478 Mental Health Update." These
MHMHU/A’s will be given to the Supervising Psychologist for review and signaturs prior i placement in the chart. Once
reviewed and signed they will be uploaded by the CMHC2 to sharepoint and placed in the medical record. Treatment plans
will be completed according fo policy which states, "There will be a treatment plan documented on COC 13-379 Mental
Health Treatmant Plan for all offenders with a PULHES "S" codse of 2 or higher.” These will be, "inifiated at the beginning of
reutine menial heaith services, including case management, and must be updated: At least every 90 days for residentizl
services or if there is a change in the course of freatiment.” The date on the MHA/'s and Treatment plans should reflect the
day in which face {0 face contact has occurred in the completion of these documents. Encounters will be enfered the same
day as the clinical contact in OMNL Documentation will bs completed the same day as the clinical contact or at a maximum,
by the end of the next business day.

Mental Health Updates and Treatment Plans are not compliant with policy. At the end of the review period of the 15 persen
caseload 9 of these patfents have overdue mental health updates and 12 have overdue reatment plans. Many of the
Mental Heafth Updates that are not overdue were completed by other practitioners. The extent to which supervision is
neaded o revise these documents and provide feedback and siructure to get them completed is excessive and beyond
what would be indicated for the minimum standards for the expected productivity of the position.

3. Continued Case management skills and arranging preventive care proactively.

Mr. Marichalar-largely provides case management services fo his patients. Without updated and current treatment plans it is
difficult to maintain or provide preventive or proactive care.

4. Continued work in completion of Suicide Risk Assessments, Mental Health Appraisals and Updates, Treatment Plans,
Inveluntary Antipsychotic Hearing reports and other related mental health documentation according to established DOC
policies. Continued development of specific job compentencies. This wilt also be svidenced by progress on the 5-2 and
above CMNI report. It will also be evidenced by compistion of patient contact hours and meeting the Position Description
patient contact expectations. It is expécted that individual psychotherapy, group psychotherapy and case management
interventions are provided as appropriate and as established by the Treament Plan.

While the patient contact expectation has been modified due fo the Covid-18 pandemic the patients in the Residential
Treatment Unit are a high risk popuiation and need continued follow-up and care. Mr. Marichalar has been meeting with his

DOC 03-430 (Rev. 12716/15) Al JD0OG 850110
. Ttachmeni #; ! §

Page 5 o _%







patients fo this supervisor's knowledge, however as menticnad above the minimum job expectations for documentation ars
not being met.

5. Continued utilization of established protocols such as the Primary therapist protocol, S-code change protocol, Transfer
Summary Profocol ete. This will also be svidenced by clinically appropriate follow through with assigned cases as indicated
when patients transition from a living unit to the COA and/or Segregation and then refurn or are assessed for aliernative
levels of care.

Mr. Marichalar has not needed to utilize the fransfer summary profocol or s-code change protocol to any great extent.

6. It is expected that ait clinical work ha decumented in a 13-538 Mental Health Encounter Report or other appropriate
document (MHU, Treatment Plan ete.). Documentation will be completed the same day as the clinical contact or at g
maximum, by the end of the next business day.

Mr. Marichalar made progress over the performance period in documenting his daily progress notes and this has been
detailed ir the above timeline. While this is laudable, this Is a small fraction of the overall dosumentation that is needed to
maintain the standard of care for patients in the RTU. Mr. Marichalar has not completed his documentation for Mental
Heazlth Updates and Treatment Pians which is the majority of critical documentation.

The foliowing general performance objectives are also identified in the PDP. While the Covid-19 pandemic has effected the
face to face patient contact alfl the other aspects have been addressed above.

_Primary Therapist Performance Expectations

Patient contact hours and policy expeclations regarding ¢linical dosumeniafion.

It should first be noted that the following is orie aspeci of the performance measures we will be looking at and is not
exhaustive regarding the interventions and documentation that may be required in any individuat case.

Policy requires completioh of mental health appraisals/updates and treatment plans for every patient. Based upon job
description expectation performance measures each clinician will be expected to demonstrate an ohgoing 90% completion
rate of mental health appraisals/updates and treatment pians for individuals on their caseload. This will be determined by
the -2 and above MHA/freatment planning report in OMNI.

Each clinician is also expected to have compleied 50% of their work week in face to face dlinical contact as measured by
OMNI encounters. Paperwork completed in the absence of the patient is not included in the time encouniered for an
appoiniment.

Evaluation for meeting the performance criteria will be routinely reviewed during individuat supervision and reviewing the
respective OMNI encounters and reports such as the 5-2 and above MHA/ treatment planning report.

Clinicians not meeting the expectations as stated above will meet with their respective supervisor and come up with a plan
on how to meet the expectations, which will be documenied as a modification or addition 1o the current Performance and
Davelopment Plan.

The CMHC2 will be expeciad te provide emergency coverage in the unit according to the process established within the
unit regarding the emergent phone. It is expected that this phone is answered immediately and consisiently when the
emergency shift is held.

Key Competencies Assessment :
How well {or how frequently) did the employee demonsirate the knowledge, skills, abilities and behaviors expected?

The specific job competencies are listed on the handeut enfitled Clinical Practice Parameters-Correctional Mental Health
Gounselor 2. This is provided to the CMHC2 with definitions of the following skills: Problem Identification, History Taking,
Mental Status Examination, Problem Formulation, Treatment Planning and Follow-up, Documentation, Case Management,
Seelks Consultation Appropriately, Appropriate Application of Guidelines, Clinical Knowledge Base, Interest in Impraving
Skills, Pailent Oriented Care, Patient Satisfaction, Professionalism, Professional Ethics, Patient Education and Observed
Clinical Skills. The CMHC2 is further more required te have a working knowledge of the Offender Health Care Plan in
general and Mental Health Care specificaily. This also involves appropriafe application of DQC Policles. In the supervisary
conference dated 4-7-20 the dlinical practice parameters were raviewed with Mr. Marichalar and he was presented with a
copy of the parameters ahd defining characierisfics.

These will be rated according {o the Tollowing anchor points:

1 Deficient - Frequently or consistenily perforims below expectaficns in exhibiting clinical skills and/or professional
standards of practice. J

2 Needs Improvement - Repeatedly performs below expectations for full competence in clinicat skills and/or professional
standards of praclice.

3 Salisfactory - Consistently meets expectations in exhibiting clinical skills and professional standards of practice.

4 Good - Often exceeds expectations in exhibiting clinical skills and professicnz! standards
5 Bxcellent - Exhibits exceptional clinical skills and professional practice

Froblem Identification, History Taking, Mental Status Examination - 1 From the documentation that has been completed by
Mr. Marichalar it is clear that he is unable to complete these clinical skilis and be able to articulate this in the writtan form.
As was discussed above, two issues are of coneern, the completion of the document itself, whigh has net consistently
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occurred and then once the document is reviewed it often needs extensive feedback and revision to be fully completed. The
larger issue is the documents are not completed in the first place.

Problem Formulation - 1 With the documents that have been reviewed it is this supervisor's assessment that Mr. Marichalar
does not have the capability to identify the problems his patients are presenting with.

Treatment Planning and Follow-up - 1 Treatment Plans are not consistently completed and when they have been, they
require extensive feedback and revision. Since treatment plans are not consistent the follow-up is not following any
formulated plan. ’

Documentation - 1 Mr. Marichalar does not complete his documentation in a timely manner. While again it was noted that
improvement was made in documenting his daily encounters, the main documents in the form of treatment plans and
mental health updates are not completed. This comprises the bulk of the documentation requirements.

Case Management - 1 Mr. Marichalar cannot provide effective case management when the documents reflecting and
guiding this work are not completed. As discussed above these documents that would direct effective case management
are largely not completed. .

Seeks Consultation Appropriately - 1 Mr. Marichalar has not sought this supervisor out for help regarding the completion of
his documentation despite humerous reminders to do so. The consultation largely occurs in the supervisory hour and the
follow-up for task completion is initiated by this supervisor.

Appropriate Application of Guidelines - 1 Mr. Marichalar has not followed guidelines regarding appropriate documentation,
subsequently the clinical care that is being provided is not to a competent level.

Clinical Knowledge Base - 1 This supervisor has seen no indication that Mr. Marichalar has taken any steps to improve his

clinical knowledge base.
Interest in Improving Skills - 1 This supervisor has seen no indication that Mr. Marichalar is interested in improving his skills.

Patient Oriented Care, Patient Satisfaction - 2 This supervisor is of the opinion that Mr. Marichalar has good intentions in
providing services to his patients, although lacks the requisite knowledge and skills to maintain competent care.

Professionalism - 2 Mr. Marichalar has made some improvements along this parameter and is keeping this supervisor
appraised of his whereabouts, however, continued excessive absences do impact his ability to provide consistent
professional care.

Professional Ethics - 2 Mr. Marichalar needs improvement in this area, although it Is somewhat difficult to fully assess as
the clinical descriptions of the care he is providing often are limited.

Patient Education - 2 Mr. Marichalar needs improvement in providing patient education. Again clinical descriptions of what
he is providing during sessions are limited at this time.

QObserved Clinical Skills - N/A

Core Competencies for all staff:
Safety -3 , Treats Others with Respect -3 , Dependability -2 , Accountability -1 , Judgement and Problem Solving -2
Communication -2 , Relationship Building -3 , Ethics and Integrity -2 , Embracing Diversity and Cultural Differences -3

Overall Summary

The six main areas of concern discussed above include the following: 1. Poor timeliness and completion of documentation.
2. Frequent and consistent attendance issues affecting clinical care. 3. Plagiarism. 4. Ineffective gathering of clinical
observations to provide effective documentation. 5. Poor follow-through in cornpleting documentation. 6. The extent to
which extensive supervision is needed to follow through on completion of documentation and meeting basic quality
standards.

It is this supervisor's assessment that Mr. Marichalar, despite extensive feedback, structure and accountability processes is
currently unable to meet the minimum competencies of the position of CMHC2. For all of the above concerns the amount of
supervisory feedback, monitoring and oversight that would be needed to ensure appropriate completion of work and
appropriate care being provided by patients is above what is currently established in the supervisory process which is
already extensive. Mr. Marichalar has not provided evidence that he takes ownership of these clinical responsibilties and if
it were not for the oversight process many of these deficiences would continue uncorrected. This supervisor identified
concerns at the last evaluation and set the new years Performance and Development Plan specifically to highlight the
importance of these issues and the seriousness of the deficits. Over the course of the year more deficiences were
uncovered and a structured plan of coaching, encouragement and accountability was established. While some minimal
progress was attained during the year, at the end of the year the major aspects of the Performance Objectives were not
met.

It is recommended that Mr. Marichalar's performance be reviewed by further Clinical leadership. It should be noted that
ratings of clinical parameters of 1 are followed by the following description on the Clinical Oversight form, "A rating at this
level may require immediate intervention/training or temporary restriction from performing a specific task or tasks
independently until performance improves. If restriction is necessary the Health Care Manager, appropriate clinical lead,
Fatility Medical Directar, Clinical Director, Chief Medical Officer, and Appointing Authority will be notified." As well as,

DOC 03-430 {Rev. 12/15/15) }5’ DOC 850.110
#:

Attachment

PL‘[SE 71__ of g







"Requires extraordinary time and very close attention by Clinical Monitor". Mr. Marichalar has been provided with extensive
feedback and training throughout the year with minimal improvement.

Other Relevant Information (Optional)
N/A

Emergency Contact Information Current Yes [ ] No

Comments and Signatures

This report is based on my best judgment.

Pote Eyalughrs Sigiurs 7 tlc Rainey-Gibson, Ph.R.
277 2 .,//fj’/f'i ; MT—LUV;%%/"’:/J Psychologist 4

Thls report has been discussed with me.

Comments Date Employee s Signature
éj f’ e / /-'

I have reviewed this report and in my judgment the p{ocess has been properly followed. In addition, the following
comments are offered concerning the employee’s performance.

Comments Date Reviewer's Signature
N\

B
Bz 5}2— l ,xfzuvﬂb\j l]/)(-)bk (‘ G, {"" d

NOTE: Once the performance evaluation is completed and signed by all parties, the supervisor provides the employee a copy, maintains a copy of the
PDP Expectations form in the supervisory file, and the original will be forwarded to Human Resources to be placed in the employee's personnel file.

L -
DOC 03-430 (Rev. 12/15/15) Attachment#: ] O  DOC850.110
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secure | timecard/TimeCardSearch.aspx

Time Card System

“pay Pariogd

W

Start Date:

[marlchalar

|

Supervisor Hame: .

{Rainey-Gibson, Eng 1,

“Tirive Card Status: -
R Al

O won-Completed -

. B8 wot staried
CbdIn work.
Pending Approval

B approved
57 Rejected

ﬂ Ravised

| layouzon V]

“pay berlod End Date:

—.omcma in as: Uonuxm.u.mm?mwa_v,mw_u_
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. Dvertinie
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Wood, Michele |I. (DOC)

From:
Sent:
To:
Subject:

Hi Michele
Timecards were submitted from Jan 2021-March 2021 then nothing was submitted from April 2021 — Dec 2021.

| attached images for details if needed.

Please let me know if you would like any further dates researched

Boothman, Jennifer T. (DOCQ)
Thursday, April 21, 2022 10:45 AM
Wood, Michele I. (DOC)

RE: Time card Marichalar, Donicio 776382

Jenn
Q?:Ine-?-- ' ‘ T—1ar|'c3'15]a.r, 776282 161202 Appreved 1 03/05/2021 | 0.0 72.0 | 0.0
Gibson, Eric J. | Donicio ;
? a
Rainey- | Marichalar, s ; "
: ’ ; | i 776382 020172921 » W 1 22021 i 5. { 0.
Gibson, Eric J. | Donicio {77638 Approved 03/22/2021 | 0.0 88.0 5 0.0
Rainey- | Marichalar, —_— — .
i . 1 st - 382 erlgfzggl ) W . 25‘?‘ 21 i 4, | 0.
Gibson, Eric J. | Denicio e Ko A 0 el L A e | -
Rainey- | Marichalar, g 04 19 P : ; PP ;' /
Gibson, Eric 7. Doniclo 776382 04,/01/2021 Hot Started | 0 04/01,/2021 | 0.0 0.0 0.0
Lalnesy- arichal !
Raioeys = [Marichalar fooc0e 04716/2021 | tot Started | O 04/15/2021 | 0.0 0.0 | 0.0 \/
Gibgon, Eric J. | Donicio !
Rainey- Marichalar, s e : : o \
Gibson, Eric 1. | Donicio 776382 05,/01/2021 Hot Started | © 05/04/2021 | 0.D 0.0 | 0.0 \/
Rainey- { Marichatar, | oo non RS - p— _ { \/
Gibson, Erie 3. | Donitio 776282 055162021 fiot Started | O 05/16/2021 | 0.0 0.0 3 0.0
Rainey- | Marichalar, crmn . . | \/
| ’ 7 52 0142 t SE 4|0 /01 2 0. i | O.
Gibson, Eric 1, | Doricia 53 05/01/2021 Hot Started | © 06/01,/2021 | 0.0 0.0 | 0.0
Faingy- | marichalar, | —— R e T — \/
Eibear. EHE 3 | BonsEn |72 6182 06/16/2021 riot Started | 0 06/16/2021 | 0.0 oL ‘ 0.0
] ! i
Rainey- | Marichalar, | 5o 0o e i o } . . \/
Gibson, Eric J. ‘ Donicla ‘ FT62E2 07/01/2021 Mot Started | D 07jo1/2021 | 0.0 0.0 0.0
Rainey- w Marichalar, o e TARLD s ; 3 \/
Gibsen, Eric J. | Donicio | TFE382 oT/16/2021 Mot Started | O aFiaf2021 | 0.0 a.0 4 0.0
Rainay- ZMaria:ha'lar, s i y 0 rnD
Cibeon, Eric 3. | Danicls 776282 08/01/2021 Mot Started | O 08/01/2021 | 0.0 0.0 0.0 \/
Aniney- | Marichalar, | oo oqes 08/16/2021 | Mot Started | D 08/16/2021 | 0.0 0.0 | 0.0 \/
Gikson, Eric 1. | Donicio L i i o sharte e kil ' |
Rainey- | Marichalar, | oo \/
" . ! e T 763 08/01/20 lot St i f017202 . Y i
Gibson, Eric 3. | Doniclo 763282 )201/2021 Mot Started | O 0%/01/2021 | 0.0 0.0 0.0
Raingy- |Marichatar, | . p— - , | \/
Gibson, Eric 3. | Donicio 7763832 059/16/2021 Mot Started | 0 09/16/2021 | 0.0 0.0 | 0.0
Falney- | Marichalar, s o . ; F \/
! ] 7 & ! 20 ts i { a1 0
Cibson, Eric 1. | Donicia 776382 19/01/2021 fiot Started | O 10/0372021 | 0.0 0.0 J 0.0
Fainey- | Marichal . i
sl anichalar | 77s382 10/16/2021 | Mot Started | 0 10/16/2021 | 0.0 0.0 {0.0 \/
|

Gibsen, Eric J.

| Donicio
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Time

Total Period

Total Pay

supervisor | Employee | Personnel Pay peried Card Version SEticn Overtime Period Regular Ungal
NHame Hame Humber Start.Qale status o] Hours Paid Hours h‘:;'
' g‘:"t"gig — Es;‘]:j‘h’ 776382 11/16/2021 | g% . D 11/16/2021 | 0.0 0.0 0.
| g?g;;:‘ S g:;‘l“:;m' 775382 12012021 gf’; o 12/01/2021 | 0.0 0.0 0.0 \/
2’1’;’)‘;; —_— Marichalar, | 756380 12/16/2021 | pon s 12/16/2021 | 0.0 0.0 0.0 \/

Donicio

& )
. /(wm/”/' _.f/)/,(,/ﬁ Wt

Local Payroll Liaison (Timekeeping) Alfa Split M-Q
Desk - 509.526.6495

From: Wood, Michele I. (DOC) <miwood@DOC1.WA.GOV>
Sent: Wednesday, April 20, 2022 9:08 AM
To: Aguilar, Daniel (DOC) <daniel.aguilar@DOC1.WA.GOV>
Subject: Time card

Good morning Dan,

Can you please confirm that Donicio Marichalar was completing time cards up until October of 20217

Michele Wood
Associate Superintendent
Office: 360-794-2630
Cell: 425-754-4559
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bson, Eric 2. | Donido TIEIVL R YIRS LR WIOTH ELE 72 Y v v gl i L E ) L XU R
;‘;ﬁf;’; cric s, g:f;?:iar, 776382 0470172021 | Not Started 04/01/2021 | €.0 0.0 0.6
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;’;g” Eric 1. g:gi?:’ar' 776382 12/01/2021 | Not Started izzjmjzezx 2.0 2.0 0.0
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p— SR
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Wathirplon Bt
Department of Corrections

Home iDOC

Time Card Menu
Employee Time Card

Search/View »

~{
L7

‘

Time Card System

TCS Help
Employes: Marlchalar, Donlcle
Employee Email: dmarichalar@DOC1. WA, GOV
Persannel No: 00776382
Location: HS - WSP
Position Code: 2167

Position Title: CORR M/H CNSLR 2
Show/Hide Time Tenths Chart

Pay Period:

Type of Schedule:
Time Card Status:
Unlon Affilation:
Employee Sub Group!

Logged In as: DOC1\ejraineyglbson

01/16/2021 v = 1/31/2021
5-8s! M-F, 8 hpd
Approved
Teamsters

06 - M-OT Elig>40hrs/wk

. oAty b et B2
Reported

Sunday 1/10/2021

Monday 1/11/2021 8.0 8.0 8,0
Tuesday 1/12/2021 8.0 8.0 8.0
Wednesday 1/13/2021 8.0 8.0 8.0
Thursday 1/14/202L | B.O 8.0 8.0
Friday 1/15/2021 B.0 8.0 8.0
Saturday 1/16/2021 '
Weekly Total: 40,0 40,0 40.0
Sunday 1/17/2021

Monday 171872021 B.D 8.0 8.0
Tuesday 1/19/2021 8.0 8.0 8.0
Wednesday 1/20/2021 8.0 8.0 8.0
Thursday 1/21/2021 8.0 8.0 8.0
Friday 1/22/2021 8.0 8.0 8,0
Saturday 1/23/2021

Weekly Total: 40,0 40.0 40.0
Sunday "1/24/2021

Manday 1/25/2021 8.0 B.0 8.0
Tuesday 1/26/2021 8.0 8.0 8.0
Wednesday 1/27/2021 8.0 8.0 8,0
Thursday 1/28/2021 8.0 8.0 8.0
Friday 1/29/2021 8.0 8.0 8.0
Saturday 1/30/2021

Weekly Total: . 40.0 8.0 32,0 40,0
Sunday 1/31/2021

Monday 2/1/2021 8.0 8.0 8.0
Tuesday 2/2/2021 8.0 8.0 B.0
Wednesday ©2/3/2021 8.0 8.0 8.0
Thursday 2/4/2621 8.0 8.0 8.0
Friday 2/5/2021 8.0 8.0 5.0 13.0
Saturday 2/6/2021

Weekly Total: 40.0 40.0 5.0 45.0
z:::“:::o:e‘;' 8.0 72.0 B0.0
("] overtime Form Submitted

Employee Comments:

01/18 Hoeliday

01/19 CIS 5L

01/20 CIS Vac/SL

OLf2L IS Vac/SL s

Approver:

Ralney-Glbsan, Eric 1. W

A-pprover Comments:

All Time Card information s subject to public disclosure, including the empioyee and approver comments.







Wazhinglon Sluie
Department af Correcliony

Home inoOC TCS Help
Time Card Menu
Employee:
Employee Time Card  employee Email:
Search/View b Persannel No:
Location:
Position Code:
Position Title:

Time Card System

Marichalar, Donlclo
dmarlchalar@DJC1. WA.GOV
00776382
HS - WSP

2167

CORR M/H CNSLR 2
Show/Hlde Time Tenths Chart

Pay Period:

Type of Schedule:
Time Card Status:
Union Affifiation: .
Employee Sub Group:

Logged In as: DOC1\ejralneygibson

p2/16/2021 v - 2/28/2021
5-85i M-F, 8 hpd
Approved
Teamsters
06 - M-OT Elig>40hrs/wk

oo, Mg B Fataamnss et sl s
Reported

Sunday 2/14/2021

Monday 2/15/2021 8.0 - 8.0 8,0

Tuesday 2/16/2021 8.0 8.0 8.0

Wednesday 2/17/2021] 8.0 8.0 8.0

Thursday 2/18/2021 8.0 8.0 8.0

Friday 2/19/2021 8.0 6.5 15 8.0

Saturday 2/20/2021

Weekly Total: 40.0 30.5 9.5 40.0
1Sunday 2/21/2021

Manday 2/22/2021 8.0 8.0 8.0

Tuesday 2/23/2021 8.0 8.0 8.0

Wednesday 2/24/2021 8.0 8.0 8.0

Thursday 2/25/2021 8.0 8.0 8.0

Friday 2/26/2021 8,0 8.0 8.0

Saturday 2/27/2021

Weeakly Total: 40.0 32,0 8.0 40,0

Sunday 2/28/2021

Monday 3/1/2021 8.0 8.0 8.0

Tuesday 3/2/2021 |  B.O 8.0" 8.0

Wednesday 3/3/2021 8.0 8.0 8.0

Thursday 3/4/2021 8.0 8.0 8.0

Friday 3/5/2021 8.0 8.0 8.0
Saturday 3/6/2021

Weekly Total: 40.0 40.0 40.0 -

:::;":::u‘::: 62.5 9.5 72,0

! overtime Form Submitted

Emplov-;eq Comments:

02/26=CIS

Approver:

v

Ralney-Glbson, Erlc J,

Approver Comments:

All Time Card Information is subject to public disclosure, Including the émpn‘oyee and approver commeilts.
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Wood, Michele I. (DOC)

B T P IISHRE PET R ARSD BN 17 S L 2 TR AT i A e
From: Abdulwahid, Crystal (DOC)
Sent: Wednesday, April 20, 2022 12:55 PM
To: Wood, Michele I. (DOC)

Subject: RE: Question

Frankly, | don’t fully remember, but had this question been presented to me at the time. | would have redirected him to
his letter, which | believe that he needed to notify the mailroom Sgt.

ca

Cuystal bdulwahid, WS LMFHC
Health Services Manager 2, Mental Health
Washington State Penitentiary

(509) 526-6436

From: Wood, Michele I. (DOC) <miwood @DOC1.WA.GOV>

Sent: Wednesday, April 20, 2022 12:09 PM

To: Abdulwahid, Crystal (DOC) <crystal.abdulwahid @docl.wa.gov>
Subject: Question

Hi Crystal,
This question is in regards to the investigation | am completing on Donicio Marichalar.

After he was assigned to he mailroom last year, did you tell him to not call in to the Out Patient clinic but to call the
Mailroom Sgt. instead?

Thanks.

Michele Wood

Associate Superintendent
Office: 360-794-2630
Cell: 425-754-4559

!
1 Attachment #: _/ 7
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Y ‘
Department of 1
Correctione INTERVIEW ACKNOWLEDGMENT

WASHINGTON STATE
Case ID number: {A}Si’" Q Q 7 33 Date of interview: 04/14/2022
Interviewee: Marichalar, Donicio Title: CMHCZ2 when investigafion was

assigned, as of March 25 demoted to OA3 Medical Records,
{Include title or DOC number and housing assignment, as applicable)

Appointing Authority:

As an inferviewee, | have been informed of the circumstances under which the Depariment of Corrections
releases information. By signing this form, | acknowledge that | have been informed that the infoermation |
provide, including my identity, may be subject to release by the Depariment pursuant fo applicable collective
bargaining agreements, RCW 42.56 (Public Records Act), court order, subpoena, and/or other legal authority.

The Departmant prohibits retaliation against any person because of their involvement in the reporting or
investigation of a complaint. The Depariment will {reat retaliation as a separate offense subject to investigation,
discipline, and/or corrective action. Any concerns regarding retaliation are {o be reported to the Appointing
Authority.

Individual who is under the Department's jurisdiciion

R4 | understand that this is an active and ongoing investigation. in order o protect the integrity of the
investigation, 1 understand that discussion of any related information is to be limited only to persons who
have a need to know.

Emplovee/Contract Stafi/Volunfeer {select one box onlv}

(] 1 have been advised this interview is for internal administrative purposes only. | understand that refusing to
cooperate with the investigation may result in me being disciplined for insubordination, up fo and including
termination of employment/volunteer service or the termination of my contract. | acknowledge that | am
required to fully and honestly answer all relevant and material questions. !f criminal charges are pending or
may be filed against me related to the conduct being investigated, | understand that statements | make in
this investigation cannot be used against me in a criminal proceeding pursuant to Garrity v. New Jersey.

I understand that information refated to allegations/incidents of sexual misconduct will only be disclosed to
staff when necessary for related freatment, investigation, and other security and management decisions.
Breaches of confidentiality may be subject to corrective/disciplinary action.

i have been further advised that this is an active and ongoing investigation and that | may not discuss it with
anyone in the workplace except the Appointing Authority or a Human Resources employee, union
representative, legal counsel, or person with whom | have a legally privileged relationship. [ also have been
advised that | am to refrain from discussing the issues in this investigation with anyone who may be a witness,
to avoid jeopardizing the integrity of the investigation.

OR:
{1 | have been advised that this interview is for internal adminisirative purposes. | understand that | am not

being compelled to answer questions related to conduct that might be criminal. | understand that refusing to
cooperate with the investigation will not result in me being disciplined for insubordination.

Other (members of the public)

[0 My participation/attendance in this interview is voluntary. { have been advised that a witness of my choosing
can accompany me during the interview at my request. Based on this information, | consent to participate in
this interview.

——
& 04/14/2022
Interviéwee»éfgnature{;) Date g I,
| i oA 1 < i, f ¥
M t(.!\a L, W & Gé //}/}r/}a j JIJA, iﬂ‘j Gt S 7/[97’“’}’00_):}
investigator name Signature Date

The contents of this document may be efigible for public disclosure. Social Security Numbers are considered confidential information and
will be redacted in the event of such a request. This form is governed by Executive Order 18-01, RCW 4@56, and RCW 40.14.

DOC 03-484 (Rev. 01/21/22) Pageiofz  ~lechment# DOC 480.860, DOC 850.010
Paga_|_of_







Distribution: ORIGINAL - Final Investigation Report
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INTERVIEW SUMMARY

Case Number: WSP 22750

Interviewee Name: Donicio Marichalar, Correctional Mental Health Counselor 2
" Investigator Name: Michele Weod, Associate Superintendent

interview Date: 4/14/2022

interview Location: Telephonic

1. It appears that you stopped filling out timecards and leave slips about the same
time the mailroom Sgt. left state service, Cctober 18th, 2021. Is that the reason you
stopped completing leave slips and timecards?

No, there is no link to the Sgt. leaving. | was out with Covid, and | was waiting to talk to -
the Sgt. about filling out slips for time missed and L&l claims due to Covid.

| had been out again in February due to Covrd just before | was assigned to home, and 1
did not get the chance to compleie leave slip and file for L&I.

I know | have been completing leave slips, | would be completely stupid for not tuming
them in.

2. How much time did you miss due to Covid?
A week and a half to two weeks.
3. Who did you notify in the mailroom when you weren’t going to be at work?

| would call one of the employees in the mailroom and let them know | wasn’t going fo
bein.

4. Your letter you received assigning you to the maifroom states that you were to
notify Dr. Rainey -Gibson for any scheduled or unscheduied leave as well as the
mailroom Sgt.. Why didn’t you contact Dr. Rainey-Gibson?

The first time | called in after being assigned to the mailroom | called into the Ouipatient
clinic like was used to so my call in could be looked. Then | was told by Crystal
Abdulwahid, Health Services Manager 1, not to call into the Oufpatient clinic anymore
but to call the mailroom Sgt. instead.

After the maiiroom Sgt. left | would cali one of the staff in the mailroom when | was not
going to be in.

5. You know that it is your responsibility fo complete leave slips when you retum
from unscheduled leave, correct?

Attachment #: _Lg__
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Yes.
6. Why did you stop completing timecards?
| stopped completing timecards when | moved out to the mailroom.

7. According to payroll staff you were filling them out until October of 2021. Do you
remember getting any email reminders to complete your timecard?

No.

8. When you fail to complete leave slips but continue to get paid it makes it look like
you are stealing from the state. Would you agree with that?

Yes.

9. Was there something going on during the time frame we are talking about that
might have prevented you from completing your timecards and leave slips?

No.
10. Do you have anything else to add?

No, just that | am flabbergasted that | did not complete those leave slips.

| attest the above statements are true and accurate to the best of my knowledge. /

£ o S 2l
AT

£ 7

Interviewee Signature: C ' /,4 A Date:

Attachment #: Z Q
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Perva, Jessica L. (DOC)

_ _
From: Morrow, Lisa M. (DOC)
Sent: Wednesday, September 21, 2022 3:47 PM
To: Perva, Jessica L. (DQC)
Cc: Jones, Lindsey K. (DOQ)
Subject: RE: Donicio

It appears that he was on home assignment from 2_/____1_5/2022 -3/24j2022.

s |
Pers.No. | 776382
Neme  [MARICHALAR DONICIO JOSEPH |

Persfirea }3125 Haalth Services E_EG«rougm & Permanent

PSubarea |08TA| Institutions EESubgroup |06! M-OT Etigo40hrsink  Stotus  Active
Start l02/15/2022| 10 ' |83/24/2022] Chng [02/15/202220099267 |
Personnel action e

t Action Type Leave of Absence - Active v

Reason for Action [ﬁ] Home Assignment |

Status |

; Employment 1Acfiv!e ‘ _ e

Organizational assignment

' Position 70046500 CORR MiH CNSLR 2

; Personnel area | : 3i2«i. Health Services

E .;Emp%:ayee Zroug Eﬂ Permanent

Employes subgroupg _E}_G_I M-CT Elig=4Chrsiak

Addifonal actions e

 SwnDate Act AcionType AR Ressonforaction @
202!15&022 us ‘Le.ave of ﬁ;b&&nté - Actwe - G'ﬁ ' Hume Assignment o

Lisa Morrow

Human Resources Consultant

DOC Health Services — East Division

Cell: (509} 956-5147

Email: Immorrow®@docl.wa.gov 0\

Pechra] |








From: Perva, Jessica L. {(DCC) <jlperva@DOCL. WA.GOV>
Sent: Monday, September 19, 2022 10:14 AM

To: Morrow, Lisa M. (DOC) <Immorrow@DOC1. WA .GOV>
Subject: Donicio

Hi Lisa,

Can you tell me when and for how long Donicio was on home assignment.

Thank you.

Jessica Perva — Investigator 3

360-725-8905 (desk)

360-789-0327 (cell)

Health Services Division

Washington State Department of Corrections
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Perva, Jessica L. (DOC)

- _
From: Window, David A. (DOC)
Sent: ' Monday, September 26, 2022 11:41 AM
To: Perva, Jessica L. (DOC)
Subject: RE: Dates

[,
3
DOTS_Search_Re...

This in the information from DQTs, WSP’s sheets are the same as DOT's.

Katrina Suckow would be a point of contact to figure out the leave process for Medical during this time line, however,
she was not in her current position until earlier this year.

Let me know if you need anythin'g else.

Window

From: Perva, Jessica L. {DOC) <jlperva@DOCL.WA.GOV>
Sent: Monday, September 26, 2022 11:08 AM

To: Window, David A. {DOC) <dawindow@DOC1.WA.GOV>
Subject: Dates

Hello David,

I’m looking for any dates between January 2021 and August 2022 that Donicio Marichalar was mapped out and the
duration he was mapped out, '

Additionally, do you know who | could contact for questions regarding the eave submission protocol in 2021 for
screened out staff?

Thank you for your quick response.

Jessica Perva — Investigator 3

360-725-8905 (desk)

360-789-0327 (celi)

Health Services Division

Washington State Department of Corrections







Department of

Corrections | INTERVIEW ACKNOWLEDGMENT
Case ID number: 22-750 Date of interview: 9/16/2022

Interviewee: Donicic Marichalar _ Title: __OA3
Appointing Authority:
{Include title or DOC # and housing assignment, as appiicable)

As an interviewee, | have been informed of the circumstances under which the Department of
Corrections releases information. By signing this form, | acknowledge that | have been informed that
the information | provide, including my identity, may be subject to release by the Department pursuant
to applicable collective bargaining agreements, RCW 42,56 (Public Records Act), court order,
subpoena, and/or other legal authority.

The Department prohibits retaliation against any person because of their involvement in the reporting
or investigation of a complaint. The Depariment will treat retaliation as-a separate offense subject to
administrative investigation, discipline, and/or corrective action. Any concerns regarding retaliation
are 1o be reported to the Appointing Authority.

Individual who is under the Department’s jurisdiction

1 1 understand that this is an active and ongoing investigation. In order to protect the integrity of the
investigation, | understand that discussion of any related information is to be limited only to
persons who have a need to know.

Employee/Contract Staff/Volunteer :

O | have been advised this interview is far intemal administrative purposes ortly | understand that
refusing o cooperate with the investigation may result in me being disciplined for insubordination,
up to and including termination of employment/volunteer service or the termination of my contract.
I acknowledge that | am required fo fully and honestly answer all relevant and material questions.

-1 have been further advised that this is an active and ongoing investigation and that | may not
discuss it with anyone in the workplace except the Appointing Authority or a Human Resources
employee, unioh representative, legal counsel, or person with whom | have a legally privileged
relationship. | also have been advised that | am to refrain from discussing the issues in this
investigation with anyone who may be a wiiness, to avoid jeopardizing the integrity of the
investigation.

I understand that information related to aliegatzorasllnmdents of sexual misconduct will only be
disclosed to staff when necessary for related treatiment, investigation, and other security and
management decisions. Breaches of confidentiality may be subject to corrective/disciplinary
action.

Interview of accused (If required, check appropriate box)

B 1 understand that | am being compelled to answer questions relaied to conduct that might be
criminal. | understand that refusing to cooperate with the investigation may result in me being
discipiined for insubordination, up to and including termination of employment/volunteer service or
the termination of my contract. | acknowledge that | am required to fully and honestly answer all
relevant and material questions. If criminal charges are pending, or may be filed against me
related to the conduct being investigated, | understand that statements | make in this investigation
cannot be used against me in a criminal proceeding pursuant to Garrity v. New Jersey.

Dhachmnd 71
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Other (members of the pubiic)

[1 My participation/attendance in this interview is voluntary. | have been advised that a witness of
my choosing can accompany me during the interview at my request. Based on this information, |
consent {o participgte in fhis)interview.

A ’ . 'F/
!nterv:eweeézgnaﬁ;re <.

Jessica Perva 9/16/2022
investigator name Date

The contents of this document may be eligible for publicidisclosure. i ity-fGmbers are considered confidential information and
will be redacted in the avent of such a request. This form i migd y Executive Order 16-01, RCW 42,56, and RCW 40.14. Upon
compietion, the data classification category may change. \ .

Distribution: ORIGINAL - Final Investigation Report

DOC 03-484 (Rev. 6/18/22) Page 2 0f 2 DOC 490.860, DCC 850.010
: Data classification catannry 1








-INTERVIEW SUMMARY

¢ Case Number: 22-750
Interviewee Name: Donicio Marichalar, Office Assistant 3
Investigator Name: Jessica Perva, Investigator 3
Interview Date: 9/15/2022
Interview Location: Teams

Have you reviewed the interview acknowledgement form? Yes
Do you have any questions about it? No
How long have you worked for the department? October 2013

If I must be referred to by anything other than your name, what should I referred to you as?
He/Him

What position do you currently hold? Office Assistant 3, prior to that Correctional Mental Health
Counselor.

How would you describe your knowledge for submitting leave requests? Since being reassigned to
medical records I go to the Myportal site. There I would request and submit my leave; my supervisor
would then approve or denied the request. If T were to call in sick, I would submit my leave request when
upon my returned to work.

Who’s your current supervisor? Cameo Galler. As of March 28, 2022

Was the process different for submitting leave requests prior to your reassignment? No. During my
reassignment, | wasn’t submitting timecards just leave slips.

Has the leave process has always been the same? Yes. However, from 2013-2018 we didn’t fill out
timecards in the BAR Units, Dr. Zeisler was the supervisor at that time. That changed when Eric Rainey-
Gibson became my supervisor in the BAR units on 01-01-2019

What about the timecard process? I would go to the timecard app fill in the hours worked and leave
hours. Typically, Cami sends her staff to include myself weekly reminders 1-2 days prior to the pay
period ending.

A: I'would go to the timecard app fill in the hours worked and leave hours. Typically, Cami sends her
staff to include myself weekly reminders 1-2 days prior to the pay period ending.

When did that start? Ever since she became my supervisor (March 28, 2022) That’s just something she

does for the unit.

How long has Cameo Galler been your supervisor? Ever since | was reassigned on March 29, 2021.







Allegation 1:

It is alleged that between approximately January 2021 through February 15, 2022, on multiple
occasions Donicio Marichalar, was absent from the workplace and failed to provide a leave request
upon your return to work.

The following dates were discovered during your last investigation.

1/25/2021-1/28/2021

e Timecard shows 32 hours of leave. No HRMS leave request was submitted (Timecard says
screened out)

What is the leave process when your “screened” out COVID leave? Between 2019 and 2020 when I
worked in the BAR units my supervisor would fill out my timecard. When I returned after having
COVID, I was never asked to submit a leave slip or claim those hours. It was my understanding when you
get covid and are screened out the screener and/or contract nurse who would contact me would then relay
that information to HR and/or my supervisor and the time I was out would be accounted for.

Who submitted your leave during those times? [ didn’t submit leave when T was screened out. It was
my understanding my supervisor and the ICP had been handling that. T was screen out 6 times maybe
more and was never asked to submit for any leave. I can recall the ICP sending out emails on the
qualification process and how to contact the nurse consultant. However, [ don’t recall receiving any
information regarding the leave process with the exception of the screening questions and how many days
an employee may be screen out and the information was changing on a weekly basis, due to it was
something no one experience before. Any other non-covid related absences I would follow the process
and submit a leave slip.

2/19/2021
e 1.5 hours of leave on approved timecard, but nothing was ever submitted in HRMS

What can you tell me about this? [ don’t recall. This was 20 months ago.

Prior to being reassigned how did you request leave? Leave slips have always been submitted in the
“Myportal” HRMS system.

When did you get reassigned? March 29, 2021.
A: March 28, 2022

Where was your reassignment? Mailroom. March 27, 2020, | was reassigned from the BAR Units to the
Mailroom. February 15", 2022, | was reassigned from the Mailroom to Home Assignment.
March 28, 2022, | was reassigned from Home Assignment to Medical records.

During your reassignment how did you request leave? I would say yes for a week or two. There was
an incident when I called in sick to the OPC and when I returned, I received a call from Crystal the HSM?3
informing me until further notice I would need to report my leave/abscesses to the mailroom Sargent not







the OPC. The process for submitting leave didn’t change, the only change was my point of contact for
absences.

After you called the Mailroom Sgt. Did you still fill out a leave slip? Yes, I believe I have.

Who would approve your leave requests? Dr. Rainey-Gibson.

How many supervisors have you had since your employment with DOC? 7 supervisors (5 MH
supervisors, 1 Mailroom Sgt and 1 medical records.

Has the leave request process ever differed? No.

To clarify, you know the HRMS leave process and the timecard submission process. Yes

Allegation 2:

It is alleged that from approximately January 2021 through May 2022, Donicio Marichalar, failed
to complete and submit your payroll timecards.

Walk me through this. I believe this was during my reassignment to the mailroom.

Who approves your timecard? Dr. Rainey-Gibson from March 2019-March 25, 2022, Cameo Galler
from March 28, 2022-present time.

On 3/1/2021 records show you sign a PDP outlining the concerns surrounding your timecard
submissions. Can you explain why you continued to not submit your timecards? Honestly, I don’t
know. I thought I was. March 27, 2021, T was reassigned to the Mail room.

Records show in 2021 between 3/16/2021-9/15/2021 you have no timecard submissions. Why is that?
I don’t know. Like I said from 2013 to 2020 when I was in the BAR units, [ wasn’t required to submit
timecards. Additionally, during my home assignment February 15, 2022-March 25, 2022, T was told by
Lisa Morrow and Darren Chlipala that I didn’t need to submit timecards. I need to look at my home
assignment dates.

‘When you were not on home assignment can you think of any reason why you didn’t submit your
timecard? [ don’t know.

The 2013-2020 timeframe you mentioned, who was submitting your timecard if you were not? I
don’t know. That brings up a good question.

Your reassignment began on March 29,2022. Up to that point you had been submitting your
timecards regularly. Why did that change after your reassignment? I don’t know.

Records show this year for the following pay periods had no timecard submissions 2/16/2022,
3/1/2022, 4/16/2022, 5/1/2022. Why? From 02/15/2022-03/25/2022 T was on Home Assignment. I don’t
know why the 5/1-5/15 was not submitted. I will contact my current supervisor to resolve this.

Per the DOC Timecard System Employee User Guide, the timecard system automatically sends an
email reminder to the employee and the employees’ supervisor 4 business days after the end of the
pay period. Then notices weekly will be sent until acted upon.







Did you receive email reminders? Recently I had been searching my email deleted folder for another
issue and I came across recent unread reminder emails regarding my timecard it appeared they had been
sent at 3am. I was unaware I had received any reminders until recently. [ know Dr. Rainey-Gibson would
get email reminders because he would say “Hey I got another email, please submit your timecard” but I
didn’t know Cameo received them. Galler would be receiving the email reminders only after T was
reassigned to medical records, which was March 28, 2022.

Do you know how the reminder emails ended up in your deleted folder? No.
During your reassignment did you have a workstation with a computer and email access? Yes.

During your reassignment did Cameo or the Mailroom Sgt. Send you timecard email reminders?
No, Galler was not assigned as my supervisor until March 28, 2022.

Do you have anything else you’d like to add? I would like to check into these dates and timecards.

I attest the above statements are true and accurate to the best of my knowledge.

Interviewee Signature: K_)_(‘—%'m’ ~
D
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Perva, Jessica L. (DOC)

From: DOC HQ Payroll Help Desk

Sent: Wednesday, September 14, 2022 6:14 AM
Subject: Reminder of Payroll Cutoff: Submit non-custody payroil documents by 9/15/2022 End
of Day

Hello Everyone!
This is a friendly reminder that:

The payroll team is processing the pay period 9/1/22-9/15/22.
Please submit all approved overtime, leave, timecards, or other payroll documents for processing by end of day,
9/15/2022, or as soon as possible. :

Please make sure your staff have turned in all Hourly or Health Services Timecards and any necessary Leave
slips or Overtime Slips. Also, take a moment to review and approve any leave requests pending in MyPortat for
9/1/22-9/15/22.

Helpful Links Below
Is an employee out and has not vet submitted leave or is unable to do sc?

Have you received notification that an employee will be out on extended leave?

Do you have a guestion but aren’t sure who to ask?

Find contacts for your local timekeepers or payroll processors here: Directory Updated as of 7/5/21.
For emergencies during cutoff call 360-407-5700 or emalil payroll as soon as possible.

How Can We Help? Let us know if you have any suggestions or feedback.

Thank you for all you do!

achautt 27







Perva, Jessica L. (DOC)

N
From: Henderson, Tami M. (DOC)
Sent: Thursday, September 15, 2022 11:39 AM
To: Perva, Jessica L. (DOC)
Subject: RE: timecards
Attachments: Reminder of Payroll Cutoff: Submit non-custody payroll documents by 9/15/2022 End

of Day

We do not have a log. | attached a sample email that is sent to all staff by payroll at the end of
each pay period.

Thank you,

Tami Henderson

Asst. Agency Payroll Officer/Operations
DOC SW Region HQ, |
Hours: Mon-Fri 6:30 to 15:00

Phone 360-995-2189

MS: 41145

CONFIDENTIALITY NOTICE: .

This message {including any attachments) may contain confidential, proprietary, privileged and/or private information. The
information is intended to be for the use of the individual or entity designated above. If you are not the intended recipient of this
message, please notify the sender immediately, and delete the message and any attachments. Any disclosure, reproduction,
distribution or other use of this message or any attachments by an individual or entity other than the intended recipient is
prohibited.

From: Perva, Jessica L. (DOC) <jlperva@DOCL.WA.GOV>

‘Sent: Thursday, September 15, 2022 11:36 AM

To: Henderson, Tami M. {DOC) <tmhenderson@DOC1.WA.GOV>
Subject: FW: timecards

Hi Tami,

Okachv™ 72







| was wondering if you can help me. I'm conducting an investigation involving timecards and I'd like to know if there’'s a
log kept of email reminders sent to staff? '

Thank you

From: Perva, Jessica L. (DOC)
Sent: Thursday, September 15, 2022 11:33 AM
To: Hardcastle, Jean 0. (DOC) <johardeastle@DOCL. WA.GOV>

* Subject: timecards

Hi Jean,

Is there a log kept of timecard email reminders sent to staff?

Jessica Perva — Investigator 3

360-725-8905 (desk)

360-789-0327 (cell)

Health Services Division

Washington State Department of Corrections







Time Card System
Employee User Guide

Business Reporting and Distribution
Email: brad@docl.wa.gov

Application: hitp://timecard/
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4
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Executive Summary

We are required by the Federal Government to report the hours worked to ensure we
are meeting the Fair Labor Standards Act (FLSA). FLSA requires records be kept on total
hours worked each day and each workweek for employees that are in overtime eligible
positions.*®

*This is in addition to submittal of any leave requests through MyPortal and/or
overtime slips through MS Outlook.

Contact: brad@docl.wa.gov







Access TCS through iDOC Homepage

1. Click the link to access iDOC homepage = hitp://idoc

2. Select APPS to get to Applications Portal

o T -é LT T g

RSN i S
, Hie fd Viw Saones ook Hep

artment Celebrates ltalian-American H_enta e Month in October

epartment of Corrections celebrates Jialian-American Heritage and Cultuse Monih to honor the significance

of the ftalian g ; wts in the history and culs

. _Limﬂed

TC5 is U sgpentei’s aprlication for overtine- ol employtas T repart time worked,
N— ’ At Stagt
TRACHS iz the agency's electionic purchasing application. Notice: TRACKS it not
conpatibic with olf vertiong of the Geagle Chrame Browser. Ifvot ez having iswes
spening the spplicalion using Chrome, use tha Internef Explorer degweopr insteac
Teavel & 58 AR Ot Systerny {54 Al Staff
TEMS is used 1o manage trasl reimbursement requests, Notice: TERS i 2ot compatible
with aif versions of the Geogle Chrome Browser. If you arg hduing icwes apening the
application wing Clirome. usa e nternat Explover browser instead

Contact: brad@docl.wa.gov








Access TCS through TCS Help page

1. Select Help Page to view User Guides Information
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appfibaz‘ﬂnn usirg Chrome, use the Internet Explorer brovser insteod.

2. Select Launch Time Card System to access application

Tools & References

Accessibility & Design

Apps & Technalo
"> Apphcations Porial

> 1T Help Articles &t Resources
> Systern Alests & Quiages

Directories
Documents

Facilities & Offices

Report Something

For assistance contact the [T Help
Desk or submit & help ticket &,

# Home 3 Tcois & References » App!scaﬁcnsPortai
Time Card System (TCS) Help

« About
+ Resources

EETwrocerC— CyCTpE———

The Time Card System aifows for fast, easy submission

Additional system features nciude:

+ Aliows for daily recording

« Requires cne timecard per pay period
= Autornates notifications to employees and supenvisors
» fag-Tilis select fields with HRMS data

« Approvers User Geide F)
+ Emplovee User Guide &
» Frequently Asked Questionsi

« Recording Hofiday or Designated Holiday 3

= Supervisor User Guide R
» User igsla

Application Link

» Launch Time Card System &

to report ime worked by agency employees,

Contact: brad@docl.wa.gov







Access TCS through Outlook e-mail notification

1. Click on the Pay Period hyperlink

Sent: Fr:day‘, September &, 3019 4:95 AM
To: Myhsmmer, Yoy H. [DOC) <yhnyhemmen@DOCI WA GOV>
Subject: STCSS Mot Completed: Nyhammer, Yoy H. 0B/16/2019 - 08/31/20189

Personnel Numbes: S85RREEY
Employee Name: N;!ﬂaammer Yy H.
Supervisor Name: F—_’achem,mis:sa M.

g Pay Period
ﬂ%ﬁﬁﬁﬁ‘i@ G833 12019 Mot Camépiete

Exit Time Card System

1. Click on the X in the upper right hand corner

'GEESear:h_

Wghinghu B .
;)rp;gtmmf Correctinns Time Card System

* Home

Contact: brad@docl.wa.gov’








Access Timecard

1. Access TCS application

2. Click View to access timecard under Employee Tasks Pending

Employee Tasks Pending:

e hammer, Yvy in -
é’u'zew 10/01/2019 Work 0.0 Mo
. Nyhammer, Yvy In
 Wiow . 08/16/2019 Work 0.g No
Or,

Click Employee Timecard

ilsbimgiars Braln

Depacturesl of Corrections
T e

~ : E?h'ﬁlqyée Time Card )
[ Searchfiiew = *

Time Card System

__TCSHelp L N SRS

Employes Tasks Pending:

3. The default will be the current pay period, use the drop down menu to select the

“Pay Period” desired

Employes:

Emgpioyes Emaii:

Porsonned Mo:

1 neation:

Position Codes

Paosition Tite:
Show/Hide Thwe Tenths Chart

AOEIA0IS A

ey
O90LS 2005

Union Affliztion: gégigi’g .
Employee Sub Groups . |o7rz/2019 rsfwk
a7/01/254%
O6F1652015
860173015
{}i{ 16/2018

Contact: brad@docl.wa.gov







Complete Timecard

1. Input appropriate Regular Hours, Overtime, Paid Leave/Holidays, and Unpaid
Leave during the pay period

Sunday

Mondé'v
Toesday
Wednesday
‘Eﬁursday
Friday
Saturday
Weeklir Total: .

% If you need assistance with rounding minutes, click on Show/Hide Time
Tenths Chart hyperlink to expand the view

Show/sHide Time Tenths Chart

1.0 Hour

“» Schedule in TCS does not match HRMS: If there’s a discrepancy with your
Work Schedule on the timecard, record time as your actual hours worked in
the regular hours column and input a comment in the employee comments
below the timecard

Contact: brad@docl.wa.gov







Sunday

Monday
Tuesday .
Wednesday
Thursday

Friday L
Saturday
Weekly Totai: .

Sunday

Mondawj

Tuesday
Wednesday
Thursday

Friday

Saturday.

Weeidy Total::

Pay Period Total
rs Reported:

—\

2. If you plan to return to your timecard for adjustments or add additionai
information, click on Save

Approvers
[Bachero, Afisss M. |

Al Tirme Card information i= subject to public disciosure, indluding the amoloyes and approver conymants.

3. And then click on the X in the upper right hand corner

¥timecards ~ & i Search.,

iT p.d;m&;ui £ TCS: Home V200 =i

Favorites  Tock Help

J— Time Card System

Contact: brad@docl.wa.gov







Submit Timecard

1. Review Approver, if approver is not the your current super\nsor then use the

drop down menu to select the correct supervisor

Approwar:

leachern, Alizsa M.

vl

Ohmanm, Denise #.
Cirman, Bryce O,
] Cpasbenciz. Mysséza L.

Crosce, Javier E.
Orthemssn. Roaeld 1.
Oz, Emma 1,
Ortiz, Mzoro V.
Oehuen, Brendsn A
Dishwrn, iswrs L.
Ustzem, Josegh A,
Crete, Danick 3.

Qete, Efc T.

Owearas, Bryan 3.
Dwems, P=ud 3,

Pads!%a, Ioha T.
4Page. Andrew ¥,

B Balmmier, James T

d S=oling, Termy R.
NBarker, James H,
dParks, James 3.

B F=meall; Andrew 3.
Parris, ¥eith (5.

4 P=riida, Mauro
Pz=qualone, Ta2biths B.

F Approval I

ublic disclasure, including the amplrvee and spprover comments.

Contact: brad@docl.wa.gov







4. To submit for approval, click on Save, Certify Hours and Submit for Approval
(only one time)

***Do not hit the Save button after you hit Save, Certify Hours and Submit for
Approval as this will cause the timecard to be saved back in to “in work” status

Approwers

| Pacheta, Alisss M, )

=

S

Save, Cerify Hours and Submit for App@

Al Time Card information is subject to public disclosure, fncluding the employee and approver commants.

5. Click on OK, when the warning sign appears

~ essage from webpage x
7
8, _
g, WARMING!
5 ¥ou are saving and submitting your docoment for approval ‘

1. &
i Press OK to proceed,
Press Cancel to refurn to screett.

_8.
CoBg

' ) “Cance

6. Review Time Card Status tc ensure timecard is “Pending Approval”

Fay Period: [ipfps/z0ag v - 1o/31/2018
Pending Approval

1-OT Elig>40hrsfwk

Status:

Employes Sub Croup:s s -

Contact: brad@docl.wa.gov







& 7CS: Home V20.00
Favotites  Tools  Help

TFime Card System

Contact: brad@docl.wa.gov







% If any overtime was reported, complete and submit an Overtime Request/Approval
DOC Form 03-022 hitp://insidedoc/Forms/Standard/03-022.docx to your
Supervisor

%+ Overtime hours should be recorded on the actual day the hours are worked. Your
regular hours worked will be recorded in the Regular Hours column, and any hours
in excess of your daily schedule will be recorded in the Overtime column

Pay Periad: [10/00/2019 V| - 10/15/2019
Type of Schedoie: 5-8s: Th-M, & kpd

Time Card Status: Approved

tnion Affdliation: Teamsters

Employes Sub Sroups: 04 - ¥~0OT Elig>Daily Scha

Sunday
Monday
Tuesday
Thursday
I_%rida:y _
Saturd day :

Wa&ﬂdw Total:

O B0 1 e —— . IR 8.0

B0 ' B.O
g0 | 75 | ‘ 155

Contact: brad@docl.wa.gov







If any leave was recorded, submit your leave one of the following ways:

< Complete and submit a Leave Request via Outlook to your supervisor. DOC Form
03407 located at hitp://insidedoc/forms/Siandard/03-407 . docx

% Submit leave through MyPortal
https://mvportal. wa.sov/

Sun&ay :

:Mondav 3.0 | T 8.5
:'Eu:ésday 8.5. ] _. o 3.5
_Wédmesdav_ ' o 8.5
“Ehu.rsday' o 8.5 - 8.5
Friday - 6.0
Saturday

Weeldy Total

Contact: brad@docl.wa.gov








14

Full-time employees are entitled to ten paid holidays, and one personal holiday if the empioyee is
scheduled to be, or has been, continuously employed by the State of Washingten for at least four
months (WAC 357-31-005). The following days are designated as holidays:

The first day of January (New Year's Day)

The third Monday of January (Martin Luther King, Jr."s birthday)
The third Monday of February (Presidents’ Day) ‘

The last Monday of May (Memorial Day)

The fourth day of July (Independence Day)

The first Monday in September (Labor Day)

The eleventh day of November {Veterans Day)

The fourth Thursday in November (Thanksgiving Day)

The Friday immediately following the fourth Thursday in November (Native American
Heritage Day)

10. The twenty-fifth day of December {Christmas Day)

©ONOYHWN R

Personal Holiday

Employees are entitled to one paid personal holiday per calendar year in addition to those specified
in WAC 357-31-005 if the employee is scheduled to be, or has been, continuously employed by the
state of Washington for at least four months. An employee who is scheduled to work less than six
continuous months over a period covering two calendar years only receives one personal holiday
during this period (WAL 357-31-055).

Contact Payroll: httn://idoc/iools/staff. himdipayroll

Paid Holidays: http://idoc/emplovees/compensation/holidavs.him

Contact: brad@docl.wa.gov
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Scenario |
You did not work on the holiday and it fell on a scheduled work day

Below is an example on how it would be reported in Time Card System {TCS) for the holiday (09/02/2018
Labor Day). Your normal scheduled hours would be reported in the “Paid Leave/Holidays” column on the day
of the holiday. The employee did not work on the holiday but was entitled to holiday pay.

Contact: brad@docl.wa.gov







Scenario 2
The holiday fell on your normal day off.

Below is how it would be reported in Time Card System (TCS) for the holiday (9/2/2019 Labor Day) when you
have to designate a different day as your holiday. This was designated as a different day because the holiday
fell on the employee’s normat day off. Your normal scheduled hours would be reported in the “Paid
Leave/Holidays” column on the day that was designated as the holiday. )

Contact: brad@docl.wa.gov







A7

Scenario 3

You had to work on the holiday.

Below is how it would be reported in Time Card System (TCS) for the holiday (9/2/2019 Labor Day) when you
had to work on the holiday. Your normal scheduled hours would be reported in the “Paid Leave/Holidays”
column on the day that was the holiday and then the hours you worked that day would be in the “Overtime”
column.

Contact: brad@docl.wa.gov








Scenario 4

You had to work on your desighated holiday.

Below is how it would be reported in Time Card System (TCS) for the designate,d holiday (9/3/2019 for Labor
Day) when you had to work on the designated day. Your normal scheduled hours would be reported in the
“Paid Leave/Holidays” column on the day that was the designated as the holiday and then the hours you

worked that day would be in the “Overtime” column.

[- Tluezad ay

Wednesday

Thursday

Friday .

Saturday

Wealdy Total:

Contact: brad@docl.wa.gov







1. Click Search/View

2. Click Time Card Search

Washugion Stats

Department of Corrections Time Card Systex

Home | inside DOC

Meparted Hours Daily

Scheduled v5 Repeirfed Hours Weekdy:

3. To narrow down search, Enter and select specific criteria or a combination of
criteria
o Employee Name:
- = Last name, First name

o Personnel No.:
= Employee Personnel Number must be a 4 to 8 digit number

o Pay Period Start Date:
= Field required

o Pay Period End Date:
® Field required

o Supervisor Name:

*pay Pariod End Daoe:

1D/ E5/ 2089 L4

. . *Paf Perind Start Date:
\| [esfians |

Supervisor Narne: . TimeCard Status: i
IPadam,Aﬁs.ﬁ M. VI o :

@ M btot szared

;O-ﬂon-Compﬁeneé.'..' : In-Wn# . S

PRI @Penc_ling’ Approval
kA Approved: ”
M rejected .
Mlrevised

Contact: brad@docl.wa.gov
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Time Card Searc
Emploves Nama!
!Nyhemmer, Yoy

he R
: Pay Paried End Date

a.'“ti’aj.lr_ Period Start Dates

| [oefedienis vl 0715730159 o

Supervicor Mames
iPchiem, Alisza M.

_In Work
ﬁending Agpraval
- approved

% ] Rejected

5. Select Search to view requested timecard

Emplovee Name: Personne! Row: " ¥pay Periad Start Dates | Fpay Pesfad End Date:

Tyhemmer, Yoy 1 | [efoyzors 1 . [i0/isfapis W

Supervisor Wames . e ﬁme CardS'atus

(Pacheco, Hissa e v om0 ek Stareed
.@:Nnn—mﬁ@etéd .E.In work . e
. S Be_ndimg Approval . ..
o O Approved
. b Rafected
O revises

Pachero, Hyhammer, — , Pacheco,
2l B Vg b, | S <%— w’a 107252015 | 0.0 8.3 0.6 Alices B
Pacheco, NyREMMAn |y ! 10f03f2019  {TnWork 10 18/29/2015 | 0.9 88.5 0.0 Pacheco,

Alissz b, Yuw H,

Contact: brad@docl.wa.gov








1. Access Time Card System Application

2. Click Employee Time Card

Wibntiagloss State
Department of Correciions

CHome o o 1D

21

Time Card System

-Searc!wﬁew_-'_. 2

3. The default will be the current pay period, use the drop down menu to select the
Pay Period you want to revise and resubmit for approval

Show/Hide Tone Tenths Chart

Union Affiliation: 08/16/2013
Employee Sub Groaps: L6 2018

- 103/33/2019

i i
0%/01/2018

050112015 re ik

o7/ E0S
DEF1ES2035
O&/01F 2015
DE1GS 2018

4. Select the correct Pay Period that needs correcting

**%During this process you will see a message in red that reads “An approved timecard aiready
exists for this pay period”. This is automatically créated when you are resubmitting an approved
timecard to show this timecard pay period has been modified.

@mweﬂf Timeacard siready axists for this pavperiod

Employes: ; 3 2
Employes Email: hovhammer@oderl.ea.000
Personne] Mo T

Localion: . A0 - BUSINESS SERVECES
Position Code: .-

Pocition Title: FESCAL AMALYST 3

) Shaowitids Time Tenths Charr

Pay Periods {GS0L/2019 wi- 9f13F2045
Type of Schadule:

Ttme Card Status: Aoproved

tnion Afhlaten:z Teamsiars

Employee Sub Groups: {6 - M-0T Elig>4thrsfwhk

Contact: brad@docl.wa.gov







5.

Click Save

[ overthne Form Submittad

Employee Comments:

At

Approwver:
| Pachaco, Alissa M, W

Save

Save, Ceriify Hours and Sulbmit for Approvat |

Click on OK, when the warning message appears

e VRN

You gre saving youwr document but not submittiong & for
approval,

Press OK to proceed.
Press Cancel to retwrn to scresn.

hhezsage From webpage #

Review Time Card Status for “In Work”

Pay Period: 10870172019 VE - 9f15/2049
Type of Schedulp: il -7 £.5,F &

Time Card Siates:
Union Adfifiation:
Employee Sub Group: 05 - B-0T Elig=-d0hrsiwk

(L=~ gaegds

Contact: brad@docl.wa.gov







8. Make corrections to timecard

9. Click on Save

Approuer:
| Pachern, Alisss W, 3

ave, Lerlity Hours and Sabmit for Approvat |

AR Fime Cord information is subject to public disclesure, fnduding the employes and approver camments.
10.Click on Save, Certify Hours and Submit for Approval (only one time) -
***Muitiple clicks will cause timecard to be save back in to “in work” status

kppm:
IPachara, Alissz M, o

S

Save, Gerfify Hours and Submil for Appili@D

Al Tirme Card information s sulifect to publc disdasure, induding the employes and approver commenis.

11.Click on OK, when the warning message appears

Messsge fror webpage *
e
. &
. B. UWARRI NG
5 ¥ou are saving and submitiing your decument Tor approval
6.
Press UK to proceed.

Press Cencel to return to screern.

Contact: brad@docl.wa.gov







Pay Period: 53{:;01{2&19 Wl -

i0f317201%

Enw&a}rsee Sub Eﬂmp. 06 - ¥-OT Elxg}ﬁrﬂ%im" wic

13. Click Home to return back to the Time Card System Homepage

Or

Click on the X in the upper right hand corner

E '“"“ g b fmmecardmeECard'aapx

Search...

4@ TC& Employee Time Card V.. %
: File Edit Wiew Faworites Tools HeEp

&n Approved Timecard already exists for this payperiod.

Employee Time Card: Employee: Nyhmmanar, Yy H,

Pay Periodz

Logged in as: 1‘&&11@ il

US/0L/2033 |- B/13/2018

Contact: brad@docl.wa.gov
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Event-driven notifications

Employee submits a timecard for approval

o If sent to supervisor, the supervisor and employee receive an e-mail
o If sent to someone other than supervisor, the seiected approver, the employee’s
supervisor, and the employee receive an e-mail ’

Supervisor approves (or rejects) timecard

o Email goes to employee notifying them of the approval or rejection

Time-driven notifications

If no approved timecard exists for the pay period {Non-Completed status timecard)

o A ‘not completed’ e-mail is sent 4 business days after the end of a pay period to
the employee and the employee’s supervisor.
" |f the supervisor’s position is vacant, an e-mail is sent to the supervisor’s

supervisor

o Notices sent weekly thereafter until acted upon

If a timecard is submitted for approval {timecard is in “Pending Approval” status)
O 2 business days without action — e-mail sent to supervisor (or approver)
O 5 business days without action — e-mail sent to supervisor (or approver)
O 10 business days without action — e-mail sent to supervisor’s supervisor (or
approver)
O Notices sent weekly thereafter until acted upon

Contact: brad@docl.wa.gov







INTERVIEW ACKNOWLEDGMENT
Case ID number: 22-750 Date of interview: 10/14/2022

Interviewee: Jean Hardcastle Title: _Agency Payroll Officer Appointing Authority: Jeannie Miller
(Include title or DOC # and housing assignment, as applicable)

As an interviewee, | have been informed of the circumstances under which the Department of
Corrections releases information. By signing this form, | acknowledge that | have been informed that
the information | provide, including my identity, may be subject to release by the Department pursuant
to applicable collective bargaining agreements, RCW 42.56 (Public Records Act), court order,
subpoena, and/or other legal authority.

The Department prohibits retaliation against any person because of their involvement in the reporting
or investigation of a complaint. The Department will treat retaliation as a separate offense subject to
administrative investigation, discipline, and/or corrective action. Any concerns regarding retaliation
are to be reported to the Appointing Authority.

Individual who is under the Department’s jurisdiction

[1 I understand that this is an active and ongoing investigation. In order to protect the integrity of the
investigation, | understand that discussion of any related information is to be limited only to
persons who have a need to know.

Employee/Contract Staff/Volunteer

X | have been advised this interview is for internal administrative purposes only. | understand that
refusing to cooperate with the investigation may result in me being disciplined for insubordination,
up to and including termination of employment/volunteer service or the termination of my contract.
| acknowledge that | am required to fully and honestly answer all relevant and material questions.

| have been further advised that this is an active and ongoing investigation and that | may not
discuss it with anyone in the workplace except the Appointing Authority or a Human Resources
employee, union representative, legal counsel, or person with whom | have a legally privileged
relationship. | also have been advised that | am to refrain from discussing the issues in this
investigation with anyone who may be a witness, to avoid jeopardizing the integrity of the
investigation.

| understand that information related to allegations/incidents of sexual misconduct will only be
disclosed to staff when necessary for related treatment, investigation, and other security and
management decisions. Breaches of confidentiality may be subject to corrective/disciplinary
action.

Interview of accused (If required, check appropriate box)

[] l'understand that | am being compelled to answer questions related to conduct that might be
criminal. | understand that refusing to cooperate with the investigation may result in me being
disciplined for insubordination, up to and including termination of employment/volunteer service or
the termination of my contract. | acknowledge that | am required to fully and honestly answer all
relevant and material questions. If criminal charges are pending, or may be filed against me
related to the conduct being investigated, | understand that statements | make in this investigation
cannot be used against me in a criminal proceeding pursuant to Garrity v. New Jersey.

DOC 03-484 (Rev. 6/18/22) Page 1 of 2 DOC 490.860, DOC 850.010
Data classification category 1








Other (members of the public)

[1 My participation/attendance in this interview is voluntary. | have been advised that a witness of
my choosing can accompany me during the interview at my request. Based on this information, |
consent to participate in this interview.

10/14/2022
Interviewee signature Date
Jessica Perva 10/14/2022
Investigator name Signature Date

The contents of this document may be eligible for public disclosure. Social Security Numbers are considered confidential information and
will be redacted in the event of such a request. This form is governed by Executive Order 16-01, RCW 42.56, and RCW 40.14. Upon
completion, the data classification category may change.

Distribution: ORIGINAL - Final Investigation Report

DOC 03-484 (Rev. 6/18/22) Page 2 of 2 DOC 490.860, DOC 850.010
Data classification category 1







INTERVIEW SUMMARY

Case Number: 22-750

Interviewee Name: Jean Hardcastle, Agency Payroll Officer
Investigator Name: Jessica Perva, Investigator 3

Interview Date: 10/14/2022

Interview Location: Teams

Have you reviewed the interview acknowledgement form? Yes
Do you have any questions about it? No

How long have you worked for the department? 19 years
What position do you hold? Agency payroll officer.

How did you become involved in the audit for Donicio Marichalar? I was asked to determine if a
particular set of dates had HRMS leave submission. I decided to put the spreadsheet together because the
number of discrepancies with Donicio’s leave.

Can you walk me through your spreadsheet? The dates within spreadsheet is what was provided to me
by HRC Lisa Morrow as well as the dates discovered in HRMS. There’s a second tab within the
spreadsheet that has screenshots of what was in TCS. I discovered that some timecards had been approved
some had only been created and some hadn’t been started. I added notes on each of the dates I noticed had
discrepancies.

They ultimately had wanted to know the effect on pay. However, I couldn’t provide the exact number as

some of the leave will have a pay consequence because Donicio seemingly used more leave that what was
available to him. There were still decisions to be made on the leave that was approved on the timecard yet
wasn’t submitted in HRMS. I can’t provide an amount until I get answers on each date that was provided.

What answers are you looking for? Whether or not he will be charged that leave or not. If you need a
monetary value, I can provide that I just need solid answers for each day.

Can you walk me through the accrual process? Yes. Part of the issue with this is if Donicio goes below
80 hours of pay status in a month, then he won’t get his accrual. So, staff do not receive accrual until they
have 80 hours of pay status let’s say the system right now doesn’t know Donicio has leave without pay

s0, he got his accrual on the 16™ and uses it on the 17", But we found out he used two days of leave
without pay prior to the 15" so that’s going to bump his accrual out to the 18" and now he’s leave without
pay on the 17" so that bumps his accrual to the 19th. This has a chronological effect of when he gets his
accrual. So, until I have answers on the dates, [ can’t give anything solid without knowing very
specifically what is happening with the reported dates.

If leave is taken prior to the 16™ of the month that’s when things can become an issue. Accrual is earned
when you have 80 hours in pay status. So, if paid leave turns into leave without pay it could push his
accrual out further and further.







Does the accrual time affect the final number? Absolutely. I really should say it depends on the
circumstance outline above.

Is there anything you’d like to add? I’m assuming that the AA will require Donicio to submit leave for
some of these dates however any that do become leave without pay will be an over payment. We will then
have to send an over payment letter unless the AA wanted to go a different route. Once the final
number’s been decided we will follow the over payment process unless directed otherwise.

Would the repayment be out of pocket? Yes, because he was paid the time already that he didn’t have.

I attest the above statements are true and accurate to the best of my knowledge.

Interviewee Signature: Date: 10/18/2022







From: Hardcastle, Jean Q. (DOC)

To: Perva, Jessica L. (DOC); Morrow, Lisa M. (DOC); Ghazal, Zainab A. (DOC)
Subject: FW: Marichalar
Date: Tuesday, January 24, 2023 4:44:45 PM
Attachments: Leave Changes Log - 776382.xlsx
Marichalar Leave Audit 2021 - May 2022.xlsx
Importance: High

Please see Julia’s notes below. As of right now the gross overpayment is a total of $8,987.52. That
overpayment has been offset in the system and nothing has been collected. We will await further
instruction regrading collection.

Thank you for being so patient. November though the first pay period in February is our absolute
busiest time of year.

Thank you and please let us know if you have any additional questions.

Jeaun Handcastle

Department of Corrections - Agency Payroll Officer
Phone (360) 890-0304

Fax (360) 586-6006

Mail Stop 41145

CONFIDENTIALITY NOTICE:

This message (including any attachments) may contain confidential, proprietary, privileged and/or private
information. The information is intended to be for the use of the individual or entity designated above. If you are
not the intended recipient of this message, please notify the sender immediately, and delete the message and any
attachments. Any disclosure, reproduction, distribution or other use of this message or any attachments by an
individual or entity other than the intended recipient is prohibited.

From: Little, Julia L. (DOC) <julia.little@doc1.wa.gov>

Sent: Tuesday, January 24, 2023 4:34 PM

To: Hardcastle, Jean O. (DOC) <johardcastle@DOC1.WA.GOV>

Cc: Henderson, Alysha M. (DOC) <alysha.henderson@DOC1.WA.GOV>
Subject: RE: Marichalar

Hi Jean,

Got everything keyed and have the overpayment amount. The overpayment is a total of

$8,987.52.

| have attached a spreadsheet of the changes | made and also attached your original leave
tracking spreadsheet where | added my notes to your notes.

| have keyed all of the 3231 offsets until we have further instruction on how to proceed from
here. Let me know if you need any additional information.







Thank you!

Best Regards,

JULIA LITTLE

WA Department of Corrections

Fiscal Analyst 4 — Payroll Supervisor & Overpayment Lead
Hours: 8:00am — 4:30pm Mon. — Fri.

Office phone: (360) 485-1459

MS: 41145

From: Hardcastle, Jean O. (DOC) <johardcastle@DOC1.WA.GOV>
Sent: Friday, January 20, 2023 4:54 PM

To: Little, Julia L. (DOC) <julia.little@docl.wa.gov>

Subject: Marichalar

| will come see you and go over it with you.

Jean Havdcasltle

Department of Corrections - Agency Payroll Officer
Phone (360) 890-0304

Fax (360) 586-6006

Mail Stop 41145

CONFIDENTIALITY NOTICE:

This message (including any attachments) may contain confidential, proprietary, privileged and/or private
information. The information is intended to be for the use of the individual or entity designated above. If you are
not the intended recipient of this message, please notify the sender immediately, and delete the message and any
attachments. Any disclosure, reproduction, distribution or other use of this message or any attachments by an
individual or entity other than the intended recipient is prohibited.
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Department of

Corrections

WASHINGTON STATE

INVESTIGATION REPORT

Case Number:

WSP 22-750

Name of Investigator:

Michele Wood, Former Associate Superintendent
Jessica Perva, Health Services Investigator 3

Commented [GC(1]: Second version of the report
received 3/23/23 from Michelle Walker, Audit Director.
Report is the same as original, except for "Date
investigation closed" is updated to March, and one
additional attachment, #27, was added.

See B.1.4 for original attachments, and B.1.10 for
attachment #27.

Assigned by:

Dr. Zainab Ghazal, Administrator, Health Services, Command C

Date Opened:

February 16, 2022.
Reassigned on July 24, 2022.

Date Investigation March ,2023.
Closed:
Referral to Local Law N/A

Enforcement:

Name of Accused:

Donicio Marichalar, Correctional Mental Health Counselor 2 (CMCH2)

Name(s) of Choose an
item.

N/A

Origin of Investigation:

This investigation originated when CMHC2 Marichalar failed to submit a
leave slip. Upon further review, it was found that leave slips were
missing for additional days, which lead to the discovery of the
allegations below.

Allegations:

1. ltis alleged that between approximately January 2021 through
February 15, 2022, on multiple occasions CMHC2 Donicio
Marichalar, was absent from the workplace and failed to provide
a leave request upon return to work.

2. ltis alleged that from approximately January 2021 through May
2022, CMHC2 Donicio Marichalar, failed to complete and submit
payroll timecards.

List of Persons
Interviewed

Wayne Crowell, Mailroom Sergeant (Sgt.) — Witness

Darren Chlipala, Former Health Service Manager (HSM) & current
Health Services Administrator (HSA) - Witness

Dr. Eric Rainey-Gibson Psychologist 4 — Witness

Donicio Marichalar Correctional Mental Health Counselor 2 (CMCH2) —
Accused

Jean Hardcastle Agency Payroll Officer (APO) — Subject matter expert

List of Persons not
Interviewed

Sgt. Derek Dugger. No longer employed as of October 18, 2021.
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Witness Summary

Darren Chlipala, Former Health Service Manager (HSM) &
current Health Services Administrator was interviewed on March
3, 2022, as a Witness. (Attachment 7)

Wayne Crowell, Mailroom Sergeant (Sgt.) was interviewed on
March 3, 2022, as a Witness. (Attachment 5)

Dr. Eric Rainey-Gibson Psychologist 4 was interviewed on March 7,
2022, as a Witness. (Attachment 4)

Donicio Marichalar Correctional Mental Health Counselor 2 (CMHC2)
was interviewed on March 9, 2022, April 14, 2022, and September
16, 2022, as the Accused. (Attachment 6, 14, 22)

Jean Hardcastle Agency Payroll Officer (APO) was interviewed on
October 14, 2022, as the payroll subject matter expert.

Timeline

e March 29, 2021, CMHC2 Marichalar temporarily assigned to the
WSP mailroom.

e February 3, 2022, Dr. Rainey-Gibson requests information of
days missed by CMHC2 Marichalar from Sgt. Crowell.

e February 14, 2022, determination made to assign Just Cause
investigation.

e February 15 — March 25, 2022, CMHC2 Marichalar was on home
assignment. (Attachment 19)
e June 24, 2022, investigation reassigned. (Attachment 20)
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Information/Evidence
Related to Allegations

Darren Chlipala, Former Health Service Manager (HSM) &
current Health Services Administrator was interviewed as a
Witness on March 3, 2022. (Attachment 7)

HSM3 Chlipala was interviewed as he had compiled a list of days that
CMHC2 Marichalar called in sick or late.

HSM3 Chlipala explained that the logs he submitted were from the
Outpatient Clinic which is where Health Services staff are required to
call into if they are going to be late or out sick. The yellow highlighted
lines indicate the staff call-ins.

When asked how supervisors know their staff have completed leave
slips, he stated that supervisors are responsible for their direct reports,
but it is the responsibility of the employee to make sure they complete
their leave slips. The Washington State Penitentiary (WSP) does not
have a tracking mechanism for ensuring leave slips are completed. He
went on to say that there is also nothing in place to track the hours a
person misses when they call in late. CMHC2 Marichalar does not work
in the same building as his supervisors, so it is unknown the number of
hours he misses or if he comes to work. (Attachments 7 & 11).

Wayne Crowell, Mailroom Sgt, was interviewed as a Withess on
March 3, 2022. (Attachment 5)

Sgt. Crowell was interviewed as CMHC2 Marichalar’s supervisor during
his reassignment to the mailroom pending an investigation.

When asked how CMHC2 Marichalar notified him when he would not be
to work Sgt. Crowell explained, CMHC2 Marichalar did not always notify
him that he was going to be absent. The list of dates that CMHC2
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Marichalar was gone is based on the days he did not pick up his tools.
Sgt. Crowell said he did not know he was supposed to track CMHC2
Marichalar absences, because CMHC2 Marichalar was already working
in the Mailroom when Sgt. Crowell was awarded the bid for the
Mailroom job, November 6, 2021.

According to Sgt. Crowell, CMHC2 Marichalar called in for a variety of
reasons; he had COVID; his family had COVID and sometimes the call-
ins were weather related. Sgt. Crowell was unsure as to who CMHC2
Marichalar was supposed to turn his leave slips into. (Attachment 5).

Dr. Eric Rainey-Gibson, Psychologist 4, was interviewed on March
7, 2022. (Attachment 4)

Dr. Rainey-Gibson was interviewed as CMHC2 Marichalar supervisor
prior to CMHC2 Marichalar reassignment to the Mailroom.

Dr. Rainey-Gibson stated he had no idea why CMHC2 Marichalar was
absent. CMHC2 Marichalar did not call him directly but called the
Outpatient Clinic instead. According to Dr. Rainey-Gibson, CMHC2
Marichalar stopped calling in sometime last October 2021.

Dr. Rainey-Gibson admitted that there is no tracking mechanism to track
how much time someone misses when they call in sick or to verify if they
come in later in the day. CMHC2 Marichalar was supposed to email Dr.
Rainey-Gibson each day when he came into work and when he left but
he didn’t.

According to Dr. Rainey-Gibson he did not know when CMHC2
Marichalar was at work and when he wasn’t. He stated he had no
contact with CMHC2 Marichalar after March of last year, after CMHC2
Marichalar was assigned to the Mailroom.

When asked if he had anything else to add, Dr. Rainey-Gibson said this
is not new behavior for CMHC2 Marichalar. During a review of staff
leave usage conducted in 2020 he noticed that there were times
CMHC2 Marichalar called in but did not complete leave slips. Dr.
Rainey Gibson worked with HR and Payroll to get CMHC2 Marichalar
caught up on his leave slips. In mid-2020 Dr. Rainey-Gibson issued a
Letter of Concern to CMHC2 Marichalar regarding his attendance
issues.

CMHC2 Donicio Marichalar was interviewed as the Accused on
March 9, 2022. (Attachment 6)

CMHC2 Marichalar stated he missed a lot of time due to COVID and
was not aware of the amount of time lost. He acknowledged it is his
responsibility to complete leave slips and found it surprising that he did
not turn in slips.
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CMHC2 Marichalar said he did not believe he had to complete
timecards once he was reassigned to the Mailroom.

He also added that he was told to call in to the Mailroom Sgt. if he was
not going to be to work and for his leave. (Attachment 6)

CMHC2 Donicio Marichalar was interviewed again on April 14,
2022. (Attachment 18)

CMHC2 Marichalar was interviewed again to clarify some of his original
answers and seek clarification of his understanding of the process for
submitting leave requests as well as his understanding of the
consequences for not submitting leave requests.

On two occasions he was waiting to talk to the Mailroom Sgt. on how to
fill out leave slips for Covid and how to file for L&l for Covid.

CMHC2 Marichalar states, he knows he has been completing leave
slips, that he would be stupid for not turning them in. At the end of the
interview, he said he was flabbergasted that he did not complete the
leave slips.

CMHC2 Marichalar acknowledged he is responsible for turning in leave
slips for time missed. He also acknowledged that failing to turn in leave
slips makes it look like he is stealing from the state. He still could not
provide an explanation as why he did not turn in leave slips. CMHC2
Marichalar stated he has been completing leave slips but could offer no
explanation as to why they were not showing in the system.

CMHC2 Marichalar said, he was told by HSM1 Crystal Abdulwahid to
stop calling into the Outpatient Clinic but instead call the Mailroom Sgt.
However, during HSM1 Abdulwahid’ s interview she, couldn’t recall the
conversation. HSM1 Abdulwahid said, she would have redirected him to
his letter which stated he needed to notify the Mailroom Sgt.
(Attachment 17)

CMHC2 Marichalar stated he has not been turning in timecards since he
was reassigned to the Mailroom. He has not received any notices from
the timecard system for timecards not submitted. (Attachment 18)

CMHC2 Donicio Marichalar was interviewed again on September
15, 2022. (Attachment 21)

Allegation 1:

Prior to my interview with CMHC2 Marichalar, | discovered all additional
dates had been accounted for, except the week of January 25-28, 2021,
and February 19, 2021. Upon further review January 25-28, 2021, had
been noted on CMHC2 Marichalar’s approved timecard as “screened
out”. (Attachment 16 pg. 5) | asked CMHC2 Marichalar why he failed to
submit a leave request for the 32 hours of absence that week. CMHC2
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Marichalar explained that he’d been screened out several times
between 2021 and 2022 for none of which he submitted an HRMS leave
slip. CMHC2 Marichalar said, “When [ returned after having COVID, |
was never asked to submit a leave slip or claim those hours. It was my
understanding when you get COVID and are screened out the screener
and/or contract nurse who would contact me would then relay that
information to HR and/or my supervisor and the time | was out would be
accounted for.” | was able to contact WSP Mapping and gather all the
dates CMHC2 Marichalar was screen out between January 2021 and
August 2022. (Attachment 20) On February 19, 2021, CMHC2
Marichalar noted on his approved timecard 1.5 hours of leave, HRMS
shows not leave slip for that date. (Attachment 16 pg.6) | asked
CMHC2 Marichalar if he could account for that date and the missing
leave slip? CMHC2 Marichalar said, “I don’t recall. This was 20 months
ago.”

Mapped out dates:
January 22-29, 2021
February 1-4, 2022
February 8-9, 2022

Allegation 2:

When | asked why he failed to submit timecards between March 16,
2021 — September 15, 2022, CMHC2 Marichalar said, “/ don’t know”
“During my reassignment | wasn’t submitting timecards just leave slips.”
CMHC2 Marichalar was reassigned to the mailroom on March 29, 2021.
(Attachment 3) | asked CMHC2 Marichalar if he received the auto-
generated timecard reminders? CMHC2 Marichalar said, “No.” CMHC2
Marichalar explained, recently he had been searching for his outlook
deleted folder and found several unopened timecard reminders emails.
CMHC2 Marichalar couldn’t recall seeing these email reminders in his
inbox.

Investigators note allegation 1:

Between October 2021 - February 15, 2022, CMHC2 Marichalar was
absent 30, eight-hour shifts for a total of 240 hours.

e The dates for those shifts are as follows; 11/5/21, 11/15/21,
11/17/21, 11/24/21, 11/30/21, 12/02/21, 12/03/21, 12/09/21,
12/14/21, 12/20/21, 12/23/21, 1/3/22, 1/5/22, 1/6/22, 1/7/22,
1/10/22, 1/12/22, 1/19/22, 1/21/22, 1/24/22, 1/25/22, 1/26/22,
1127122, 1/28/22, 2/1/22, 2/2/22, 2/3/22, 2/4/22, and 2/7/22. He
was also late for work on 1/31/22 and 2/11/22 for a total of 8.3
hours. Bolded dates are confirmed mapped out dates.
(Attachment 8 & 21)

The dollar amount of missed days is $8,987.52.
(Attachment 13) No leave slips were submitted for the time missed as
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outlined above. (Attachment 9) Per CMHC2 Marichalar letter assigning
him to the mailroom dated March 26, 2021, any scheduled or
unscheduled leave was to be authorized by Dr. Rainey-Gibson. The
Mailroom Sgt. was also to be notified of any leave. (Attachment 3)

During this investigation, it was discovered that there are at least 7
additional days CMHC2 Marichalar was absent and for which he did not
turn in leave slips. The following additional dates prepared by Dr.
Rainey-Gibson. (Attachment 11) The dates are as follows; 1/5/21,
1/14/21, 1/20/21, 1/21/21, 2/17/21, 2/19/21, and 2/22/21. During my
review | discovered the only non-accounted for time that shows both on
the timecard and on the supervisors, note was 2/19/2021 for an
uncounted time of 1.5 hours. The additional dates have corresponding
leave slips and approved timecards reflecting the leave in question.

e 1/5/2021 was approved in HRMS and on approved
timecard. (Attachment 10 pg.3)

e 1/14/2021 Dr. Rainey-Gibson indicates that CMHC2
Marichalar was late however, no leave was submitted for
this date and Dr. Rainey-Gibson approved the timecard in
TCS with no leave noted for 01/14/2021. (Attachment 10
pg.4)

e 1/20/2021 & 1/21/2021 is on the approved timecard and
have all been submitted in HRMS. (Attachment 10 pg.
5&6)

e 1/25/2021-1/28/2021 timecard shows 32 hours of leave.
No HRMS leave request was submitted (Timecard says
screened out).

e 2/17/2021 This date is on the handwritten note as late.
However, Dr. Rainey-Gibson Approved a timecard that
indicated no leave was used on this date and no leave has
been submitted in HRMS. (Attachment 10 pg.7)

e 2/19/2021 1.5 hours of leave on approved timecard no
HRMS submissions. when | asked CMHC2 Marichalar if
he could account for this date he replied, “I don’t know that
was 20 months ago”. (Attachment 10 pg.8)

e 2/22/2021 This date was on the handwritten note from Dr.
Rainey-Gibson. However, no leave reflection on approved
timecard and no leave request in HRMS. (Attachment 10

pg.9)
Investigators note allegation 2:

CMHC2 Marichalar could provide no justification for failing to submit
timecards for the following pay periods.

3/16/2021- No timecard submission
4/1/2021 — No timecard submission
4/16/2021 — No timecard submission
5/1/2021 — No timecard submission
5/16/2021 — No timecard submission
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6/1/2021 — No timecard submission
6/16/2021 — No timecard submission
7/1/12021 — No timecard submission
7/16/2021 — No timecard submission
8/1/2021 — No timecard submission
8/16/2021 — No timecard submission
9/1/2021 — No timecard submission
9/16/2021 — No timecard submission
10/1/2021 — No timecard submission
10/16/2021 — No timecard submission
11/1/2021 — No timecard submission
11/16/2021 — No timecard submission
12/1/2021 — No timecard submission
12/16/2021 — No timecard submission
1/1/2022 — No timecard submission
1/16/2022 — No timecard submission
2/1/2022 — No timecard submission
2/16/2022 — No timecard submission
3/1/2022 — No timecard submission
4/16/2022 — No timecard submission
5/1/2022 — No timecard submission

Jean Hardcastle Agency Payroll officer was interviewed on October
14, 2022. (Attachment 25)

APO Hardcastle was asked by the Appointing Authority and Human
Resources to determine if a particular set of dates had HRMS leave
slips submission. APO Hardcastle audited CMHC2 Marichalar leave
and created an excel spreadsheet. (Attachment 26) APO Hardcastle
explained that several of the dates provided had been affected by paid
leave accrual dates and possible overpayment to CMHC2 Marichalar.
APO Hardcastle explained the accrual process “If leave is taken prior to
the 16™ of the month that’s when things can become an issue. Accrual is
earned when you have 80 hours in pay status. So, if paid leave turns into leave
without pay it could push his accrual out further and further.” APO
Hardcastle requested a separate meeting with the Appointing Authority
to discuss the overpayment and calculate the exact amount owed.

Report of Retaliation: No retaliation reported.

. Investigation assignment letters

. Investigation extension approval

. CMHC2 Marichalar temporary assignment letter March 26, 2021
. Dr. Eric Rainey-Gibson interview packet and related emails

. Sgt. Wayne Crowell interview packet

. CMHC2 Marichalar interview packet

. Former HSM3 & current HSA Darren Chlipala interview packet

. Email thread reflecting work hours missed by CMHC2 Marichalar
. Report of Leave requests for CMHC2 Marichalar March 2021-
October 2021

Attachments:

© 00N OB WN =
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10. Email thread and log of additional hours of work missed by CMHC2
Marichalar with no leave requests

11. Dates CMHC2 Marichalar was not at work by Dr. Rainey-Gibson
12. Date Sgt. Crowell was assigned to Mailroom email

13. Email confirming CMHC2 Marichalar did not fill out timecards and
CMHC2 Marichalar salary

14. CMHC2 Marichalar PDP for 3/1/19 through 3/1/2020

15. CMHC2 Marichalar PDP for 3/1/20 through 3/1/2021

16. Timecards

17. Email regarding directions for reporting absences

18. CMHC2 Marichalar second interview packet

19. Home assignment

20. WSP/DOTS mapping dates

21. CMHC2 Marichalar third interview packet

22. HRMS leave slips

23. Late timecard reminder email

24. Timecard System Employee User Guide

25. APO Jean Hardcastle interview packet

26. Leave audit spreadsheet

27./COVID leave protocol

b

The contents of this d 1t may be

ligible for public disclosure. Social Security N s are idered confidential information and

will be redacted in the event of such a request. This form is governed by Executive Order 00-03, RCW 42.56, and RCW 40.14.

Case: WSP22-750
Revision date: 9-26-2022
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Fraud External Investigation Review Checklist.pdf

Washington State Auditor’s Office
Fraud External Investigation Review Checklist

Fraud Case Number F-23-031
Client Department of Corrections
Fraud Specialist Carol Gross
Date Completed Investigation Review 3/30/23
Objective:

Audit Policy 1410 may allow all or a portion of an investigation to be performed by a client, law enforcement
agency (LEA) or other third party. In such cases, fraud investigators will review this work using the external
fraud review checklist to determine if the investigative methods and conclusion can be relied on or if additional
procedures are needed.

Investigators will contact Team Special Investigations, if you have questions or concerns during your review.

Summary of Notification of Suspected Loss

When was our Office notified of the suspected On 02/01/23, DOC Audit Director, Michelle Walker,
loss? If we identified the suspected loss, when | submitted the loss notification to our Office.
and how?

If there is assigned responsibility (Full Name, | Donicio Marichalar, Correctional Mental Health Counselor 2
Position title)? (CMCH2)
If so, does the subject of the investigation have | The subject does not have access to accounting or financial
access to other accounting and financial | systems.
systems? If yes, describe.

What is the employment status of the subject? | The subject is still employed and is still being paid, as of
Add key date information. 3/30/23. He was reassigned to the mailroom on March 29,
2021 and his current job title is Office Assistant 3 HS WSP.
In both his former and current positions, he was governed by

the Teamsters union CBA - Teamsters Local Union 117 -
DOC ONLY (2021-23) | Office of Financial
Management (wa.gov)

Investigator information

Who conducted the investigation? Full Name, | Michele Wood, Former Associate Superintendent (assigned
Title to the case on February 16, 2022).

Jessica Perva, Health Services Investigator 3 (reassigned to
the case on June 24, 2022).

In your judgment, is the individual investigating | Yes. Neither of the investigators worked directly with the
able to conduct an objective investigation? If | subject.
no, describe.

Does the individual have the experience and/or | Yes. Both investigators have experience conducting
knowledge necessary to conduct the | investigations and were provided clear expectations
investigation? If no, describe. regarding the assignment, the allegations and expected
timeframe for completion. Investigators were provided
standardized DOC investigation workpaper templates to
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utilize such as the “Interview Acknowledgment” form,
“Investigation Report” templates and “Interview Summary”
templates.

Has our Office had any prior concerns working | No.
7 | with the individual investigating? If yes,
describe.
8 Has the investigation been reviewed by the | Yes.
client?
Scope, Methodology, and Evidence
What was the scope (timeframe) and There were two main allegations with two timeframes:
methodology of the investigation? Please 1. ltis alleged that between approximately January
describe approach, records reviewed, etc. 2021 through February 15, 2022, on multiple
occasions CMHC2 Donicio Marichalar, was absent
from the workplace and failed to provide a leave
request upon his return to work.

2. ltis alleged that from approximately January 2021
through May 2022, CMHC2 Donicio Marichalar,
failed to complete and submit his payroll timecards.

To investigate these allegations, investigators:
e conducted interviews with pertinent staff
9 ¢ reviewed the subject’s timecards, HRMS leave slips,
leave balances and reported absences from the
subject’s supervisors during the investigation period

e reviewed the subject’s PDPs which described his
performance issues related to attendance and
timecard submission

e reviewed standard email communications that are
automatically sent to staff to remind them to submit
timecards

e reviewed the Time Card System Employee User
Guide

e reviewed a leave audit conducted by Agency Payroll
Officer, Jean Hardcastle. See details in question 10
of the leave audit performed by Payroll.

Describe analytical procedures performed by APO Jean Hardcastle and HRC Lisa Morrow conducted a

the investigator including the time frame used. leave audit to verify discrepancies between leave in HRMS
and what was submitted on the subject’s timecards (or leave
that was taken, but not submitted at all if the timecard was
not submitted). The audit, for January 1, 2021 through
December 31, 2022 see here: [~ |‘—T| B.16 ], shows the
leave the subject submitted and was paid for, any instances
where the paid leave had to be adjusted in HRMS to leave

10 without pay due the fact that the subject did not submit a

leave slip, or did not actually have enough leave accrued to
claim. This is due to the accrual process. As explained in the
interview conducted with Jean Hardcastle on 10/14/22, Jean
stated that “Part of the issue with this is if Donicio goes
below 80 hours of pay status in a month, then he won’t get
his accrual...let’'s say the system right now doesn’t know
Donicio has leave without pay

so, he got his accrual on the 16th and uses it on the 17th.
But we found out he used two days of leave without pay prior
to the 15th so that’s going to bump his accrual out to the
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18th and now he’s leave without pay on the 17th so that
bumps his accrual to the 19th. This has a chronological
effect of when he gets his accrual.”

The changes to leave are summarized here: [* (]B.1.5 1
The timeframe for the changes to leave summary is January
5, 2021 through January 9, 2023.

11

Were tests of transactions conducted using the
lowest possible original source documents?
Describe the records.

Yes. The subject’s timecards were reviewed, as well as
leave submitted through myportal and recorded in HRMS.
They also reviewed call out logs for days the subject called
in sick or would be late, as well as COVID screening
“mapped out dates” to confirm days the subject was
screened and told to go home.

The investigators also relied on notes from supervisors
stating days the subject was late or did not come to work.
During the time period when the subject did not submit
timecards, and/or leave in HRMS, the only documentation for
the subject’s absences was notes from his supervisors.

12

Were interviews conducted of entity personnel?
If yes, add date of interview, name of person
interviewed, and position title.

Yes. The following people were interviewed:

e March 3, 2022: Wayne Crowell, Mailroom Sergeant
(Sgt.) - Witness

e March 3, 2022: Darren Chlipala, Health Service
Manager (HSM) - Witness

e March 7, 2022: Dr. Eric Rainey-Gibson Psychologist
4 - Witness

e March 9, 2022, April 14, 2022 and September 16,
2022: Donicio Marichalar Correctional Mental Health
Counselor 2 (CMCH2) - Subject

e October 14, 2022: Jean Hardcastle Agency Payroll
Officer (APO) — Subject matter expert

13

Was the subject interviewed or given the
opportunity to respond to the allegations? If
yes, add date of interview. In cases where the
individual is not interviewed, is the justification
documented? How did the subject respond to
the key interview questions? Did they take
responsibility for the misappropriation? If yes,
when and how much?

Yes. On March 9, 2022, April 14, 2022 and September 16,
2022, the subject, Donicio Marichalar Correctional Mental
Health Counselor 2 (CMCH2), was interviewed.

The subject responded to the key interview questions with
acknowledgement that it is his responsibility to submit leave
slips and surprise that he had not submitted leave slips. He
also claimed for periods of time when he was “screened out”
(due to COVID precautions, he was screened and then not
allowed to enter the building at the time) he was not aware
he had to submit leave slips. The subject was also
reassigned to the mailroom on March 29, 2021, and during
this transition he stated he did not think he had to submit
timecards, despite documentation that he had been
instructed to continue doing so. The subject stated he was
completing leave slips but could not provide an explanation
for why they were not showing in the system. He
acknowledged that he had not been turning in timecards
since he was reassigned to the mailroom, and stated that he
had not received any notices from the timecard system for
timecards not submitted. Review of the timecard system
shows that automatic emails are sent to the employee and
their supervisor starting 4 business days after the end of a
pay period to submit their timecards, and at continuous
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intervals afterwards until the timecard is submitted. The
subject stated in his interview that recently he found several
unopened timecard reminder emails in his deleted folder and
could not recall seeing these reminders in his inbox.

The subject did not take responsibility for the discrepancies
in leave submissions, but could not provide an explanation
for the discrepancies. For allegation #1, the investigation
report states on page 5: “between October 2021 and
February 15, 2022, the subject was absent 30, eight hour
shifts for a total of 240 hours. The dates for those shifts are
as follows; 11/5/21, 11/15/21, 11/17/21, 11/24/21, 11/30/21,
12/02/21, 12/03/21, 12/09/21, 12/14/21, 12/20/21, 12/23/21,
1/3122, 1/5/22, 1/6/22, 1/7/22, 1/10/22, 1/12/22, 1/19/22,
1121122, 1/124/22, 1/25/22, 1/26/22, 1/127/22, 1/28/22, 2/1/22,
2/2/22, 2/3/22, 2/4/22, and 2/7/22. He was also late for work
on 1/31/22 and 2/11/22 for a total of 8.3 hours... The dollar
amount of missed days is $8,987.52. No leave slips were
submitted for the time missed as outlined above.”

The subject did take responsibility for not submitting
timecards. In response to allegation #2, the investigation
report states the subject “could not provide justification for
failing to submit timecards for the following pay periods:
3/16/2021- No timecard submission

4/1/2021 — No timecard submission

4/16/2021 — No timecard submission

5/1/2021 — No timecard submission

5/16/2021 — No timecard submission

6/1/2021 — No timecard submission

6/16/2021 — No timecard submission

7/1/2021 — No timecard submission

7/16/2021 — No timecard submission

8/1/2021 — No timecard submission

8/16/2021 — No timecard submission

9/1/2021 — No timecard submission

9/16/2021 — No timecard submission

10/1/2021 — No timecard submission

10/16/2021 — No timecard submission

11/1/2021 — No timecard submission

11/16/2021 — No timecard submission

12/1/2021 — No timecard submission

12/16/2021 — No timecard submission

1/1/2022 — No timecard submission

1/16/2022 — No timecard submission

2/1/2022 — No timecard submission

2/16/2022 — No timecard submission

3/1/2022 — No timecard submission

4/16/2022 — No timecard submission

5/1/2022 — No timecard submission”

14

Did the individual investigating address the
“‘what else” question?

The investigation focused on the subject and did not address
the fact that there was a failure on the part of the
supervisor’s to ensure the subject was submitting leave and
turning in his timecards. The supervisors were also receiving
automated reminders for timecard submission. Supervisors
were also responsible for reviewing and approving leave
submissions. A number of timecards were approved by the








subject’s supervisor where leave was indicated on the
timecard, but no leave was submitted in HRMS.

The subject’s PDPs show performance issues that extend
beyond the attendance and time reporting issues, however,
based on the subject’s limited access to agency systems, the
potential for additional misappropriation outside of his own
payroll is low.

The investigation concludes with a statement from Jean
Hardcastle, Agency Payroll Officer, that a meeting should be
held with the Appointing Authority to discuss the
overpayment and calculate the exact amount owed.

Due to the fact that the subject is still employed at DOC, and

still being paid and submitting leave, [ ™ B.1.11 ],there
may be additional misappropriated amounts. Per Jean
Hardcastle, APO, she is aware of at least one additional
overpayment since the end of the investigation period.

Does the investigation conclude with | Yes. Donicio Marichalar Correctional Mental Health
15 responsibility assigned? If so, add Full name, | Counselor 2 (CMCH2).
Position Title. Describe support/records used to | Support records are the subject’'s own leave slips and
assign responsibility. timecards.
When did the individual investigating complete | January 24, 2023 was the original completion date, but we
16 | the investigation? received an updated investigation report with a completion
date of March 2023.
What are the results of the investigation? Is the | See details in question 13.
conclusion supported by work performed? | The results are supported by work performed, however, our
(Summarize the results of the investigation | reperformance has found some instances where the
including misappropriation, questionable | narrative in the investigation report does not fully match the
amounts and the loss period.) supporting records/investigation work performed. This is an
issue with the final report, not the actual investigation work.
7 Also, it was sometimes difficult to determine whether the
Counselor was working or not because supervisors for the
Counselor did not have a racking mechanism for recording
when the Counselor was not working or for guaranteeing
leave slips or timesheets were appropriately finished and
submitted.
Have any restitution agreements been signed? | No. Michelle stated they are intending to seek repayment
18 | If so, describe. and disciplinary action, but are waiting until the conclusions
of SAQO’s work before proceeding.
Who has received the results of the | Facilities staff, DOC Superintendent, WSP HR Manager,
investigation? Health services Manager (Ronna Cole), Michelle Walker,
Audit Director. Michelle has notified the Assistant Secretary
19 and Secretary.
Michelle stated that the case was also reported to the Walla
Walla police department and they are referring the case to
their prosecutor, who will refer it to the state AG. Michelle is
intending to also submit it to the WA state ethics board.
Conclusions
20 | Describe what and the amount of the | Using the leave audit prepared by DOC Payroll [
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investigation conclusions you tied out to
underlying support. Add links to records we
created to document our review.

- |‘—T| B.1.6 ], we tied days worked, days absent and leave
submissions to the subject’s time cards, HRMS reports and
reported absences from the subject’s supervisor. We
recalculated changes to the subject’s leave balances when
the audit necessitated paid leave be changed to LWOP due
to the subject’s failure to submit leave in HRMS and/or when
this resulted in necessary modifications to the subject’s
accrued leave balances.

e On TAB #1, we left comments in cells when
appropriate to show what supporting records we
reviewed.

e On TAB #1 we also recalculated the amount the
subject was overpaid and the sum of unexcused
absences from work (previously paid leave that
should now be LWOP).

e On the “Summary” tab, we summarized conclusions
based on the two allegations.

For allegation #1 — we found the narrative in the report to be
misleading, and the investigator quoted a misappropriation
amount for a time period that did not match the stated
investigation period. We also found the subject was absent
for 39 days (either full or partial shifts) whereas the
investigation report only listed 31 days. This is largely due to
the difference in investigation periods between the leave log
and source documents and the summary narrative in the
report.

We determined for the period of January 1, 2021 through
December 31, 2022, the subject was paid for leave that
he was not entitled to for 303.2 hours resulting in an
overpayment of $8,801.26.

For allegation #2, we agree with the investigation’s
conclusion that the subject did not submit timecards
during the pay periods stated in question 13.

21

Do you agree with the methodology used to
assign fixed responsibility?

Yes.

e Duty to submit leave: The subject was required to
submit leave slips and acknowledged in his interview
(attachment #6) he understood this was his
responsibility. See also requirement from his

Teamster CBA here: [+ ™ B.1.12 ]

e Duty to submit leave during COVID/Screenings:
Based on review of COVID protocols, DOC always
required employees to submit leave in HRMS when
screened out due to COVID precautions.

e Duty to report absences: It was made clear to the
subject that he was to report absences and request
authorization for leave usage from his supervisors
prior to reassignment to the mailroom (attachment #
#15) and after (attachment #3).

e Duty to submit time cards: There is no evidence the
subject was told he no longer had to submit time
cards after reassignment, though this was his belief.
We reviewed one email from his supervisor on
6/3/21 (attachment #4) telling the subject he has not
received any time card submissions for the last
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month and a half and he “believes you still need to
do this unless you have been told otherwise, not
sure.” However, the timecard system sends out
automated emails beginning 4 days after the pay
period to the employee and their supervisor to
remind them to submit a time card. These emails
were sent to the subject (attachment #23 and #24).

22

Do you have any concerns about the work or
evidence obtained? If yes, describe.

| have no concerns with the work or evidence obtained.
However, some of the verbiage in the completed
investigation report should be modified to more accurately
match what is documented in the work (investigation period,
dollar amount, and days missed). The total dollar amount of
misappropriation is also incorrect, including one 8 hour shift
in error.

It should also be recognized that the internal controls at the
Department were not adequate to ensure employees are
submitting timecards and there was insufficient supervisory
tracking of leave.

23

Do you agree with the conclusions? If no,

describe.

Yes, except for one 8 hour day 4/22/22, that was included in
the overpayment amount.

We determined that from January 1, 2021 through
December 31, 2022, the subject failed to submit
leave slips and time cards as required. This resulted
in the subject being paid for 303.2 hours he was not
entitled to, amounting to a payroll overpayment of
$8,801.26.

24

Document how any concerns noted during this
review will be resolved. If you think additional
procedures should be performed, please
describe and contact Team Sl to discuss and
obtain approval for the investigative plan and
budget.

We expect DOC to modify their investigation report to
include the full investigation timeframe, the adjusted dollar
amount and hours of unentitled paid leave in response to
allegation #1.












FW_ Fraud Report F-23-031.pdf
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V.
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From: Sullivan, Stephanie (SAQ)

To: SAO Fiscal Audit Updated; Gross, Carol (SAQ); Simonson, Erik (SAQ); Bills, Scott (SAQ)
Cc: Superville, Sarrah (SAQO)

Subject: FW: Fraud Report F-23-031

Date: Thursday, February 2, 2023 8:15:05 AM

Hello,

Please disregard the need to do a PAW. | realized the entity has already attached in the database
their investigation report and conclusions.

Please instead move to performing an external investigation review of this reported case.
Let me know if you have any questions.
Thanks, Stephanie

From: sullivans@sao.wa.gov <sullivans@sao.wa.gov>

Sent: Thursday, February 2, 2023 8:12 AM

To: Bills, Scott (SAO) <billss@sao.wa.gov>; Simonson, Erik (SAO) <erik.simonson@sao.wa.gov>;
Gross, Carol (SAO) <grossc@sao.wa.gov>

Cc: SAO Fiscal Audit Updated <FiscalAuditUpdated@sao.wa.gov>; SAO DL APP Fraud Exec Mngr
<SAODLAPPFraudExecMngr@sao.wa.gov>; SAO DL APP Fraud Reports
<SAODLAPPFraudReports@sao.wa.gov>

Subject: Fraud Report F-23-031

Hello, Please complete a preliminary assessment for the loss report for Corrections,
Department of. View Report

Thank you, STEPHANIE
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Investigation Conclusion Summary.xlsx

FRAD


			Investigation Summary


			Purpose:			To summarize the results of fieldwork and assess whether evidence is sufficient and appropriate to support conclusions. 



			Conclusions are summarized below:


			Area			Description of Control Deficiency(ies) 			Cause(s) 			Overpayment			Questionable Amount			Investigation time period			Overpayment time period			Link to ROWD


			Payroll and Personnel                                                    			The Department lacks controls to ensure leave slips and time cards are submitted, reviewed and approved appropriately.			The subject submitted timecards with leave, but did not always submit leave in HRMS. These timecards were still approved by his supervisor.

Due to the fact that the subject did not submit leave appropriately for absences, his leave balance was not correctly accruing and there were occasions when he submitted leave from a balance he did not actually have. The subject was paid for 303.2 hours of leave that he was not entitled to.

The time card system sends automatic reminders to the employee and the supervisor to complete a time card, but supervisors were not ensuring the subject was completing this task. When the subject was reassigned to the mailroom during investigations into his performance, he believed he no longer had to submit timecards. The subject did not submit timecards for 26 pay periods.

There was confusion among the subject's supervisors about who was responsible for tracking the subject's leave.			8801.26 - We determined this was the overpayment amount			0			January 1, 2021 through December 31, 2022
			January 16, 2021 through November 15, 2022











			 


			 


			 


			 


			 


			 


			 


			 


			 


			 


			 


			 


			 


			 








Menus


			This tab contains the options for drop-down menus


			AC Level of Reporting


			Finding


			ML


			Exit Item


			Verbal


			FS/SA Level of Reporting


			Finding - Material weakness


			Finding - Significant deficiency


			ML


			Exit Item


			Verbal


			Potential Effects


			Material


			Significant


			Insignificant


			Issue Category


			Accounting/Financial Reporting


			Accounts Payable Disbursements                                         


			Annual Report Filing


			Apportionment (ALE)


			Apportionment (Enrollment)


			Apportionment (Staff Mix)


			Apportionment (Transportation)


			Authority


			Billings/Receivables


			Budget Compliance


			Cash Receipting


			Conflict of Interest and Ethics


			Contracts/Agreements


			Debt/Covenants


			Disposition of Property


			Donations/Fundraising


			Financial Condition


			Grants (Federal)


			Grants (State/Local)


			I-937 Energy Conservation


			I-937 Renewable Energy


			Insurance/Risk Management


			Interfund Transactions/Balances


			Investments/Deposits


			IT Controls


			Open Public Meetings                                                  


			Other


			PA - Compliance


			PA - Internal Controls


			PA - Program Effectiveness


			PA - Prospective Analysis


			Payroll and Personnel                                                    


			Procurement (Bidding/Prevailing Wage)


			Purchase Cards/Procurement Cards


			Records Retention


			Restricted Funds


			Retirement Census Data


			Safeguarding of Assets/Property


			Taxes/Assessments


			Travel and Employee Reimbursements
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Leave Changes Log - 776382_Original Submission.xlsx

Changes Log


			PBC


			Start Date			End Date			Code			Wage Type			Hours


			1/9/23			1/9/23			9034			LWOP Unauthorized       U			8


			1/6/23			1/6/23			9034			LWOP Unauthorized       U			8


			1/5/23			1/5/23			9006			Vac Lv in lieu of Sick			5									Keyed originally in MyPortal (no change in leave entry)


			1/5/23			1/5/23			9034			LWOP Unauthorized       U			3									Additions keyed in HRMS 


			1/4/23			1/4/23			9048			Sick Leave			8									Original leave entries that were changed due to insufficient quota


			1/2/23			1/2/23			9033			LWOP 			8


			12/30/22			12/30/22			9003			Vacation Leave			0.5			Auditor Note: This is the end of the leave changes log at B.1.6. Additional dates in January 2023 not included as days absent that did not submit leave and not included in misappropriated amount.


			12/27/22			12/27/22			9006			Vac Lv in lieu of Sick			8


			12/22/22			12/23/22			9006			Vac Lv in lieu of Sick			16


			12/19/22			12/19/22			9048			Sick Leave			8


			11/14/22			11/14/22			9003			Vacation Leave			0.5


			11/11/22			11/11/22			9072			Holiday			8


			11/10/22			11/10/22			9003			Vacation Leave			0.5


			11/10/22			11/10/22			9069			Comp Time			1


			11/3/22			11/3/22			9034			LWOP Unauthorized       U			1


			11/1/22			11/1/22			9069			Comp Time			0.5


			10/31/22			10/31/22			9048			Sick Leave			8


			10/24/22			10/24/22			9003			Vacation Leave			4


			10/21/22			10/21/22			9009			Vac Lv Child/Elder Care			8


			10/20/22			10/20/22			9009			Vac Lv Child/Elder Care			8


			10/17/22			10/17/22			9061			Sick Lv Child/Elder Care			8


			10/3/22			10/3/22			9003			Vacation Leave			8


			9/7/22			9/8/22			9034			LWOP Unauthorized       U			16


																		9/6/22			9/6/22			9009			Vac Lv Child/Elder Care			8


			9/6/22			9/6/22			9033			LWOP			8


			9/5/22			9/5/22			9072			Holiday			8


																		8/31/22			8/31/22			9006			Vac Lv in lieu of Sick			8


			8/31/22			8/31/22			9033			LWOP			8


																		8/29/22			8/30/22			9048			Sick Leave			16


			8/30/22			8/30/22			9033			LWOP			8


			8/29/22			8/29/22			9033			LWOP			8


																		8/26/22			8/26/22			9048			Sick Leave			8


			8/26/22			8/26/22			9006			Vac Lv in lieu of Sick			6.7


			8/26/22			8/26/22			9033			LWOP			1.3


			8/23/22			8/23/22			9061			Sick Lv Child/Elder Care			8


			8/19/22			8/19/22			9003			Vacation Leave			8


																		8/15/22			8/15/22			9003			Vacation Leave			4


			8/15/22			8/15/22			9033			LWOP			4


																		8/11/22			8/11/22			9003			Vacation Leave			4


			8/11/22			8/11/22			9033			LWOP			4


																		8/9/22			8/9/22			9048			Sick Leave			0.5


			8/9/22			8/9/22			9033			LWOP			0.5


																		8/4/22			8/5/22			9048			Sick Leave			16


			8/5/22			8/5/22			9033			LWOP			8


			8/4/22			8/4/22			9033			LWOP			8


																		8/2/22			8/3/22			9006			Vac Lv in lieu of Sick			16


			8/3/22			8/3/22			9033			LWOP			2.3


			8/3/22			8/3/22			9048			Sick Leave			5.7


			8/2/22			8/2/22			9006			Vac Lv in lieu of Sick			5.7


			8/2/22			8/2/22			9048			Sick Leave			2.3


			7/21/22			7/21/22			9003			Vacation Leave			1


			7/20/22			7/20/22			9003			Vacation Leave			8


			7/19/22			7/19/22			9048			Sick Leave			8


																		7/14/22			7/14/22			9003			Vacation Leave			4.5


			7/14/22			7/14/22			9003			Vacation Leave			3.6


			7/14/22			7/14/22			9033			LWOP			0.9


			7/11/22			7/11/22			9006			Vac Lv in lieu of Sick			8


			6/27/22			6/27/22			9003			Vacation Leave			3


			6/17/22			6/17/22			9047			Personal Holiday Shift			8


																		6/13/22			6/13/22			9003			Vacation Leave			3.5


			6/13/22			6/13/22			9033			LWOP			3.5


																		6/9/22			6/9/22			9003			Vacation Leave			2


			6/9/22			6/9/22			9033			LWOP			2


																		6/8/22			6/8/22			9003			Vacation Leave			8


			6/8/22			6/8/22			9033			LWOP			8


																		6/6/22			6/6/22			9006			Vac Lv in lieu of Sick			8


			6/6/22			6/6/22			9033			LWOP			8


																		6/3/22			6/3/22			9003			Vacation Leave			1


			6/3/22			6/3/22			9033			LWOP			1


																		5/27/22			5/27/22			9003			Vacation Leave			8


			5/27/22			5/27/22			9033			LWOP			8


																		5/26/22			5/26/22			9003			Vacation Leave			0.5


			5/26/22			5/26/22			9033			LWOP			0.5


																		5/25/22			5/25/22			9006			Vac Lv in lieu of Sick			6


			5/25/22			5/25/22			9033			LWOP			6


																		5/23/22			5/24/22			9006			Vac Lv in lieu of Sick			16


			5/24/22			5/24/22			9033			LWOP			8


			5/23/22			5/23/22			9033			LWOP			8


																		5/18/22			5/20/22			9006			Vac Lv in lieu of Sick			24


			5/20/22			5/20/22			9033			LWOP			8


			5/19/22			5/19/22			9033			LWOP			6.8


			5/19/22			5/19/22			9048			Sick Leave			1.2


			5/18/22			5/18/22			9006			Vac Lv in lieu of Sick			1.2


			5/18/22			5/18/22			9048			Sick Leave			6.8


			5/17/22			5/17/22			9006			Vac Lv in lieu of Sick			8


			5/16/22			5/16/22			9006			Vac Lv in lieu of Sick			8


																		5/9/22			5/9/22			9048			Sick Leave			8


			5/9/22			5/9/22			9006			Vac Lv in lieu of Sick			8


			5/5/22			5/6/22			9006			Vac Lv in lieu of Sick			16


			5/2/22			5/3/22			9006			Vac Lv in lieu of Sick			16


																		4/29/22			4/29/22			9048			Sick Leave			8


			4/29/22			4/29/22			9033			LWOP			8


																		4/27/22			4/27/22			9048			Sick Leave			8


			4/27/22			4/27/22			9033			LWOP			8


																		4/21/22			4/21/22			9048			Sick Leave			8


			4/21/22			4/21/22			9033			LWOP			8


			4/20/22			4/20/22			9048			Sick Leave			8


			4/19/22			4/19/22			9003			Vacation Leave			1.5


			4/11/22			4/12/22			9048			Sick Leave			16


			1/31/22			1/31/22			9033			LWOP			6


			1/28/22			1/28/22			9033			LWOP			8


			1/27/22			1/27/22			9033			LWOP			8


			1/26/22			1/26/22			9033			LWOP			8


			1/25/22			1/25/22			9033			LWOP			8


			1/24/22			1/24/22			9003			Vacation Leave			6.7


			1/24/22			1/24/22			9033			LWOP			1.3


			1/21/22			1/21/22			9003			Vacation Leave			8


			1/19/22			1/19/22			9048			Sick Leave			8


			1/12/22			1/12/22			9033			LWOP			8


			1/10/22			1/10/22			9003			Vacation Leave			1.3


			1/10/22			1/10/22			9033			LWOP			6.7


			1/7/22			1/7/22			9003			Vacation Leave			8


			1/6/22			1/6/22			9003			Vacation Leave			8


			1/5/22			1/5/22			9003			Vacation Leave			8


			1/3/22			1/3/22			9003			Vacation Leave			8


			12/23/21			12/23/21			9003			Vacation Leave			8


			12/20/21			12/20/21			9048			Sick Leave			8


			12/14/21			12/14/21			9003			Vacation Leave			8


			12/9/21			12/9/21			9003			Vacation Leave			8


			12/3/21			12/3/21			9003			Vacation Leave			8


			12/2/21			12/2/21			9003			Vacation Leave			8


			11/30/21			11/30/21			9003			Vacation Leave			8


			11/24/21			11/24/21			9048			Sick Leave			8


			11/17/21			11/17/21			9048			Sick Leave			8


			11/15/21			11/15/21			9048			Sick Leave			8


			11/5/21			11/5/21			9048			Sick Leave			8


			10/18/21			10/18/21			9006			Vac Lv in lieu of Sick			8


			9/27/21			9/27/21			9048			Sick Leave			8


			9/22/21			9/22/21			9003			Vacation Leave			8


			9/20/21			9/20/21			9006			Vac Lv in lieu of Sick			8


			8/16/21			8/16/21			9006			Vac Lv in lieu of Sick			8


			7/21/21			7/23/21			9048			Sick Leave			24


			7/20/21			7/20/21			9003			Vacation Leave			8


			6/1/21			6/1/21			9047			Personal Holiday Shift			8


			5/19/21			5/20/21			9003			Vacation Leave			16


			3/30/21			3/30/21			9006			Vac Lv in lieu of Sick			8


			3/16/21			3/17/21			9006			Vac Lv in lieu of Sick			16


			3/15/21			3/15/21			9048			Sick Leave			6


			2/26/21			2/26/21			9048			Sick Leave			8


			2/19/21			2/19/21			9048			Sick Leave			1.5


			2/12/21			2/12/21			9021			Inclement Weather       U			1


			2/10/21			2/10/21			9048			Sick Leave			8


			1/28/21			1/28/21			9033			LWOP			8


			1/27/21			1/27/21			9033			LWOP			8


			1/26/21			1/26/21			9033			LWOP			8


			1/25/21			1/25/21			9033			LWOP			8


			1/22/21			1/22/21			9003			Vacation Leave			0.9


			1/19/21			1/21/21			9006			Vac Lv in lieu of Sick			24


			1/5/21			1/5/21			9048			Sick Leave			8
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AC


			Accountability audit issues evaluation


			Purpose:			 To document the consideration and determination of the level of reporting for audit issues.


			Instructions:			Complete this form for each audit issue to determine the appropriate level of reporting.  Apply the Reporting Level Matrix for general guidance															Reporting Level Matrix 





						Where appropriate combine issues, considering the type of activities and the root of the issues. For example if we audited 3 departments and note cash receipting issues in each department, we should consider combining the issues as it indicates an entity-wide weakness.


						Once the team has determined the proposed level of reporting, notify the related program manager for approval. 															(the current list is on the Subject Matter Specialist page)





						When issues are identified, auditors should also consider the need to reassess planning and control risk conclusions based on new information and determine whether additional testing is necessary to determine the effect and ensure evidence is sufficient to support our report.





			IT Reminders:			All IT-related recommendations must be reviewed by a member of Team ITA management.  For exit level items, please send requests for review to SAOITAudit@sao.wa.gov with the TeamMate Audit Project Code and recommendation reference number only. 


						For Management letters and Findings please reference Appendix G in the IT Planning Guide.


						Auditors should categorize all IT security-related issues as "IT Controls - Confidential" in TM and add this statement in workpapers and Recommendation Headers: "Limited Distribution – Confidential SAO Information, May Be Protected Under RCW 42.56.420."





			Expectations: 			The LOR  summary should be completed for all issues. Information in LOR summary needs to include sufficient perspective for the reviewer/approver to evaluate the proposed LOR.


						Teams need to ensure audit documentation clearly supports the issues documented  in the LOR summary. If unsure as to whether sufficient work has been performed to determine the significance of the issue, work with AAM/AM.


						When determining the level of reporting, staff are required to consider the Reporting Level Matrix.												Reporting Level Matrix 


						Prior to submission for review/approval of the Program Manager the audit team is responsible for:


									Filling-out the LOR form, including the proposed level of reporting. 


									The Team AAM and AM complete a team level review and discussion of the audit documentations and LOR summary.





			TM Issue #(s)


Scott Deviney: Relate the deficiency evaluation to TM issue #(s) for the issue or aggregated issues evaluated			Audit Area			Description of Control Deficiency(ies) or non-compliance			Cause(s) 


DeViney, Scott (SAO): Cause is why did the condition occur? Because - usually tied to something missing from the control - did not do, did not know to do, was not aware of something… etc. 			What’s at risk


Meyer, Renee (SAO): Perspective: what dollars are associated with the control (ie total credit card charges) or # of transactions. Consider the driver of the activity			Actual Effects			History  & prior reporting level			Criteria			Notes or other relevant info & initial auditee response			Team LOR suggestion			Approvals


			1			Payroll and Personnel                                                    			Investigation Period: 1/1/21-12/31/22. We determined that between pay periods of Jan 16, 2021 and Nov 15, 2022, the subject failed to submit leave slips and time cards as required. This resulted in the subject being paid for 303.2 hours he was not entitled to			Subject did not think he needed to submit timecards when he was reassigned. Subject thought he was submitting leave slips as required. Supervisors were not adequately reviewing employee's attendance and leave submissions when approving time cards.			Employees could be paid for leave they are not entitled to.			$8,801.26			9/30/20 - Exit Item for Fraud case - Audit #60806 (leave slips not submitted)
6/30/21 - AC Exit item for missing supporting documentation for leave usage			Teamsters CBA			Subject is still employed and there is potential for additional misappropriation after the investigation period. Payroll noted 1 hour of LWOP they believe was misappropriated between the end of the investigaton and current.			Finding			Reduced Fraud Report - SS











			Conclusion: We have documented our consideration and determination of level of reporting for accountability audit issues.








http://saosp/GeneralInfo/AuditorRefGuide/Pages/Subject-Matter-Experts.aspxmailto:%20SAOITAudit@sao.wa.govhttp://saosp/GeneralInfo/AuditorRefGuide/PG/Information_Technology.docx


AC Group Purch Flowchart

















In determining significance/materiality of issues identified, consider who should know about the issue? 



Did the entity purchase anything above their competitive bid threshold through piggy-backing?


Use the following decision tree to help determine level of reporting for contract piggybacking control deficiencies and identified non-compliance.  Check with your supervisor if you're unsure about judgements about significance  or for difficult or unusual circumstances.


“Piggybacking” refers to one local government making purchases from contracts awarded by another government or group of governments via an interlocal agreement or contract. Piggybacking is a convenient way to procure goods or services. However, our Office has seen an increasing number of local governments use this alternative method without completing the process properly. National purchasing cooperatives are becoming more widely used, and many of these are based in other states where the laws do not align with Washington law.

The key to maintaining compliance when procuring through piggybacking is to ensure your local government’s own bidding requirements are still met. State law (RCW 39.34.030), which allows for piggybacking, does not relieve any public agency of any obligation or responsibility with respect to purchasing, except for the notice of bids or advertising requirements. As long as the lead agency satisfies its own requirements for advertising and posts the solicitation on the internet, the piggybacking government’s advertising requirements are considered met.

Exercise care when procuring public works projects through piggybacking. In this case, the lead agency’s project and the piggybacking government’s project must be essentially the same. Both governments’ bid specifications should be very specific and include the same type of labor and materials. We would expect the only differences to be quantities purchased.

Our audits will focus on the controls the piggybacking government has to ensure its own bidding requirements were met, and demonstrate your own bid laws were satisfied by the lead government.

-June 2017 Audit Connection Article


Is there evidence of competitive bidding? 


Yes


No


Items to consider: Did the entity ensure during the procurement process that the vendor followed WA statutes on competitive bidding? Was documentation requested and retained during the decision process to verify the piggybacked contract followed WA statutes? Did the District consult with their attorney before letting the contract? Did the entity consider if federal awards funds were used for the purchase? If so, are federal requirements more restrictive than state or local requirements? If so, did the entity follow federal requirements?



Yes


No


Magnitude of non-compliance in current audit period? (See Note 1)



Was non-compliance found? If so, what is the magnitude of non-compliance in current audit period? (See Note 1)


Less than significant 


Significant/Material



Exit or Verbal


Management Letter


Less than significant 


Significant/
Material



Finding


Management Letter or Exit


No


In compliance, no reporting necessary


Remember: Decision to be made with Program Manager Involvement


Remember: Decision to be made with Program Manager Involvement


See Audit Policy 2310 and the Reporting Level Matrix for factors to consider


http://shp.sao-nt.wa.gov/GeneralInfo/AuditorRefGuide/APM/Pol-2310.docxSee Audit Policy 2310 and the Reporting Level Matrix for factors to consider


http://shp.sao-nt.wa.gov/GeneralInfo/AuditorRefGuide/Documents/Reporting%20level%20matrix%20-%204.9.15.docxIn compliance, no reporting necessary


Note 1:  When considering the magnitude of non-compliance, the auditor should not only consider the decisions made prior to procuring the item but also to what transpired after the procurement was made.

For example, if the entity self-identified the non-compliance after completing the purchase and took steps improve their procurement procedures going forward to prevent future non-compliance, the auditor should consider this in their LOR rationale. Such consideration may result in a lower level of reporting.






AC Sole Source Flowchart








FS


			Financial statement audit issues evaluation


			Purpose: 			To document the evaluation and determination of the level of reporting for financial audit control deficiencies, individually and in aggregate.





			Instructions:			Complete this form for each financial statement control deficiency (or related set of deficiencies) to determine the appropriate level of reporting.  


						Where appropriate combine issues for aggregate evaluation, considering both the root cause and the effect of misstatements. 


						For example if we identify 3 control deficiencies that cause capital asset misstatements, or 4 deficiencies that have a common root cause, we should consider issues in the aggregate.


						See AU-C 265.09-12 and .A5-A14 for criteria of profession standards for significant deficiencies and material weaknesses (which would be reported as findings under GAGAS 4.19-29)


						Evaluation steps are summarized in "FS Flowchart" tab									FS Flowchart


						Given the nature and complexity of financial statement related issues, staff should work with their supervisor and AM to determine the Team proposed level of reporting.


						Once the team has determined the proposed level of reporting, notify the team's Assistant Director for approval.																		(the current list is on the Subject Matter Specialist page)





						When issues are identified, auditors should also reassess planning and control risk conclusions based on new information


						and determine whether additional testing is necessary to determine the effect and ensure evidence is sufficient to support our report.





			Expectations: 			The LOR  summary should be completed for all issues. Information in LOR summary needs to include sufficient perspective for the reviewer/approver to evaluate the proposed LOR.


						Teams need to ensure audit documentation clearly supports the issues documented  in the LOR summary. If unsure as to whether sufficient work has been performed to determine the significance of the issue, work with AAM/AM.


						When determining the level of reporting, staff are required to consider the FS Flowchart.												FS Flowchart


						Prior to submission for review/approval of the Assistant Director the audit team is responsible for:


												 Filling-out the LOR form, including the proposed level of reporting. 


												The Team AAM and AM complete a team level review and discussion of the audit documentations and LOR summary.





			TM Issue #(s)


Scott Deviney: Relate the deficiency evaluation to TM issue #(s) for the issue or aggregated issues evaluated			Brief description of Control Deficiency(ies)


Pritchard, Brandi (SAO): Should list the deficiency that caused (or could have caused) a FS error. This column should NOT just list the errors.			Cause(s)


DeViney, Scott (SAO): Cause is why did the condition occur? Because - usually tied to something missing from the control - did not do, did not know to do, was not aware of something… etc. 			What’s at risk


Meyer, Renee (SAO): Perspective: describe the population(s) affected by the control deficiency (line items, activity or disclosures).  Give perspective in terms of the amount of dollars associated with the control  or # of transactions.			Actual Effect(s)


Scott Deviney: Describe all known and likely misstatements identified on the Aggregation of Misstatements spreadsheet that the weakness caused or contributed to.			Reasonably possible potential effects


Scott Deviney: Auditor estimate of likelihood and magnitude of potential misstatements due to control deficiency.  The estimate is of the POTENTIAL SEVERITY of the CURRENT DEFICIENCY identified in the period under audit.

In estimating likelihood, consider:
"Reasonably possible" is defined in AU-C 265.07 as a chance that "is more than remote" but does not provide precise statistical definitions.  In other words, is it easy to imagine a misstatement occuring at least once in the foreseeable future (reasonably possible) or difficult to imagine (remote)?  For situations that can be quantified, a reasonable rule of thumb is to consider a misstatement reasonably possible if there is a 25% or greater probability for misstatement occurring at least once over a 5 year period.  Actual misstatements indicate that misstatements of at least that size are reasonably possible.

The auditor's estimate considers the underlying cause of misstatements compared to current and expected activity.  For example, general deficiencies in identifying, planning for and implementing a new GASB or accounting for a new activity or transaction would normally not be considered a one-time event, since new GASBs and new activities or transactions are expected to be regularly encountered. In contrast, if the deficiency is related to a faulty interpretation or conclusion where the government had otherwise had sufficient identification and research controls in place, the deficiency may be considered to be isolated to the particular event or transaction.

In estimating potential magnitude, consider:
* Potential quantitative range of activity subject to the deficiency

* Potential quantitative range of misstatement within that activity, considering the nature of the deficiency and any compensating controls including effect of entity-wide elements and controls applied during financial statement preparation.

* Any accumulating or compounding effects of the misstatement over time 

* Qualitative factors relating to a misstatement's impact on fair presentation, as listed in the Aggregation of Misstatements step in TM.  Based on our experience with government officials, SAO believes this list of qualitative factors reflects those that would be considered by a prudent official (meeting the requirement of AU-C 265.10 to consider whether a prudent official would agree that a deficiency is not a material weakness).

Use the following definitions:
Material = reasonably possible misstatements would likely be material in one or more years (opinion modification anticipated if not prevented or corrected)

Significant = reasonably possible misstatements would likley approach materiality such that serious consideration of qualitative factors would be necessary in one or more years

Insignificant = likelihood of misstatements is remote, or reasonably possible misstatements would likely be insignificant			History & prior reporting level			Notes or other relevant info


Scott Deviney: Relevant info may include:

* Details on current period misstatements or the auditor's estimates on future likelihood and magnitude

* Notes regarding cause or criteria

* Brief descriptions of relevant compensating controls, or any relevant strengths or deficiencies in entity-wide elements or financial statement preparation

* Management's initial response (whether there is any substantial disagreement over facts or severity, see AU-C 265.A2)

* Any outstanding uncertainities or research needed			Team LOR suggestion


Scott Deviney: If more than one line (more than one deficiency) combine together to create a combination of deficiences meeting the SD or MW criteria below, you can either merge cells in this column to indicate which items will combine together, or otherwise indicate which lines combine together

Material weakness is defined by AU-C 265 as "a deficiency or combination of deficiencies in internal control over financial reporting such that there is a reasonable possibility that a material misstatement will not be prevented, or detected and corrected in a timely manner."

Significant deficiency is defined by AU-C 265 as "a deficienicy or combination of deficiencies less severe than a material weakness yet important enough to merit the attention of those charged with governance".  As a matter of practice, SAO presumes that a deficiency with a reasonable possibility of leading to a significant misstatement would merit the attention of the governing body and would be needed by a prudent official to carry out oversight of financial reporting.			Approvals




















			Conclusion: We have documented our consideration and determination of level of reporting for financial audit issues.








http://saosp/GeneralInfo/AuditorRefGuide/Pages/Subject-Matter-Experts.aspx


FS Flowchart






































Financial Statement Control Deficiency Evaluation
Use the following decision tree to help determine level of reporting for financial statement control deficiencies.  Check with your supervisor if you're unsure about judgements about significance  or for difficult or unusual circumstances.


Identify Control Deficiency



Magnitude of misstatements in current audit period?


Material


Less than material, but still significant


Less than significant or 
no misstatement


Material Weakness



Presume a material misstatement is reasonably possible


Presume at least a significant misstatement is  reasonably possible


Estimate likelihood of a significant or material misstatement


Material misstatement is reasonably possible


Less than material, but still significant misstatement is reasonably possible


Less than significant


Estimate likelihood of a significant or material misstatement


Material misstatement is reasonably possible


Less than material, but still significant misstatement is reasonably possible


Material Weakness



Significant Deficiency



Could it be worse?


Could it be worse?


Material Weakness



Significant Deficiency



ML, Exit or Verbal



See Audit Policy 2310 and the Reporting Level Matrix for factors to consider


http://shp.sao-nt.wa.gov/GeneralInfo/AuditorRefGuide/APM/Pol-2310.docxWhen estimating potential for misstatement, consider:
* Maximum possible misstatement given nature of 
    balance and deficiency
* Expected range of activity and variances
* Strength of compensating controls
* Other factors listed in AU-C 265.A6-A8


Our conclusion is not on how big the actual misstatement was (which is the subject of our opinion), but on how big it could have been (that is, the potential for misstatement).  AU-C 265.A5


Actual occurence demonstrates that a misstatement of at least that magnitude is reasonably possible.  AU-C 265.A5, A11


How large were actual misstatements allowed by the weakness?
AU-C 265.A5





SA


			Federal internal control and compliance evaluation


			Purpose: To document the consideration and determination of the level of reporting for audit issues.																								LOR Reference Guide for Single Audits


																											SA Decision Matrix IC Def


			Instructions:			Complete this form for each audit issue to determine the appropriate level of reporting.  Click on the matrices AND LOR Reference Guide for guidance ---->																					Reporting Level Matrix 


						Where appropriate combine issues, considering the type of activities and the root of the issues. For example, if separate issues are identified for cash management and reporting, we should consider combining the issues if the situation indicates an associated weakness.


						Once the team has determined the proposed level of reporting, notify the related program manager for approval. 																					(the current list is on the Subject Matter Specialist page)





						When issues are identified, auditors should also consider the need to reassess planning and control risk conclusions based on new information and determine whether additional testing is necessary to determine the effect and ensure evidence is sufficient to support our report.








			Expectations: 			The LOR  summary should be completed for all issues. Information in LOR summary needs to include sufficient perspective for the reviewer/approver to evaluate the proposed LOR.


						Teams need to ensure audit documentation clearly supports the issues documented  in the LOR summary. If unsure as to whether sufficient work has been performed to determine the significance of the issue, work with AAM/AM.


						When determining the level of reporting, staff are required to consider the Reporting Level Matrix.																		Reporting Level Matrix 


						Prior to submission for review/approval of the Program Manager the audit team is responsible for:


																		 Filling-out the LOR form, including the proposed level of reporting. 


																		The Team AAM and AM complete a team level review and discussion of the audit documentations and LOR summary.








			TM Issue #(s)


Scott Deviney: Relate the deficiency evaluation to TM issue #(s) for the issue or aggregated issues evaluated			ALN


Woelfle, Scott (SAO): Enter the ALN number of the program or cluster.			COVID-19 Award (Yes/No)


Shaw, Alisha (SAO): Shaw, Alisha (SAO):
If the condition is associated with COVID-19 awards, we are required to identify the COVID-19 awards in our findings.			For SLFRF, is this a Compliance Examination?			Total Program Expenditures


Bernard, Thomas (SAO): Enter the total annual  expenditures for the program or cluster from the final SEFA.			Compliance  Area


Woelfle, Scott (SAO): Woelfle, Scott (SAO):
The answer in this field is one of the 12 compliance requirements.

Additionally, if the issue relates to Special Tests and Provisions, identify which one is involved.			Final Control Risk Assessment 


DenAdel, Felicia (SAO): Document the Final Control Risk Assessment (LOW/HIGH)
			Description of Condition 


Bernard, Thomas (SAO): What is broken/what happened? Describe what went wrong. A control failed, was not designed properly, was not implemented correctly, no monitoring to ensure controls were operating effectively, etc.

If issue is compliance only, then explain (or reference WP explanation) why there is no control deficiency.			Cause(s) of Condition


Bernard, Thomas (SAO): Why is it broken/How did the condition occur? Because...usually tied to something missing from the control, something they did not do, did not know to do, was not aware of, turnover, lack of training… etc.

Best practice to ask the client why the control issue/noncompliance occurred.			Actual Effect(s)
Effect of Condition


Bernard, Thomas (SAO): Detail the impact of the condition and questioned costs, as applicable. 

Include the number of items identified along with the dollar amount of cost spent, as applicable.

Effect of Condition - What is or could be the result of the control deficiency/noncompliance? Examples: loss of funding, repayment to grantor, without information the grantor cannot make funding decisions, questioned costs, etc..			Monetary or Non-monetary Noncompliance
(Identify COVID-19 Questioned Costs Separately)


Woelfle, Scott (SAO): For instances of noncompliance without questioned costs, we will consider reporting a finding if the monetary value associated with the noncompliance exceeds 10% of total program expenditures or the noncompliance exceeds 10% of the activity associated with the compliance requirement.  Some requirements have both monetary and non-monetary elements.

Examples of monetary compliance requirements (dollar based):
Activities Allowed/Unallowed
Cost Principles
Procurement, except procurement procedures requirements
Program Income
School Food Accounts
Subrecipient Monitoring (could be both monetary and non-monetary)

Examples of non-monetary compliance requirements (activity based):
Suspension and Debarment
Prevailing Wage Requirements (Davis-Bacon Act)
Procurement procedures requirement only (did they have UG compliant procedures or not)
Assessment System Security
Verification
Graduation Rates
Housing Quality Standards
Subrecipient Monitoring (could be both monetary and non-monetary)			Known Questioned Costs
(Identify COVID-19 Questioned Costs Separately) 


Woelfle, Scott (SAO): 2 CFR §200.516 states that the auditor must write a finding when known and/or likely questioned costs exceed $25,000.  The auditor must also write a finding if questioned costs of that amount are identified for a program that's not a major program.

(3) ...Known questioned costs are those specifically identified by the auditor.  In evaluating the effect of questioned costs on the opinion on compliance, the auditor considers the best estimate of total costs questioned (likely questioned costs), not just the questioned costs specifically identified (known questioned costs).  

The auditor must also report known questioned costs when likely questioned costs are greater than $25,000 for a type 
of compliance requirement for a major program. In reporting questioned costs, the auditor must include information to 
provide proper perspective for judging the prevalence and consequences of the questioned costs.

(The last phrase means including information on the population, sample size and number of errors or noncompliance in a finding.)			Total Likely 
Questioned Costs
(Identify COVID-19 Questioned Costs Separately)


Woelfle, Scott (SAO): Likely questioned costs represents the projection of noncompliance to the entire population sampled.

2 CFR §200.516 states:
 (3) ... Known  questioned costs are those specifically identified by the  auditor.  In evaluating the effect of questioned costs on the  opinion on compliance, the auditor considers the best estimate of total costs questioned (likely questioned costs), not just the questioned costs specifically identified (known questioned costs). 

The auditor must also report known questioned costs  when likely questioned costs are greater than $25,000 for a type of compliance requirement for a major program. In reporting  questioned costs, the auditor must include information to  provide proper perspective for judging the prevalence and  consequences of the questioned costs.

(The last phrase means including information on the population, sample size and number of errors or noncompliance in a finding.)			Likelihood of NonCompliance


Woelfle, Scott (SAO): Likelihood:  If an instance of noncompliance has been identified, the likelihood of noncompliance is more than remote (at least reasonably possible because it happened).			Magnitude of Potential Noncompliance


Woelfle, Scott (SAO): Magnitude: evaluating the potential magnitude of noncompliance depends on its nature.  It can be based on the estimated rate or percentage of times it will likely occur; or as a percent of program expenditures it could affect; or percent of the population subject to the particular compliance requirement (e.g. number of particular transactions, contracts, reports, subrecipients, etc.).

In determining the magnitude of potential noncompliance, consider:
* Potential quantitative range of activity subject to the deficiency

* Potential quantitative range of noncompliance within that activity, considering the nature of the deficiency and any compensating controls including effect of entity-wide COSO elements.

* Any accumulating or compounding effects of noncompliance over time 

* Whether noncompliance resulted in questioned costs.

* Qualitative factors such as whether the noncompliance was intentional or a mistake, and whether it related to a fundamental or obvious compliance requirement or a nuance or interpretation, etc.

Use the I/C decision matrix to assess the significance of noncompliance using the following definitions:

Material = noncompliance met or exceeded a material level, or non-compliance could exceed a material level for the remaining untested population in the audit period

Less than material = Noncompliance did not rise to a material level; or noncompliance for the untested population would likely be immaterial.
			Quantitative Materiality Threshold (if applicable)


Woelfle, Scott (SAO): Include an amount if the control deficiency relates to an item of cost.  

This column does not need to be completed or you can enter N/A if the compliance requirement relates to a non-cash item (e.g. reporting, suspension and debarment, other Special Test compliance areas)			Control Deficiency, Significant Deficiency, or Material Weakness?


Woelfle, Scott (SAO): Use the control deficiency matrix and notes to classify this control weakness as it relates to the compliance requirement.  

If the control deficiency, individually or when aggregated with other deficiencies affecting the same compliance area, is considered a significant deficiency or a material weakness, then a finding must be included in the audit report.

The classification in this column should be consistent with the final control risk and reporting level proposed in the column to the right.			Prior audit issue? 
(If so, how was it reported?)			Criteria 


Woelfle, Scott (SAO): Criteria should refer to applicable code of federal regulations (CFR), such as Uniform Guidance, a particular law or regulation, or could be a grant agreement provision.			Notes or other relevant info about this issue, such as initial auditee response or technical support received (e.g. helpdesk request #)


DenAdel, Felicia (SAO): Including whether technical assistance was sought from the Single Audit Specialist, such as a helpdesk question, and/or awarding agency
			Team LOR suggestion


Woelfle, Scott (SAO): Reminder: A finding must be written if known and/or likely questioned costs exceed $25,000.

The LOR suggestion should be consistent with the final control risk, magnitude of potential noncompliance and identified deficiency.			Approvals


Bernard, Thomas (SAO): IMPORTANT: Please complete all team level reviews of this LOR prior to submittal to Program Manager for review.

















			


Scott Deviney: Relate the deficiency evaluation to TM issue #(s) for the issue or aggregated issues evaluated			


Woelfle, Scott (SAO): Enter the ALN number of the program or cluster.			


Shaw, Alisha (SAO): Shaw, Alisha (SAO):
If the condition is associated with COVID-19 awards, we are required to identify the COVID-19 awards in our findings.						


Bernard, Thomas (SAO): Enter the total annual  expenditures for the program or cluster from the final SEFA.			


Woelfle, Scott (SAO): Woelfle, Scott (SAO):
The answer in this field is one of the 12 compliance requirements.

Additionally, if the issue relates to Special Tests and Provisions, identify which one is involved.			


DenAdel, Felicia (SAO): Document the Final Control Risk Assessment (LOW/HIGH)
			


Bernard, Thomas (SAO): What is broken/what happened? Describe what went wrong. A control failed, was not designed properly, was not implemented correctly, no monitoring to ensure controls were operating effectively, etc.

If issue is compliance only, then explain (or reference WP explanation) why there is no control deficiency.			


Bernard, Thomas (SAO): Why is it broken/How did the condition occur? Because...usually tied to something missing from the control, something they did not do, did not know to do, was not aware of, turnover, lack of training… etc.

Best practice to ask the client why the control issue/noncompliance occurred.			


Bernard, Thomas (SAO): Detail the impact of the condition and questioned costs, as applicable. 

Include the number of items identified along with the dollar amount of cost spent, as applicable.

Effect of Condition - What is or could be the result of the control deficiency/noncompliance? Examples: loss of funding, repayment to grantor, without information the grantor cannot make funding decisions, questioned costs, etc..			


Woelfle, Scott (SAO): For instances of noncompliance without questioned costs, we will consider reporting a finding if the monetary value associated with the noncompliance exceeds 10% of total program expenditures or the noncompliance exceeds 10% of the activity associated with the compliance requirement.  Some requirements have both monetary and non-monetary elements.

Examples of monetary compliance requirements (dollar based):
Activities Allowed/Unallowed
Cost Principles
Procurement, except procurement procedures requirements
Program Income
School Food Accounts
Subrecipient Monitoring (could be both monetary and non-monetary)

Examples of non-monetary compliance requirements (activity based):
Suspension and Debarment
Prevailing Wage Requirements (Davis-Bacon Act)
Procurement procedures requirement only (did they have UG compliant procedures or not)
Assessment System Security
Verification
Graduation Rates
Housing Quality Standards
Subrecipient Monitoring (could be both monetary and non-monetary)			


Woelfle, Scott (SAO): 2 CFR §200.516 states that the auditor must write a finding when known and/or likely questioned costs exceed $25,000.  The auditor must also write a finding if questioned costs of that amount are identified for a program that's not a major program.

(3) ...Known questioned costs are those specifically identified by the auditor.  In evaluating the effect of questioned costs on the opinion on compliance, the auditor considers the best estimate of total costs questioned (likely questioned costs), not just the questioned costs specifically identified (known questioned costs).  

The auditor must also report known questioned costs when likely questioned costs are greater than $25,000 for a type 
of compliance requirement for a major program. In reporting questioned costs, the auditor must include information to 
provide proper perspective for judging the prevalence and consequences of the questioned costs.

(The last phrase means including information on the population, sample size and number of errors or noncompliance in a finding.)			


Woelfle, Scott (SAO): Likely questioned costs represents the projection of noncompliance to the entire population sampled.

2 CFR §200.516 states:
 (3) ... Known  questioned costs are those specifically identified by the  auditor.  In evaluating the effect of questioned costs on the  opinion on compliance, the auditor considers the best estimate of total costs questioned (likely questioned costs), not just the questioned costs specifically identified (known questioned costs). 

The auditor must also report known questioned costs  when likely questioned costs are greater than $25,000 for a type of compliance requirement for a major program. In reporting  questioned costs, the auditor must include information to  provide proper perspective for judging the prevalence and  consequences of the questioned costs.

(The last phrase means including information on the population, sample size and number of errors or noncompliance in a finding.)			


Woelfle, Scott (SAO): Likelihood:  If an instance of noncompliance has been identified, the likelihood of noncompliance is more than remote (at least reasonably possible because it happened).			Examples - Please use these as a guide when developing your LOR along with the LOR Reference Guide (linked above).  Delete these examples and this line after your LOR has been approved.


			Example 1 Monetary			20.205			No			No			$423,598			Allowable Costs/Cost Principles			High			The City did not have internal controls to ensure compliance with payroll documentation requirements.  It did not obtain sufficient documentation to support payroll and benefit costs charged to the program.  The City charged an estimate of employees' time to the program and did not require time sheets or a subsidiary record to support the actual time worked on the program as federal regulations require.			City employees said they misunderstood payroll documentation requirements and were not aware they could not charge costs to the program using an estimate. Additionally, they were not aware that records must show actual time worked on the program to support costs charged to the award.			All 10 employees the City charged to the program totaling $54,321 in salaries and benefits did not have any support available at the time of the audit, such as timesheets or subsidiary records documenting total activity on which the employees worked in the program.

Without proper records, the City cannot assure the awarding agency that $54,321 of payroll costs charged to the program were accurate or valid.  The City was not able to provide any alternative documentation that demonstrated costs charged to the program were allowable; therefore, we are questioning these costs.			54,321			54,321			0			More than Remote			Material			42,360			Material Weakness			No			2 CFR 200.430(i)			The City had some records (budget estimates), but did not address 100% of the employees' time.

City staff concurred payroll costs we identified were not adequately supported. City management said it will implement policies and procedures to address the issue.			internal control and compliance finding


			Example 2 Non-Monetary			84.027/173			No			No			$10,479,825			Suspension and Debarment			High			The District has an established process to use a procurement checklist that includes a requirement to verify the suspension and debarment status of contractors selected through the procurement process.  However, the process was not effective to ensure it verified the status for one of three contractors it paid $25,000 or more, all or in part with federal funds, during 2019. The District selected the contractor from a state purchasing contract and did not obtain a written certification, include a clause in the contract or review the SAM.gov website as required.			Because the District selected the contractor from a state purchasing contract, it did not use its procurement checklist for this purchase.  In addition, the District relied on the state agency's verification of the contractor's suspension and debarment status and was not aware of its requirement to verify the contractor's status itself before it entered into the contract.			The District did not verify the status for one of three contractors tested in 2019 before contracting.

Without this verification, the District increases it risk of awarding federal funds to contractors that are excluded from participating in federal programs.  Any payments the District made to an ineligible party would be unallowable, and the federal agency could potentially recover them.  The District subsequently verified the contractor was not suspended or debarred. Therefore, we are not questioning costs.			1 of 3 contracts (33% error rate)			0			0			More than Remote			Material			N/A			Material Weakness			No			2 CFR 200.180			Submitted helpdesk 12345 and determined District was required to verify the status when it selected the contractor from the state contract.			internal control and compliance finding


			Example 3 Monetary & Non-Monetary			21.023			No			No			$2,141,308			Subrecipient monitoring			High			The County provided funds to one subrecipient to administer COVID-19 assistance programs to County households. The County did not include all required elements in the subaward, and it did not perform a risk assessment and sufficiently monitor the subrecipient, as federal regulations require. 			County employees said they were not aware of all the elements that needed to be included in the subrecipient agreement. The County said the missing information was communicated to the subrecipient, but not in the agreement. 

The County has worked with the subrecipient for several years, and management and staff thought a risk assessment performed yearly, rather than for each subaward, would comply with federal requirements.  

Further, staff and management said they were not aware of the requirements for subrecipient monitoring for awards dependent on participant eligibility. Instead, they thought that reviewing detailed expenditure reports from the subrecipient was sufficient for complying with monitoring requirements. 			The County did not include required elements in its subrecipient agreement, such as the subrecipient’s unique entity identifier, the federal award identification number (FAIN), federal award date and the Assistance Listing Number (ALN).

The County also did not complete a risk assessment for this subaward.

By not performing adequate monitoring, the County cannot be sure that its subrecipient used federal funds appropriately. 
			$2,091,364 in federal funds passed through to its one subrecipient			n/a			n/a			More than Remote			Material			214,131			Material Weakness			No			2 CFR 200.332			The County could not provide evidence the required elements missing in the sub-agreement were communicated in other ways to the subrecipient (i.e. emails, meetings, etc.)

The County only reviewed a listing of households served each month (name, income, etc.) that was attached to the reimbursement request. No other monitoring to ensure beneficiaries were eligible was performed. The County has chosen not to perform the monitoring now either.			internal control and compliance finding


			Example 4 Non-Monetary			66.468			No			No			$1,068,499			Procurement			High			Although the Town has a written procurement policy, it does not conform to the most restrictive methods and thresholds for procuring architectural and engineering services. Additionally, the Town’s policy does not include other required procedures for procuring transactions, such as obtaining quotations for small purchases, piggybacking, contract cost and price analysis, bonding requirements, and more.

Additionally, the Town's established conflict of interest policy does not conform to federal regulations because it does not include the following elements:
  - The officers, employees, and agents may neither solicit nor accept gratuities, favors, or anything of monetary value from contractors or parties to subcontracts.
  - Disciplinary actions for violations of such standards.			Town employees said they were unaware of the requirement to update the Town's written policies and procedures to conform to federal procurement standards and to include all elements of the standards of conduct required in federal regulations.			Although the Town's policies did not conform to Uniform Guidance, our testing found the Town complied with federal requirements for competitive solicitation of a public works contractor and architectural and engineering services. However, without updated written procurement and standards of conduct procedures, the Town is at greater risk of noncompliance with following the most restrictive procurement procedures and standards of conduct requirements when procuring contractors paid all or in part with federal funds.  			Non-monetary			n/a			n/a			More than Remote			Material			N/A			Material Weakness			No			2 CFR 200.318						internal control and compliance finding


			Conclusion: We have documented our consideration and determination of level of reporting for single audit issues.








http://saosp/GeneralInfo/AuditorRefGuide/Pages/Subject-Matter-Experts.aspxhttp://saosp/GeneralInfo/AuditorRefGuide/PG/Single%20Audits%20under%20Uniform%20Guidance.docxhttp://saosp/GeneralInfo/AuditorResources/Documents/Single%20LOR%20Notes.docx


SA IC Matrix


			Decision Matrix for Single Audit Internal Control Deficiencies


			Likelihood of Noncompliance			Magnitude of Potential Noncompliance


						Less than Material			Material


			Remote			Control deficiency

(Control risk is LOW)			Control deficiency

(Control risk is LOW)








			More than Remote 

(at least reasonably possible)			If the deficiency does not meet the criteria below for a significant deficiency: 

Control deficiency

(Control risk is LOW)
			Assess control risk as HIGH and report a finding
for a Material Weakness if
the control deficiency(ies) did, or could (refer to Note 3 below), lead to noncompliance of 10% or more of total grant expenditures (quantitative) OR the non-monetary activity (quantitative) (refer to Note 1 below)


						Assess control risk as HIGH and report a finding for a Significant Deficiency if:

(1) the control deficiency(ies) did, or could (refer to Note 3 below), lead to noncompliance between 5%-10% of total grant expenditures (quantitative) OR the non-monetary activity (quantitative) (refer to Note 1 below), and

(2) the grantor, inspector general, and/or the public views the issue as being important and would expect corrective action to be taken (qualitative).  (Refer to Note 2 below.)



			Note 1:  Refer to the rowd in the materiality procedure step.  Control deficiencies related to compliance 


			requirements which do not have monetary values, such as reporting, may be reported as findings 


			due to quantitative or qualitative characteristics that are non-monetary in nature (since these


			 requirements do not have an expenditure impact).  








			Note 2:  It is unlikely that the federal agency or inspector general would not expect corrective action


			to be taken for an internal control deficiency or noncompliance.





			Note 3: If you have tested 100% of the population, "could" is moot.








Menus


			This tab contains the options for drop-down menus


			AC Level of Reporting


			Finding


			ML


			Exit Item


			Verbal


			FS/SA Level of Reporting


			Finding - Material weakness


			Finding - Significant deficiency


			ML


			Exit Item


			Verbal


			Potential Effects


			Material


			Significant


			Insignificant


			Issue Category


			Accounting/Financial Reporting


			Accounts Payable Disbursements                                         


			Annual Report Filing


			Apportionment (ALE)


			Apportionment (Enrollment)


			Apportionment (Staff Mix)


			Apportionment (Transportation)


			Authority


			Billings/Receivables


			Budget Compliance


			Cash Receipting


			Conflict of Interest and Ethics


			Contracts/Agreements


			Debt/Covenants


			Disposition of Property


			Donations/Fundraising


			Financial Condition


			Grants (Federal)


			Grants (State/Local)


			I-937 Energy Conservation


			I-937 Renewable Energy


			Insurance/Risk Management


			Interfund Transactions/Balances


			Investments/Deposits


			IT Controls


			Open Public Meetings                                                  


			Other


			PA - Compliance


			PA - Internal Controls


			PA - Program Effectiveness


			PA - Prospective Analysis


			Payroll and Personnel                                                    


			Procurement (Bidding/Prevailing Wage)


			Purchase Cards/Procurement Cards


			Records Retention


			Restricted Funds


			Retirement Census Data


			Safeguarding of Assets/Property


			Taxes/Assessments


			Travel and Employee Reimbursements








Reporting Level Matrix











LOR workflow


			Approval workflows for Level of Reporting 


			All LORs should go through team level review prior to AD/PM review.


			AC			FS			SA			Area:			LOR Approval:


			X			X						Timely annual report filing			Manager of Local Government Support team


						X						Local team college, university  and Commission financial statement audits, and financial condition issues			Team's assigned Assistant Director in conjunction with the State Assistant Director


			X			X						Financial condition issues, even in an accountability audit			Team's assigned Assistant Director


			X			X						Risk pool/self insurance issues either on risk pool audits, or when auditing self insurance for other entity types			Risk pool/Self Insurance Program Manager


			X			X			X			IT or cybersecurity related recommendations			Assistant Director of IT Audit


			X			X			X			Recommendations caused by, allowed by, or otherwise concerning weaknesses in a common IT system			Subject area Program Manager in conjunction with Assistant Director of IT Audit


			X									All other accountability areas			Subject area Program Manager, if applicable


						X						All other local team financial statement audits			Team's assigned Assistant Director


									X			Single audit issues			Single Audit Program Manager
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APPENDIX 5: Sole Source Control Deficiency and Non-
Compliance Evaluation
Use the following decision tree (also available on the Procurement Resources page) to help determine level of

reporting for contract sole source control deficiencies and identified non-compliance. Check with your supervisor
if you're unsure about judgements about significance or for difficult or unusual circumstances.

Did the enmy pur:has.e.anﬂ.hlr‘ o e .
above their competitive bid B g
threshold through ciaiming sole JCHENE oS
source?

understanding controls

In compliance, no
reparting necessary

Items to consider: Did the entity draft legitimate specifications that
Is there evidence of can only be met by one wendor? Did the entity document that product
he entity's reasoning| | Meetings its specifications is only availablz from a specific vendor?
for clsiming sole {NOTE: brand specification is not the same as sole source) Did the
<ourea? entity consult with their attorney before letting the contract? Did the
entity consider if federal awards funds were us=d for the purchase? If
so0, are federal requirements more restrictive than state or local
requirements? If so, did the entity follow federal requirements?

| Magnitude of noa-
campliance in current
audit periad?

No

Was nea-campliance faund? If o,
what & the magnitude of non-

In determining

compliance in current sudit significance/materi
period? ) "'"7 of i“"‘f Less than Significant/
l 1 \ identified, consider significant Matrerial
who showld about
Less than Significant/ No the issue?
significant Material
Sze Audit Policy 2310 and Ses Audit Policy 2310and
the Reporting Level Matrix the Reporting Level Matrix
for factors to considzr for factors to consider
Remember:
Dedsicn to be
made with

In compliance, no

repocting necessacy

This flowchart is intended to be used by the State Auditor’s Office staff. Information presented in this document does not
represent policy or legal guidance. Guidance in this flowchart is subject to change. Effective December 2017,
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Sole Source refers to purchases (procurement of equipment, materials and/or supplies, except when in connection
with a public works project) that are clearly and legitimately limited to a single sole source of supply. Competitive
bidding requirements may be waived by the governing body for sole source. RCW 39.04.280

Sole source situations - in which there is literally only one source available for purchasing the materials, supplies
or equipment needed - should rarely occur. Entities using this exception must be able to demonstrate that the
purchase is clearly and legitimately limited to a single source such that bidding the purchase would be useless
and futile.

e The entity must be able to draft legitimate specifications that can only be met by one vendor.
e The entity must document that a product meeting its specifications is only available through a single
vendor.

e Used items may legitimately be considered a sole-source purchase. Note: All "used" equipment purchased
with full factory warranty shall be purchased as new equipment [see AGM 1998 No. 40, dated 12/1/98].

e Since statutes do not recognize local preference policies, a municipality cannot define a purchase as sole
source because there is only one vendor within its boundaries.

If a sole source exception is used, the entity should still make reasonable efforts to ensure that it is receiving the
lowest price and best terms from the vendor.

Under RCW 36.29.140, State Agencies have additional requirements through DES that must be followed.

With the exception of Port Districts and Facilities Districts, Personal Services and Purchased Services do not have
competitive requirements under state laws and regulations. However, if federal funds are used to pay for the
purchasing, federal procurement guidelines must be followed.

Please note that federal requirements and thresholds for using non-competitive or sole source justifications may
vary from state regulations. Use of federal grant funding indicates federal guidelines for procurements are followed
including for personal and purchased services.
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General Framework for Deciding Reporting Levels for Identified Audit Issues
(Applicable for financial statement, single, accountability and assessment audits, and attestation engagements where applicable) (a)

Charact Significance/Materialty of Audit ] ikely To Lead t
aracteri fgnificance/Materiality of Audi Who Should Know | Action Requested ! ikely To Lead to
Issues Identified e s Follow-Up Action | Bigger Problems
During the Audit Period (a) i Y
Reporting Level (b]
Significant deficiencies and material Management and
weaknesses in internal controls; Board
misappropriation; material abuse or Take Corrective | Follow-up nextaudit | a4y 4 pig
Findings pproprition; materal b (discussed atexit | ActiontoRemedy |  Repeat ifissue not adyat
i g conference] the lssue corrected problemt
regulations, contracts or grant Also made publicfor
agreements report users
Control deficiencies, non-compliance | Management and eolonap et audt
or abuse, but with a less-than- Governing Board Take Corrective
Management Repeat ifissue not
(ronag material effect on financial ActiontoRemedy | RePeRtiTisenot ves
statements or other issues (discussed at exit the Issue making  findin
significant to the audit objectives conference) g g
‘Management
Insignificant/immaterial control Consider during the next
: deficiencies or non-compliance as | (discussed at pre-exit audit. Evaluate if
Exit It Address the | Possibl
it tems related to the financial statements | meeting; referenced but ressthelssue | qditional reporting is ossibly
or audit objectives generally not discussed at necessary.
exit conference)
Audit enti i
Inconsequential, immaterialand | AUt entity supervisor or
department staff; maybe
isolated errors o uncertainties;
Management Something to
Verbal Comments | minor process improvements or Not followed up No
(informally Consider
observations
communicated during
the audit)

(a) For financial statement and single audits and certain attestation engagements, reporting levels are based on the issues identified/agency responses to
them at the end of the audit period. For state and local accountability audits, reporting levels also will consider agencies’ verified responses to identified
issues through the report date.

(b) Judgment factors that could come into play in deciding at what level to report an audit issue include the likelihood or magnitude of the issue, whether it
‘was intentional or accidental, whether it was systemic or isolated, management’s responsiveness in correcting issues identified in previous audits, and
uncertainty about the audit criteria. For accountability audits where we verified the agency corrected the identified issue during the audit, we should
acknowledge the issuelexisted and was corrected, and may consider reducing the level of reporting.

(Effective 4/9/15)













Marichalar Leave Audit 2021 - May 2022_FINAL_3-15-23.xlsx

Final 00776382_Marichalar_TAB#1


			PBC


			Scope: DOC Payroll completed this spreadsheet to show leave balances, leave submitted in HRMS, time cards submitted and resulting modifications to the subject's leave balance accruals. See comments in cells from DOC payroll indicating changes made to HRMS to reflect LWOP for leave the subject took that he was not entitled to. We added to these comments to show how we substantiated the amounts. See blue highlighted columns for recalculations and "SUMMARY" tab for detailed auditor conclusions.


			Conclusion: We determined that from January 1, 2021 through December 31, 2022, the subject failed to submit leave slips and time cards as required. This resulted in the subject being paid for 303.2 hours he was not entitled to, amounting to an overpayment of $8,801.26. See issue here: [                                  ]





												In HRMS			NOT in HRMS												M - F 5/8s


			2021


												Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun						Auditor Recalc Check


									Begin Bal			1			2			3			4			5			6			7			8			9			10			11			12			13			14			15			16			17			18			19			20			21			22			23			24			25			26			27			28			29			30			31			End Bal


			Jan			Sick			14.50000															(8.00000)


tc={F6084B60-9208-4B94-85FC-48AE17C0A823}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    In HRMS and in the approved Timecard in TCS.
Reply:
    Tied to Timecard (Working Notes Tab #2 at B.1.6) and HRMS (Attachment #22 at B.1.4)																																	8.00000


												14.50000			14.50000			14.50000			14.50000			6.50000			6.50000			6.50000			6.50000			6.50000			6.50000			6.50000			6.50000			6.50000			6.50000			6.50000			14.50000			14.50000			14.50000			14.50000			14.50000			14.50000			14.50000			14.50000			14.50000			14.50000			14.50000			14.50000			14.50000			14.50000			14.50000			14.50000			14.50000


						Vacation			10.26678																																																14.66667									(8.00000)


tc={04F42375-032A-4419-8CCA-ABA63B7AA93C}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    January 19 - 21 are on the approved timecard and have all been submitted in HRMS.
Reply:
    Jan 19-21 tied to timecard and HRMS			(8.00000)


tc={FAF181B7-470D-422C-A1F5-702AF8064C01}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    January 19 - 21 are on the approved timecard and have all been submitted in HRMS.			(8.00000)


tc={5D8D03A6-D8B4-4137-BA04-EEC10815375F}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    January 19 - 21 are on the approved timecard and have all been submitted in HRMS.			(0.90000)


tc={797582DA-3169-4198-850E-AD9C709D9F08}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Approved Timecard reflects 8.0 of leave on this date however, nothing has been submitted in HRMS
Reply:
    Charge to match approve TCS Timecard
Reply:
    Entered in HRMS (9003 - Vacation Leave) 0.9 hours
Reply:
    Tied to timecard and HRMS.
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tc={1950D217-52AD-4B48-8134-E0C042AEC7D2}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 7.1 hours									(8.00000)


tc={940B632D-8528-43C1-817F-2686DD6D0EF2}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours			(8.00000)


tc={B46114A6-6B53-4F13-9A58-9697A26483C6}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours			(8.00000)


tc={94CEFDCB-B34F-4727-AA08-4DB61C6C2A2A}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours			(8.00000)


tc={7B37BEE5-DAEF-440D-8347-98802A0826AA}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours												(39.10000)			Y																		3,108.50			80			39.1			1,519.28
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									Begin Bal			1			2			3			4			5			6			7			8			9			10			11			12			13			14			15			16			17			18			19			20			21			22			23			24			25			26			27			28			29			30			31			End Bal


			Feb			Sick			14.50000																														(8.00000)


tc={C98B2B2B-606C-466C-9113-43E1FD0A41C6}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    This day of leave was on the approved timecard and is in HRMS
Reply:
    Ties to timecard and HRMS.															8.00000


tc={3E0CE60D-775A-4134-9805-134E28240922}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Approved Timecard reflects 8.0 of leave taken but it is not in HRMS. also accrued 8.0 hours.
Reply:
    Presidents Day Holiday - No leave needed. Accrued 8 hours of sick leave.
Reply:
    Ties to Timecard and HRMS												(1.50000)


tc={371FA2BB-2603-4B88-A852-A724DE11C838}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    1.5 hours of leave on approved timecard, but nothing was ever submitted in HRMS
Reply:
    Entered in HRMS (9048 - Sick leave) 1.5 hours
Reply:
    Ties to Timecard and HRMS																					(8.00000)


tc={0471C215-8530-4B52-A5DF-3649020A6A73}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    this date was on the hand written note, and was on the approved timecard, and was submitted in HRMS
Reply:
    Ties to Timecard and HRMS																																										Auditor Recalc Check			38.86			1519.28
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			Mar			Sick			5.00000																																													2.00000


tc={E233774F-5727-4B6D-AADA-0BE9EF102EF3}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    6.0 hours of leave is on approved TCS TC and entered in HRMS.  The 8.0 hours accrual was also earned on this day.
Reply:
    Tied to Time card and HRMS at Attachment #9
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tc={31E29974-00CA-4F8F-96AE-75600C91A1F5}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    8.0 of leave is indicated on the "InWork" timecard and has been entered in HRMS
Reply:
    3/16 and 3/17 Ties to Timecard and HRMS. Timecard never submitted.			(8.00000)


tc={02F07CBE-8201-4575-BAF2-A23C07FDA7F0}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    8.0 of leave is indicated on the "InWork" timecard and has been entered in HRMS																																							(8.00000)


tc={0C203275-082E-430B-814F-1D82CAF11189}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS not yet indicated on the "InWork" TC.
Reply:
    Ties to Unsubmitted Timecard and HRMS.


												14.70012			14.70012			14.70012			14.70012			14.70012			14.70012			14.70012			14.70012			14.70012			14.70012			14.70012			14.70012			14.70012			14.70012			29.36679			21.36679			13.36679			13.36679			13.36679			13.36679			13.36679			13.36679			13.36679			13.36679			13.36679			13.36679			13.36679			13.36679			13.36679			5.36679			5.36679			5.36679


						Pers Hol			8.00000


												8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000


						Comp 			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						Pers Lv			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						LWOP																																																																																																			0.00000			Y





												Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri


									Begin Bal			1			2			3			4			5			6			7			8			9			10			11			12			13			14			15			16			17			18			19			20			21			22			23			24			25			26			27			28			29			30			31			End Bal


			Apr			Sick			7.00000																																																8.00000


												7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000


						Vacation			5.36679																																																14.66667


												5.36679			5.36679			5.36679			5.36679			5.36679			5.36679			5.36679			5.36679			5.36679			5.36679			5.36679			5.36679			5.36679			5.36679			5.36679			20.03346			20.03346			20.03346			20.03346			20.03346			20.03346			20.03346			20.03346			20.03346			20.03346			20.03346			20.03346			20.03346			20.03346			20.03346			20.03346			20.03346


						Pers Hol			8.00000


												8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000			8.00000


						Comp 			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						Pers Lv			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						LWOP																																																																																																			0.00000			Y			Per Tab #2, "Mr. Marichalar has not even started a timecard between the dates of 04/01/2021 and 03/15/2022". Per HRMS report, no leave submitted during April. Per Mr. Marichalar, he thought he was no longer required to submit timecards when he was reassigned to the Mailroom March 29, 2021.
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tc={F52E020C-F465-4B0C-BFA0-4F02983301F5}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    In HRMS
Reply:
    Ties to HRMS			(8.00000)


tc={0B07FC3A-1478-4486-8DD0-30A2C836AA6A}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    In HRMS
Reply:
    Ties to HRMS
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						LWOP																																																																																																			0.00000			Y			No time card submitted





												Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed


									Begin Bal			1			2			3			4			5			6			7			8			9			10			11			12			13			14			15			16			17			18			19			20			21			22			23			24			25			26			27			28			29			30			31			End Bal


			Jun			Sick			23.00000																																																8.00000


												23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			31.00000			31.00000			31.00000			31.00000			31.00000			31.00000			31.00000			31.00000			31.00000			31.00000			31.00000			31.00000			31.00000			31.00000			31.00000			31.00000			31.00000


						Vacation			18.70013																																																14.66667


												18.70013			18.70013			18.70013			18.70013			18.70013			18.70013			18.70013			18.70013			18.70013			18.70013			18.70013			18.70013			18.70013			18.70013			18.70013			33.36680			33.36680			33.36680			33.36680			33.36680			33.36680			33.36680			33.36680			33.36680			33.36680			33.36680			33.36680			33.36680			33.36680			33.36680			33.36680			33.36680


						Pers Hol			1.00000			(1.00000)


tc={893CBC54-C599-4DD4-BBD8-A2EBD1F9495C}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Ties to HRMS


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						Comp 			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						Pers Lv			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						LWOP																																																																																																			0.00000			Y			No time card submitted





												Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat


									Begin Bal			1			2			3			4			5			6			7			8			9			10			11			12			13			14			15			16			17			18			19			20			21			22			23			24			25			26			27			28			29			30			31			End Bal


			Jul			Sick			31.00000																																																8.00000															(8.00000)


tc={A0364CC0-6485-4D66-BB62-4F84A9699572}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    In HRMS
Reply:
    7/21-7/23 Ties to HRMS			(8.00000)


tc={44BED761-4988-436F-8FA9-07D9CDAF9030}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    In HRMS			(8.00000)


tc={A5A9C2D7-D05C-441C-8410-AA7E1AA76B74}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    In HRMS


												31.00000			31.00000			31.00000			31.00000			31.00000			31.00000			31.00000			31.00000			31.00000			31.00000			31.00000			31.00000			31.00000			31.00000			31.00000			39.00000			39.00000			39.00000			39.00000			39.00000			31.00000			23.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000


						Vacation			33.36680																																																14.66667												(8.00000)


tc={AE11E42A-C897-4ACC-A2E6-78D6C8481677}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    In HRMS
Reply:
    Ties to HRMS


												33.36680			33.36680			33.36680			33.36680			33.36680			33.36680			33.36680			33.36680			33.36680			33.36680			33.36680			33.36680			33.36680			33.36680			33.36680			48.03347			48.03347			48.03347			48.03347			40.03347			40.03347			40.03347			40.03347			40.03347			40.03347			40.03347			40.03347			40.03347			40.03347			40.03347			40.03347			40.03347


						Pers Hol			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						Comp 			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						Pers Lv			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						LWOP																																																																																																			0.00000			Y			No time card submitted





												Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue


									Begin Bal			1			2			3			4			5			6			7			8			9			10			11			12			13			14			15			16			17			18			19			20			21			22			23			24			25			26			27			28			29			30			31			End Bal


			Aug			Sick			15.00000																																																8.00000


												15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000


						Vacation			40.03347																																																6.66667


tc={A8A6FA9A-8E2A-4396-A887-283D49894599}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    8.0 hours in HRMS, also accrued 14.66667 on this day
Reply:
    Ties to HRMS


												40.03347			40.03347			40.03347			40.03347			40.03347			40.03347			40.03347			40.03347			40.03347			40.03347			40.03347			40.03347			40.03347			40.03347			40.03347			46.70014			46.70014			46.70014			46.70014			46.70014			46.70014			46.70014			46.70014			46.70014			46.70014			46.70014			46.70014			46.70014			46.70014			46.70014			46.70014			46.70014


						Pers Hol			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						Comp 			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						Pers Lv			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						LWOP																																																																																																			0.00000			Y			No time card submitted





												Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu


									Begin Bal			1			2			3			4			5			6			7			8			9			10			11			12			13			14			15			16			17			18			19			20			21			22			23			24			25			26			27			28			29			30			31			End Bal


			Sep			Sick			23.00000																																																8.00000																																	(8.00000)


tc={7D267378-2A3F-4148-A31D-9BEC60FB5303}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    In HRMS
Reply:
    Ties to HRMS


												23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			31.00000			31.00000			31.00000			31.00000			31.00000			31.00000			31.00000			31.00000			31.00000			31.00000			31.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000


						Vacation			46.70014																																																14.66667												(8.00000)


tc={6DA1A9DF-37D5-486C-AA25-C11FF019C694}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    In HRMS
Reply:
    Ties to HRMS						(8.00000)


tc={3C465B1B-24DE-44CF-885A-72AE1933EE3E}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    In HRMS
Reply:
    Ties to HRMS


												46.70014			46.70014			46.70014			46.70014			46.70014			46.70014			46.70014			46.70014			46.70014			46.70014			46.70014			46.70014			46.70014			46.70014			46.70014			61.36681			61.36681			61.36681			61.36681			53.36681			53.36681			45.36681			45.36681			45.36681			45.36681			45.36681			45.36681			45.36681			45.36681			45.36681			45.36681			45.36681


						Pers Hol			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						Comp 			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						Pers Lv			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						LWOP																																																																																																			0.00000			Y			No time card submitted





												Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun


									Begin Bal			1			2			3			4			5			6			7			8			9			10			11			12			13			14			15			16			17			18			19			20			21			22			23			24			25			26			27			28			29			30			31			End Bal


			Oct			Sick			23.00000																																																8.00000


												23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			31.00000			31.00000			31.00000			31.00000			31.00000			31.00000			31.00000			31.00000			31.00000			31.00000			31.00000			31.00000			31.00000			31.00000			31.00000			31.00000			31.00000


						Vacation			45.36681																																																14.66667						(8.00000)


tc={85700DEC-3ABA-4A95-9183-EE0FE0E8F222}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    In HRMS
Reply:
    Ties to HRMS


												45.36681			45.36681			45.36681			45.36681			45.36681			45.36681			45.36681			45.36681			45.36681			45.36681			45.36681			45.36681			45.36681			45.36681			45.36681			60.03348			60.03348			52.03348			52.03348			52.03348			52.03348			52.03348			52.03348			52.03348			52.03348			52.03348			52.03348			52.03348			52.03348			52.03348			52.03348			52.03348


						Pers Hol			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						Comp 			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						Pers Lv			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						LWOP																																																																																																			0.00000			Y			No time card submitted





												Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue


									Begin Bal			1			2			3			4			5			6			7			8			9			10			11			12			13			14			15			16			17			18			19			20			21			22			23			24			25			26			27			28			29			30			31			End Bal


			Nov			Sick			31.00000															(8.00000)


tc={14BBA5D8-9D8B-463C-B940-3EF10AFB8600}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    TCS not Started, Not in HRMS
Reply:
    Entered in HRMS (9048 - Sick leave) 5 hours
Reply:
    Ties to HRMS. Reportedly was absent from work per Supervisor Wayne Crowell, see attachment #8. Per interview, "I based the list of dates of his absences on the days he did not pick up his tools".																														(8.00000)


tc={02332FBC-1070-4AA0-BA17-E8E1600EE1C8}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    TCS not Started, Not in HRMS
Reply:
    Entered in HRMS (9048 -Sick Leave) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor			8.00000			(8.00000)


tc={BEF9CA61-4874-4577-8224-31356ABD3C39}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    TCS not Started, Not in HRMS
Reply:
    Entered in HRMS (9048 -Sick Leave) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor																					(8.00000)


tc={1C4850C0-0389-4B84-B482-F7AF90702FE1}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    TCS not Started, Not in HRMS
Reply:
    Entered in HRMS (9048 -Sick Leave) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor


												31.00000			31.00000			31.00000			31.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			15.00000			23.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000


						Vacation			52.03348																																																14.66667																																										(8.00000)


tc={474530E4-72F3-4F05-BC03-61D548E75780}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    TCS not Started, Not in HRMS
Reply:
    Entered in HRMS (9003 - Vacation Leave) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor


												52.03348			52.03348			52.03348			52.03348			52.03348			52.03348			52.03348			52.03348			52.03348			52.03348			52.03348			52.03348			52.03348			52.03348			52.03348			66.70015			66.70015			66.70015			66.70015			66.70015			66.70015			66.70015			66.70015			66.70015			66.70015			66.70015			66.70015			66.70015			66.70015			58.70015			58.70015			58.70015


						Pers Hol			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						Comp 			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						Pers Lv			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						LWOP																																																																																																			0.00000			Y			No time card submitted





												Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri


									Begin Bal			1			2			3			4			5			6			7			8			9			10			11			12			13			14			15			16			17			18			19			20			21			22			23			24			25			26			27			28			29			30			31			End Bal


			Dec			Sick			7.00000																																																8.00000												(8.00000)


tc={5B06ABC1-B371-434F-8AF4-4F7BBC1E8DF9}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9048 - Sick Leave) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor


												7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			15.00000			15.00000			15.00000			15.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000


						Vacation			58.70015						(8.00000)


tc={76207ED6-A75B-44B9-BFB1-598E92797082}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9003 -Vacation Leave) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor. Did not submit leave slips in December			(8.00000)


tc={3BE03E08-7101-4C63-90EF-262013D063EE}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Ties to HRMS and Reported Absence from Supervisor																		(8.00000)


tc={DA388050-4F2C-4BDC-A90C-A4D649B1AC92}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9003 -Vacation Leave) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor															(8.00000)


tc={AB390462-D65F-4B09-BD0A-C2D033407000}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9003 -Vacation Leave) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor						14.66667																					(8.00000)


tc={B2D4FDA1-6CFE-474B-80BB-19C0D7C1255E}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9003 -Vacation Leave) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor


												58.70015			50.70015			42.70015			42.70015			42.70015			42.70015			42.70015			42.70015			34.70015			34.70015			34.70015			34.70015			34.70015			26.70015			26.70015			41.36682			41.36682			41.36682			41.36682			41.36682			41.36682			41.36682			33.36682			33.36682			33.36682			33.36682			33.36682			33.36682			33.36682			33.36682			33.36682			33.36682


						Pers Hol			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						Comp 			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						Pers Lv			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						LWOP																																																																																																			0.00000			Y			No time card submitted








			2022


												Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon


									Begin Bal			1			2			3			4			5			6			7			8			9			10			11			12			13			14			15			16			17			18			19			20			21			22			23			24			25			26			27			28			29			30			31			End Bal


			Jan			Sick			7.00000																																																						8.00000			(8.00000)


tc={F08CC1AA-66C3-42E4-A8A1-A3D0540C352B}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9048 - Sick Leave) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor


												7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			15.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000


						Vacation			33.36682									(8.00000)


tc={6B10E0F9-357A-41EA-AB1C-6D85E33256F1}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9003- Vacation Leave) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor. No leave submitted in HRMS in January						(8.00000)


tc={69F52DF5-D5EE-46C4-BB32-1AB8951C99FE}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9003- Vacation Leave) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor			(8.00000)


tc={8D3620F1-5B9D-40A4-8B86-6578A735F4C5}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9003- Vacation Leave) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor			(8.00000)


tc={DB097D21-26FA-46D6-B08D-E8B3E9F58524}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9003- Vacation Leave) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor									(1.30000)


tc={31F37BF2-2BD1-402C-AFA0-1061680D0B91}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9048 - Sick Leave) 1.3 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor																								14.66667									(8.00000)


tc={2AD0594C-4C67-49B6-BF1B-AB41A47902D5}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9003- Vacation Leave) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor									(6.70000)


tc={31B4F629-3A27-47E7-991B-F79ACDA20055}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9003 - Vacation Leave) 6.7 hours


												33.36682			33.36682			25.36682			25.36682			17.36682			9.36682			1.36682			1.36682			1.36682			0.06682			0.06682			0.06682			0.06682			0.06682			0.06682			0.06682			0.06682			14.73349			14.73349			14.73349			6.73349			6.73349			6.73349			0.03349			0.03349			0.03349			0.03349			0.03349			0.03349			0.03349			0.03349			0.03349


						Pers Hol			1.00000


												1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000


						Comp 			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						Pers Lv			0.00000																																																																																																						1st  - 15th															16th - end of month


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000						PP Salary			Hours Avail			LWOP Hrs			Over Paid						PP Salary			Hours Avail			LWOP Hrs			Over Paid


						LWOP																																	(6.70000)


tc={07CB7488-6FF0-4E97-9F0F-E979D4BC57D3}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 6.7 hours						(8.00000)


tc={4CB5FB5E-F892-4CF2-9157-410C91BBDDB2}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor																																				(1.30000)


tc={2312E8A7-473F-49C5-B212-EEC37AF36147}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 1.3 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor			(8.00000)


tc={8A10B0D3-AFB2-4665-8A24-ACCDE8D8FA70}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor			(8.00000)


tc={B36E082D-61AE-4207-B9C6-BFE6497EBE36}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor			(8.00000)


tc={DEF28192-2B7C-49F1-B4A6-699B0B177CE4}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor			(8.00000)


tc={7376FFB3-37DD-4211-9156-86090D1F76B2}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor									(6.00000)


tc={16762C71-0414-462B-8C09-1DD40324A493}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Note says he was late on 1/31/22 and 2/11/22 for a total of 8.3 hours.  It says he worked from 1300 - 1500 on 01/31/22 so I reflecting 6.0 hours on 1/31 and applying the other 2.3 hours to 2/11/22
Reply:
    Entered in HRMS (9033- LWOP) 6 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor			(54.00000)			Y			3,108.50			80.0			14.7			571.19						3,108.50			88			39.3			1,388.23





												Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon


									Begin Bal			1			2			3			4			5			6			7			8			9			10			11			12			13			14			15			16			17			18			19			20			21			22			23			24			25			26			27			28			29			30			31			End Bal									Auditor Recalc			38.9			571.19									Auditor Recalc			35.3238636364			1,388.23


			Feb			Sick			7.00000																																																																								8.00000


												7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000


						Vacation			0.03349																																																																								14.66667


												0.03349			0.03349			0.03349			0.03349			0.03349			0.03349			0.03349			0.03349			0.03349			0.03349			0.03349			0.03349			0.03349			0.03349			0.03349			0.03349			0.03349			0.03349			0.03349			0.03349			0.03349			0.03349			0.03349			14.70016			14.70016			14.70016			14.70016			14.70016			14.70016			14.70016			14.70016			14.70016


						Pers Hol			1.00000


												1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000


						Comp 			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						Pers Lv			0.00000																																																																																																						1st  - 15th															16th - end of month


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000						PP Salary			Hours Avail			LWOP Hrs			Over Paid						PP Salary			Hours Avail			LWOP Hrs			Over Paid


						LWOP						(8.00000)


tc={C83A5BF5-3C5F-47B2-9097-02BB4F118EB5}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours
Reply:
    Ties to HRMS and Reported Absence. No leave submitted in Feb			(8.00000)


tc={9564753C-AFD6-43C5-BD2A-49CEC474BD0F}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours
Reply:
    Ties to HRMS and Reported Absence			(8.00000)


tc={035A4344-AF51-4A06-996C-D99721227850}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours
Reply:
    Ties to HRMS and Reported Absence			(8.00000)


tc={47AA5161-E6B7-49FF-BA3C-82B1C37D7E8C}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours
Reply:
    Ties to HRMS and Reported Absence									(8.00000)


tc={C080B419-4AB9-4461-A4CE-FF20EE06A179}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours
Reply:
    Ties to HRMS and Reported Absence			(8.00000)


tc={D57FA959-F8BC-4981-B476-FDB15A8C5D2B}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours
Reply:
    Ties to HRMS and Reported Absence									(2.30000)


tc={50CA46E6-FAFE-45CF-BEFE-2714DD3BCBD3}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Note says he was late on 1/31/22 and 2/11/22 for a total of 8.3 hours.  It says he worked from 1300 - 1500 on 01/31/22 so I reflecting 6.0 hours on 1/31 and applying the other 2.3 hours to 2/11/22
Reply:
    Entered in HRMS (9033 - LWOP) 2.3 hours
Reply:
    Ties to HRMS and Reported Absence																																																															(50.30000)			Y			3,108.50			88.0			50.3			1,776.79





												Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu


									Begin Bal			1			2			3			4			5			6			7			8			9			10			11			12			13			14			15			16			17			18			19			20			21			22			23			24			25			26			27			28			29			30			31			End Bal									Auditor Recalc			35.3			1,776.79						End of Noted Investigation Period (October 2021 through February 15, 2022)


			Mar			Sick			15.00000																																																8.00000																																																																					Investigators note allegation 1 in final report is misleading in reported hours missed, days failed to submit leave and misappropriation amount: See tab "Summary"


												15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000


						Vacation			14.70016																																																14.66667


												14.70016			14.70016			14.70016			14.70016			14.70016			14.70016			14.70016			14.70016			14.70016			14.70016			14.70016			14.70016			14.70016			14.70016			14.70016			29.36683			29.36683			29.36683			29.36683			29.36683			29.36683			29.36683			29.36683			29.36683			29.36683			29.36683			29.36683			29.36683			29.36683			29.36683			29.36683			29.36683


						Pers Hol			1.00000


												1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000


						Comp 			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						Pers Lv			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						LWOP																																																																																																			0.00000			Y			No time card submitted


																																																																											Tie


												Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat


									Begin Bal			1			2			3			4			5			6			7			8			9			10			11			12			13			14			15			16			17			18			19			20			21			22			23			24			25			26			27			28			29			30			31			End Bal


			Apr			Sick			23.00000																																	(8.00000)


tc={A7F6F7E6-C243-417C-BF95-31AAEB475912}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    on approved timecard and submitted in HRMS
Reply:
    4/11-4/12 Ties to Timecard and HRMS			(8.00000)


tc={513BE03A-5FD2-457F-B3EF-EE4A2C462291}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    on approved timecard and submitted in HRMS												8.00000												(8.00000)


tc={70930505-1CD3-484C-969C-597B36314E01}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    There is no leave indicated for this date on the "InWork" timecard.  Timecard has not been submitted for approval.  Leave has been submitted in HRMS
Reply:
    Ties to HRMS


												23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			23.00000			15.00000			7.00000			7.00000			7.00000			7.00000			15.00000			15.00000			15.00000			15.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000


						Vacation			29.36683																																																14.66667									(1.50000)


tc={87D84CB6-27E6-4E32-B41E-1D4A95706902}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    There is no leave indicated for this date on the "InWork" timecard.  Timecard has not been submitted for approval.  Leave was submitted in HRMS
Reply:
    Ties to HRMS


												29.36683			29.36683			29.36683			29.36683			29.36683			29.36683			29.36683			29.36683			29.36683			29.36683			29.36683			29.36683			29.36683			29.36683			29.36683			44.03350			44.03350			44.03350			42.53350			42.53350			42.53350			42.53350			42.53350			42.53350			42.53350			42.53350			42.53350			42.53350			42.53350			42.53350			42.53350			42.53350


						Pers Hol			1.00000


												1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000


						Comp 			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						Pers Lv			0.00000																																																																																																						1st  - 15th															16th - end of month


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000						PP Salary			Hours Avail			LWOP Hrs			Over Paid						PP Salary			Hours Avail			LWOP Hrs			Over Paid


						LWOP																																																																		(8.00000)


tc={7BECECCB-9F61-44C2-AB69-37610A2239A0}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    There is no leave indicated for this date on the "InWork" timecard.  Timecard has not been submitted for approval.  Leave has been submitted in HRMS
Reply:
    Entered in HRMS (9033 - LWOP) 8 hours
Reply:
    Ties to HRMS			(8.00000)


tc={85AE3AF7-0ED3-418A-A51C-9992AAFFFB2F}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    There is no leave indicated for this date on the "InWork" timecard.  Timecard has not been submitted for approval
Reply:
    Entered in HRMS (9033 - LWOP) 8 hours
Reply:
    Date not indicated as absent. Question.															(8.00000)


tc={319A8DFD-748C-4A5D-B7C6-3753B57B37AB}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    There is no leave indicated for this date on the "InWork" timecard.  Timecard has not been submitted for approval.  Leave have been submitted in HRMS
Reply:
    Entered in HRMS (9033 - LWOP) 8 hours
Reply:
    Ties to HRMS						(8.00000)


tc={4D451F43-9938-4413-BA0C-DD9C25828870}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    This date is indicated on the "InWork"  Timecard.  Timecard has not been submitted for approval.  Leave has been submitted in HRMS
Reply:
    Entered in HRMS (9033 - LWOP) 8 hours
Reply:
    Ties to HRMS									(32.00000)			N																		1,862.50			80			32			745.00





												Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue


									Begin Bal			1			2			3			4			5			6			7			8			9			10			11			12			13			14			15			16			17			18			19			20			21			22			23			24			25			26			27			28			29			30			31			End Bal																					Auditor Recalc			23.28125			24


tc={075709F2-B9E0-4D0C-8163-ADA048F75DFF}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Could not substantiate leave taken on 4/22 based on attachments provided in report. There was no time card submitted, no leave submitted in HRMS, and no indication from supervisors that he was absent this day.
Reply:
    DOC agrees this day was included in error.			558.75


			May			Sick			7.00000																																										8.00000												(6.80000)


tc={CCF70ACC-EB97-4C6E-B10C-25201AB70490}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9048 - Sick Leave) 6.8 hours			(1.20000)


tc={C2DB21E5-F67A-44DD-8E50-773C938843E6}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9048 - sick leave) 1.2 hours


												7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			15.00000			15.00000			15.00000			15.00000			8.20000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000


						Vacation			42.53350						(8.00000)


tc={560B921D-79C4-4DAF-B44D-C1D85D96137A}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    5/2-5/3 and 5/5 and 5/6 ties to Timecard and HRMS			(8.00000)						(8.00000)			(8.00000)									(8.00000)


tc={CAE9A87D-CB58-403A-9DF4-D69F0A522B49}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Ties to Timecard and HRMS															14.66667						(8.00000)


tc={67E153B6-C222-401F-A1B3-A3665AA91814}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    5/16-5/20 ties to leave submitted and approved in HRMS. Exceeds available balance. Not on timecard.			(8.00000)			(1.20000)


tc={A183E48E-F338-4D6E-B1ED-52AC05258DC2}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9006 - Vc Lv in lieu of sick) 6.8 hours


																																																																																										


tc={319A8DFD-748C-4A5D-B7C6-3753B57B37AB}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    There is no leave indicated for this date on the "InWork" timecard.  Timecard has not been submitted for approval.  Leave have been submitted in HRMS
Reply:
    Entered in HRMS (9033 - LWOP) 8 hours
Reply:
    Ties to HRMS						


tc={4D451F43-9938-4413-BA0C-DD9C25828870}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    This date is indicated on the "InWork"  Timecard.  Timecard has not been submitted for approval.  Leave has been submitted in HRMS
Reply:
    Entered in HRMS (9033 - LWOP) 8 hours
Reply:
    Ties to HRMS			42.53350			34.53350			26.53350			26.53350			18.53350			10.53350			10.53350			10.53350			2.53350			2.53350			2.53350			2.53350			2.53350			17.20017			17.20017			9.20017			1.20017			0.00017			0.00017			0.00017			0.00017			0.00017			0.00017			0.00017			0.00017			0.00017			0.00017			0.00017			0.00017			0.00017			0.00017			0.00017


						Pers Hol			1.00000


												1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000


						Comp 			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						Pers Lv			0.00000																																																																																																						1st  - 15th															16th - end of month


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000						PP Salary			Hours Avail			LWOP Hrs			Over Paid						PP Salary			Hours Avail			LWOP Hrs			Over Paid


						LWOP																																																												(6.80000)


tc={640C3A2D-FF46-4FE2-87E7-C0D020D2F526}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 6.8 hours			(8.00000)


tc={A53DA65A-2B7C-4695-A1EF-A3F8F1563186}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 -LWOP) 8 hours									(8.00000)


tc={618D5A44-EAAC-4513-89A1-180D47EF500B}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 -LWOP) 8 hours
Reply:
    5/23- 5/24 Ties to HRMS			(8.00000)


tc={3C18FFDD-1AC6-48F0-86EA-1CAFCA9C9366}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 -LWOP) 8 hours			(6.00000)


tc={99CA9C9F-4F21-4E56-AC34-82C69C80FEA0}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Originally entered and submitted through MyPortal (9006 - vc Lv in lieu of sick) 6 hours. Re-entering in HRMS to match entry.
Reply:
    Originally approved in HRMS, then rejected.			(0.50000)


tc={07091586-740B-4432-8A66-627DEF653A75}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 -LWOP) 0.5 hours
Reply:
    Ties to HRMS			(8.00000)


tc={283D2E0F-F614-4F2B-B3A4-50A96A3EA3AE}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 -LWOP) 8 hours
Reply:
    Ties to HRMS															(45.30000)			Y																		1,862.50			96			45.3			878.86





												Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu


									Begin Bal			1			2			3			4			5			6			7			8			9			10			11			12			13			14			15			16			17			18			19			20			21			22			23			24			25			26			27			28			29			30			31			End Bal																					Auditor Recalc						19.4010416667			878.87


			Jun			Sick			7.00000																																																			8.00000																																																																											Rounding


												7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000


						Vacation			0.00017																																																			14.66667																														(3.00000)


tc={700F3ADF-5B6A-4D77-9990-E03E81151D75}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Ties to HRMS


												0.00017			0.00017			0.00017			0.00017			0.00017			0.00017			0.00017			0.00017			0.00017			0.00017			0.00017			0.00017			0.00017			0.00017			0.00017			0.00017			14.66684			14.66684			14.66684			14.66684			14.66684			14.66684			14.66684			14.66684			14.66684			14.66684			11.66684			11.66684			11.66684			11.66684			11.66684			11.66684


						Pers Hol			1.00000																																																			(1.00000)


tc={4E2428F5-A596-44AC-ADF9-EE29FB4BAFC8}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Ties to HRMS


												1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						Comp 			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						Pers Lv			0.00000																																																																																																						1st  - 15th															16th - end of month


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000						PP Salary			Hours Avail			LWOP Hrs			Over Paid						PP Salary			Hours Avail			LWOP Hrs			Over Paid


						LWOP												(1.00000)


tc={496F6307-0E76-4795-8F93-032F8B9693DA}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 1 hour
Reply:
    Ties to HRMS																																																


tc={640C3A2D-FF46-4FE2-87E7-C0D020D2F526}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 6.8 hours			


tc={A53DA65A-2B7C-4695-A1EF-A3F8F1563186}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 -LWOP) 8 hours			(8.00000)


tc={176FE300-8C65-4E20-8949-2AB0AE87F956}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours
Reply:
    Ties to HRMS			


tc={C509AD1B-5FE9-4023-96BA-090D9B9BD216}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    This was a holiday so the timecard indicated leave on this day no accrued leave would be used																					(8.00000)


tc={C31B0C28-F11F-4498-A4DF-1D36FA2F4E28}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours
Reply:
    Ties to HRMS																																													


tc={618D5A44-EAAC-4513-89A1-180D47EF500B}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 -LWOP) 8 hours
Reply:
    5/23- 5/24 Ties to HRMS			(2.00000)


tc={17D9D7D8-8D92-4F4D-B065-F83D1FB56060}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 2 hours
Reply:
    Ties to HRMS																																													


tc={3C18FFDD-1AC6-48F0-86EA-1CAFCA9C9366}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 -LWOP) 8 hours			


tc={F6084B60-9208-4B94-85FC-48AE17C0A823}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    In HRMS and in the approved Timecard in TCS.
Reply:
    Tied to Timecard (Working Notes Tab #2 at B.1.6) and HRMS (Attachment #22 at B.1.4)																																																												


tc={99CA9C9F-4F21-4E56-AC34-82C69C80FEA0}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Originally entered and submitted through MyPortal (9006 - vc Lv in lieu of sick) 6 hours. Re-entering in HRMS to match entry.
Reply:
    Originally approved in HRMS, then rejected.			


tc={4E2428F5-A596-44AC-ADF9-EE29FB4BAFC8}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Ties to HRMS																											


tc={07091586-740B-4432-8A66-627DEF653A75}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 -LWOP) 0.5 hours
Reply:
    Ties to HRMS			


tc={283D2E0F-F614-4F2B-B3A4-50A96A3EA3AE}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 -LWOP) 8 hours
Reply:
    Ties to HRMS			(3.50000)


tc={D2A5C564-E15A-4F22-9942-42D1BE925AA6}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 3.5 hours
Reply:
    Ties to HRMS																																																																																				


tc={075709F2-B9E0-4D0C-8163-ADA048F75DFF}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Could not substantiate leave taken on 4/22 based on attachments provided in report. There was no time card submitted, no leave submitted in HRMS, and no indication from supervisors that he was absent this day.
Reply:
    DOC agrees this day was included in error.			(22.50000)			Y			1,862.50			88.0			22.5			476.21





												Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun									Auditor Recalc						21.2			476.21


									Begin Bal			1			2			3			4			5			6			7			8			9			10			11			12			13			14			15			16			17			18			19			20			21			22			23			24			25			26			27			28			29			30			31			End Bal


			Jul			Sick			15.00000																																																						8.00000			(8.00000)


tc={6BB2CBC8-FC52-4D2D-8BC2-ADD63002FC0F}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Ties to HRMS


												15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			23.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000


						Vacation			11.66684																																	(8.00000)


tc={FA5CEED8-B475-415F-99DA-E03F654596FE}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Ties to HRMS																																																


tc={700F3ADF-5B6A-4D77-9990-E03E81151D75}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Ties to HRMS			


tc={0A785F9F-419A-4E44-A068-8372E96A2015}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Hand written note from Dr. Rainey indicates that Donicio was late however, no leave was submitted for this date and Dr. Rainey approved the Timecard in TCS with no leave noted for 01/14/2021.  Additionally, no one is able to provide me times.  Therefore, I have not refelcted any leave on this date.
Reply:
    Per Ghazal, Zainab - No leave will be charge on this date.
Reply:
    Tied to Timecard and HRMS. Not included in misappropriation amount.			(3.60000)


tc={1408AB51-AA26-4D2F-8712-B234EA043701}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9048 - Sick leave) 3.6 hours												14.66667						(8.00000)


tc={7EF9C3DB-6385-457F-8365-3CB8F541B1C9}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    7/20 - 7/21 ties to HRMS			(1.00000)


												11.66684			11.66684			11.66684			11.66684			11.66684			11.66684			11.66684			11.66684			11.66684			11.66684			3.66684			3.66684			3.66684			0.06684			0.06684			0.06684			0.06684			14.73351			14.73351			6.73351			5.73351			5.73351			5.73351			5.73351			5.73351			5.73351			5.73351			5.73351			5.73351			5.73351			5.73351			5.73351


						Pers Hol			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						Comp 			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						Pers Lv			0.00000																																																																																																						1st  - 15th															16th - end of month


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000						PP Salary			Hours Avail			LWOP Hrs			Over Paid						PP Salary			Hours Avail			LWOP Hrs			Over Paid


						LWOP																																													(0.90000)


tc={BD3F4128-0F75-4B35-8125-9B913F927736}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 0.9 hours
Reply:
    Ties to HRMS (submitted leave for 4.5 hrs)																																																						(0.90000)			Y			2,179.50			88.0			0.9			22.29





												Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed


									Begin Bal			1			2			3			4			5			6			7			8			9			10			11			12			13			14			15			16			17			18			19			20			21			22			23			24			25			26			27			28			29			30			31			End Bal						Auditor Recalc						24.8			22.29


			Aug			Sick			15.00000						(2.30000)


tc={A0E10879-98BC-4C38-B161-F833833A8FA4}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9048 - sick leave) 2.3 hours

Reply:
    August leave Tied to HRMS report on tab "Before HRMS Absences" at B.1.5			(5.70000)


tc={23D07260-520A-4CFB-960D-32BDA91F8C82}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9048 - sick leave) 5.7 hours																																										8.00000																		(8.00000)


												15.00000			12.70000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000


						Vacation			5.73351						(5.70000)


tc={42D1FEBD-77B2-4BBB-841F-7C203EA6A571}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9006 - Vac Lv in lieu of sick) 5.7 hours																																																			


tc={6BB2CBC8-FC52-4D2D-8BC2-ADD63002FC0F}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Ties to HRMS			


tc={ABDB92D8-44C8-4EF6-A8BE-2E77C2F495D5}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    This was a holiday so the timecard indicated leave on this day no accrued leave would be used
Reply:
    Tied to Timecard						


tc={7EF9C3DB-6385-457F-8365-3CB8F541B1C9}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    7/20 - 7/21 ties to HRMS			


tc={04F42375-032A-4419-8CCA-ABA63B7AA93C}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    January 19 - 21 are on the approved timecard and have all been submitted in HRMS.
Reply:
    Jan 19-21 tied to timecard and HRMS			


tc={FAF181B7-470D-422C-A1F5-702AF8064C01}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    January 19 - 21 are on the approved timecard and have all been submitted in HRMS.			


tc={BD3F4128-0F75-4B35-8125-9B913F927736}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 0.9 hours
Reply:
    Ties to HRMS (submitted leave for 4.5 hrs)																					


tc={5D8D03A6-D8B4-4137-BA04-EEC10815375F}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    January 19 - 21 are on the approved timecard and have all been submitted in HRMS.			


tc={797582DA-3169-4198-850E-AD9C709D9F08}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Approved Timecard reflects 8.0 of leave on this date however, nothing has been submitted in HRMS
Reply:
    Charge to match approve TCS Timecard
Reply:
    Entered in HRMS (9003 - Vacation Leave) 0.9 hours
Reply:
    Tied to timecard and HRMS.			


tc={C98B2B2B-606C-466C-9113-43E1FD0A41C6}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    This day of leave was on the approved timecard and is in HRMS
Reply:
    Ties to timecard and HRMS.																					14.66667						(8.00000)																					(6.70000)


tc={6D86DA9F-39AD-44F2-9B4C-D568A3AEA010}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9006 - vac lv in lieu of sick) 6.7 hours


												5.73351			0.03351			0.03351			0.03351			0.03351			0.03351			0.03351			0.03351			0.03351			0.03351			0.03351			0.03351			0.03351			0.03351			0.03351			0.03351			14.70018			14.70018			6.70018			6.70018			6.70018			6.70018			6.70018			6.70018			6.70018			0.00018			0.00018			0.00018			0.00018			0.00018			0.00018			0.00018


						Pers Hol			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						Comp 			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						Pers Lv			0.00000																																																																																																						1st  - 15th															16th - end of month


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000						PP Salary			Hours Avail			LWOP Hrs			Over Paid						PP Salary			Hours Avail			LWOP Hrs			Over Paid


						LWOP												(2.30000)


tc={13785ECE-4E9E-41CC-AD93-6BCF2A3C3DDC}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 2.3 hours																											


tc={27ECC847-522D-427D-B321-E55014333DBF}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    1.0 of leave reflected on timecard is in HRMS as Inclement Weather.
Reply:
    Ties to Timecard and HRMS			(8.00000)


tc={6E6141C4-E20A-4A0E-9348-816763424957}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours																																																															


tc={C6CDC34F-1D96-48A5-B66C-C7BD806075C6}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Approved Timecard reflect 8.0 hours of leave but nothing in HRMS
Reply:
    Charge to match approve TCS Timecard
Reply:
    Jan 25-28 Tied to Timecard and HRMS			(8.00000)


tc={56DA01E1-3B90-467A-B528-300B8D37E947}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours																																																															


tc={A6B40F1E-D44B-4EA5-807E-50CD0088E30E}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Approved Timecard reflect 8.0 hours of leave but nothing in HRMS
Reply:
    Charge to match approve TCS Timecard			


tc={E54C9F59-59BC-47D9-9534-BA8416E31669}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Approved Timecard reflect 8.0 hours of leave but nothing in HRMS
Reply:
    Charge to match approve TCS TimecardCharge to match approve TCS Timecard			


tc={3E0CE60D-775A-4134-9805-134E28240922}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Approved Timecard reflects 8.0 of leave taken but it is not in HRMS. also accrued 8.0 hours.
Reply:
    Presidents Day Holiday - No leave needed. Accrued 8 hours of sick leave.
Reply:
    Ties to Timecard and HRMS																																							


tc={21808D2A-B9C4-4130-ABED-BC911D96377D}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Approved Timecard reflect 8.0 hours of leave but nothing in HRMS
Reply:
    Charge to match approve TCS Timecard			


tc={3F12F194-EA71-46E4-A880-EF9BB05D1BD4}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    This date is on the hand written note as late.  However, Dr. Rainey Approved a timecard that indicated no leave was used on this date and no lave has been submitted in HRMS
Reply:
    Per Ghazal, Zainab - No leave will be charge on this date.
Reply:
    Ties to Timecard and HRMS			(0.50000)


tc={701669A5-A737-42BE-B859-9DF8CB5FF5F0}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 0.5 hours						(4.00000)


tc={3903C072-6314-44E5-AFBB-5BBB50EA6A55}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 4 hours												(4.00000)


tc={2231A8F5-12A0-44AB-82C8-D9809431AC34}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 4 hours																																	(1.30000)


tc={269B0127-35E8-4206-A4D9-0E1AE4F70B41}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 1.3 hours									(8.00000)


tc={20652111-61B9-45D9-8D2E-F6A1D3360D33}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours			(8.00000)


tc={11F29810-B614-4748-BF53-B855F87C3892}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours			(8.00000)


tc={F3219401-0A28-4A1A-B40F-36CADC2F5B0C}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours			(52.10000)			Y			2,179.50			88.0			26.8			663.76						2,179.50			96			25.3			574.40





												Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri												Auditor Recalc						24.8			663.76						Auditor Recalc						22.7			574.39


									Begin Bal			1			2			3			4			5			6			7			8			9			10			11			12			13			14			15			16			17			18			19			20			21			22			23			24			25			26			27			28			29			30			31			End Bal																														Rounding


			Sep			Sick			7.00000															


tc={1F1606DA-00EA-46ED-A2A3-848D29FA8C60}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Holiday OFF - no leave necessary. Eligible for holiday (Teamsters)																																																			


tc={1950D217-52AD-4B48-8134-E0C042AEC7D2}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 7.1 hours			


tc={371FA2BB-2603-4B88-A852-A724DE11C838}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    1.5 hours of leave on approved timecard, but nothing was ever submitted in HRMS
Reply:
    Entered in HRMS (9048 - Sick leave) 1.5 hours
Reply:
    Ties to Timecard and HRMS			


tc={3903C072-6314-44E5-AFBB-5BBB50EA6A55}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 4 hours																																										


tc={940B632D-8528-43C1-817F-2686DD6D0EF2}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours			


tc={B46114A6-6B53-4F13-9A58-9697A26483C6}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours			


tc={1B1030C9-56D6-40BB-A097-C9678C01A670}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    late per hand written note
Reply:
    Per Ghazal, Zainab - No leave will be charge on this date.
Reply:
    Ties to Timecard and HRMS															


tc={94CEFDCB-B34F-4727-AA08-4DB61C6C2A2A}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours			


tc={2231A8F5-12A0-44AB-82C8-D9809431AC34}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 4 hours																																							


tc={7B37BEE5-DAEF-440D-8347-98802A0826AA}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours			


tc={0471C215-8530-4B52-A5DF-3649020A6A73}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    this date was on the hand written note, and was on the approved timecard, and was submitted in HRMS
Reply:
    Ties to Timecard and HRMS			


tc={6D86DA9F-39AD-44F2-9B4C-D568A3AEA010}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9006 - vac lv in lieu of sick) 6.7 hours			8.00000


												7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000


						Vacation			0.00018																																																															14.66667


												0.00018			0.00018			0.00018			0.00018			0.00018			0.00018			0.00018			0.00018			0.00018			0.00018			0.00018			0.00018			0.00018			0.00018			0.00018			0.00018			0.00018			0.00018			0.00018			0.00018			14.66685			14.66685			14.66685			14.66685			14.66685			14.66685			14.66685			14.66685			14.66685			14.66685			14.66685			14.66685


						Pers Hol			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						Comp 			0.00000																																																1.50000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			1.50000			1.50000			1.50000			1.50000			1.50000			1.50000			1.50000			1.50000			1.50000			1.50000			1.50000			1.50000			1.50000			1.50000			1.50000			1.50000			1.50000


						Pers Lv			0.00000																																																																																																						1st  - 15th															16th - end of month


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000						PP Salary			Hours Avail			LWOP Hrs			Over Paid						PP Salary			Hours Avail			LWOP Hrs			Over Paid


						LWOP																					(8.00000)


tc={638C580C-B4E6-4476-A6B4-ED3F997D1BB1}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours
Reply:
    September leave Tied to HRMS report on tab "Before HRMS Absences" at B.1.5																											


tc={E233774F-5727-4B6D-AADA-0BE9EF102EF3}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    6.0 hours of leave is on approved TCS TC and entered in HRMS.  The 8.0 hours accrual was also earned on this day.
Reply:
    Tied to Time card and HRMS at Attachment #9			(8.00000)


tc={5815549D-220C-4F1D-8E62-76A937D0ADD0}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours																											


tc={913B48BD-034F-4BAD-8121-A4B1F833967D}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    8.0 of leave is indicated on the "InWork" timecard and has been entered in HRMS			(8.00000)


tc={BDCE6290-C73A-46F0-81F0-40176674F446}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours																																																																								(24.00000)			Y			2,179.50			88.0			8.0


tc={02A9BC2F-2D00-43A3-9622-0FC581E90756}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    09/06/2022 was originally entered as 9009 but had to be changed to LWOP.  The other 16.0 hours of LWOP was reported timely.			198.14





												Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon									Auditor Recalc						24.8			198.14


									Begin Bal			1			2			3			4			5			6			7			8			9			10			11			12			13			14			15			16			17			18			19			20			21			22			23			24			25			26			27			28			29			30			31			End Bal


			Oct			Sick			15.00000																																																8.00000			(8.00000)																																										(8.00000)


												15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			23.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			7.00000			7.00000


						Vacation			14.66685									(8.00000)


tc={4147D63F-4513-4A9D-A977-F89901F10346}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    October leave Tied to HRMS report on tab "Before HRMS Absences" at B.1.5																																							


tc={31E29974-00CA-4F8F-96AE-75600C91A1F5}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    8.0 of leave is indicated on the "InWork" timecard and has been entered in HRMS
Reply:
    3/16 and 3/17 Ties to Timecard and HRMS. Timecard never submitted.			


tc={02F07CBE-8201-4575-BAF2-A23C07FDA7F0}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    8.0 of leave is indicated on the "InWork" timecard and has been entered in HRMS																											


tc={269B0127-35E8-4206-A4D9-0E1AE4F70B41}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 1.3 hours									


tc={20652111-61B9-45D9-8D2E-F6A1D3360D33}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours			


tc={11F29810-B614-4748-BF53-B855F87C3892}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours			


tc={F3219401-0A28-4A1A-B40F-36CADC2F5B0C}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours			


tc={0C203275-082E-430B-814F-1D82CAF11189}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS not yet indicated on the "InWork" TC.
Reply:
    Ties to Unsubmitted Timecard and HRMS.			14.66667												(8.00000)			(8.00000)									(4.00000)


												14.66685			14.66685			6.66685			6.66685			6.66685			6.66685			6.66685			6.66685			6.66685			6.66685			6.66685			6.66685			6.66685			6.66685			6.66685			21.33352			21.33352			21.33352			21.33352			13.33352			5.33352			5.33352			5.33352			1.33352			1.33352			1.33352			1.33352			1.33352			1.33352			1.33352			1.33352			1.33352


						Pers Hol			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						Comp 			1.50000


												1.50000			1.50000			1.50000			1.50000			1.50000			1.50000			1.50000			1.50000			1.50000			1.50000			1.50000			1.50000			1.50000			1.50000			1.50000			1.50000			1.50000			1.50000			1.50000			1.50000			1.50000			1.50000			1.50000			1.50000			1.50000			1.50000			1.50000			1.50000			1.50000			1.50000			1.50000			1.50000


						Pers Lv			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						LWOP																																																																																																			0.00000			Y





												Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed			Thu			Fri			Sat			Sun			Mon			Tue			Wed


									Begin Bal			1			2			3			4			5			6			7			8			9			10			11			12			13			14			15			16			17			18			19			20			21			22			23			24			25			26			27			28			29			30			31			End Bal


			Nov			Sick			7.00000																																																8.00000


												7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			7.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000


						Vacation			1.33352																														(0.50000)												(0.50000)						14.66667


												1.33352			1.33352			1.33352			1.33352			1.33352			1.33352			1.33352			1.33352			1.33352			0.83352			0.83352			0.83352			0.83352			0.33352			0.33352			15.00019			15.00019			15.00019			15.00019			15.00019			15.00019			15.00019			15.00019			15.00019			15.00019			15.00019			15.00019			15.00019			15.00019			15.00019			15.00019			15.00019


						Pers Hol			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						Comp 			1.50000			(0.50000)


tc={1AA98ABE-541E-44C4-B8D4-A5FCE66846F2}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    November leave Tied to HRMS report on tab "Before HRMS Absences" at B.1.5																											(1.00000)


												1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			1.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						Pers Lv			0.00000																																																																																																						1st  - 15th															16th - end of month


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000						PP Salary			Hours Avail			LWOP Hrs			Over Paid						PP Salary			Hours Avail			LWOP Hrs			Over Paid


						LWOP												(8.00000)


tc={71635B20-C5E9-4C5A-AF93-533E5C0F7CD3}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Julia forget to up date this from 1.0 Lwop to 8.0 LWOP.  1.0 was originally reported timely so 7.0 is overpaid.																																																																																																			


tc={02A9BC2F-2D00-43A3-9622-0FC581E90756}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    09/06/2022 was originally entered as 9009 but had to be changed to LWOP.  The other 16.0 hours of LWOP was reported timely.			


tc={893CBC54-C599-4DD4-BBD8-A2EBD1F9495C}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Ties to HRMS																																																						


tc={F52E020C-F465-4B0C-BFA0-4F02983301F5}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    In HRMS
Reply:
    Ties to HRMS			


tc={0B07FC3A-1478-4486-8DD0-30A2C836AA6A}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    In HRMS
Reply:
    Ties to HRMS																																				(8.00000)			Y			2,179.50			88.0			7.0			173.37





																																																																																																															Auditor Recalc						24.8			173.37


									Begin Bal			1			2			3			4			5			6			7			8			9			10			11			12			13			14			15			16			17			18			19			20			21			22			23			24			25			26			27			28			29			30			31			End Bal


			Dec			Sick			15.00000																																																8.00000									(8.00000)


tc={5C29DC3D-34B5-4F42-AB1B-D6274F7F45E3}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    December leave Tied to HRMS report on tab "Before HRMS Absences" at B.1.5


																																																																								


tc={A0364CC0-6485-4D66-BB62-4F84A9699572}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    In HRMS
Reply:
    7/21-7/23 Ties to HRMS			


tc={44BED761-4988-436F-8FA9-07D9CDAF9030}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    In HRMS			


tc={AE11E42A-C897-4ACC-A2E6-78D6C8481677}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    In HRMS
Reply:
    Ties to HRMS									


tc={A5A9C2D7-D05C-441C-8410-AA7E1AA76B74}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    In HRMS			


tc={A8A6FA9A-8E2A-4396-A887-283D49894599}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    8.0 hours in HRMS, also accrued 14.66667 on this day
Reply:
    Ties to HRMS												


tc={6DA1A9DF-37D5-486C-AA25-C11FF019C694}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    In HRMS
Reply:
    Ties to HRMS						


tc={3C465B1B-24DE-44CF-885A-72AE1933EE3E}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    In HRMS
Reply:
    Ties to HRMS															


tc={7D267378-2A3F-4148-A31D-9BEC60FB5303}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    In HRMS
Reply:
    Ties to HRMS			


tc={14BBA5D8-9D8B-463C-B940-3EF10AFB8600}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    TCS not Started, Not in HRMS
Reply:
    Entered in HRMS (9048 - Sick leave) 5 hours
Reply:
    Ties to HRMS. Reportedly was absent from work per Supervisor Wayne Crowell, see attachment #8. Per interview, "I based the list of dates of his absences on the days he did not pick up his tools".																																							


tc={85700DEC-3ABA-4A95-9183-EE0FE0E8F222}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    In HRMS
Reply:
    Ties to HRMS			


tc={02332FBC-1070-4AA0-BA17-E8E1600EE1C8}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    TCS not Started, Not in HRMS
Reply:
    Entered in HRMS (9048 -Sick Leave) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor						


tc={BEF9CA61-4874-4577-8224-31356ABD3C39}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    TCS not Started, Not in HRMS
Reply:
    Entered in HRMS (9048 -Sick Leave) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor			


tc={76207ED6-A75B-44B9-BFB1-598E92797082}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9003 -Vacation Leave) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor. Did not submit leave slips in December			


tc={3BE03E08-7101-4C63-90EF-262013D063EE}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Ties to HRMS and Reported Absence from Supervisor																																																															


tc={1C4850C0-0389-4B84-B482-F7AF90702FE1}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    TCS not Started, Not in HRMS
Reply:
    Entered in HRMS (9048 -Sick Leave) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor			


tc={DA388050-4F2C-4BDC-A90C-A4D649B1AC92}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9003 -Vacation Leave) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor															


tc={AB390462-D65F-4B09-BD0A-C2D033407000}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9003 -Vacation Leave) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor																																																


tc={474530E4-72F3-4F05-BC03-61D548E75780}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    TCS not Started, Not in HRMS
Reply:
    Entered in HRMS (9003 - Vacation Leave) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor			


tc={5B06ABC1-B371-434F-8AF4-4F7BBC1E8DF9}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9048 - Sick Leave) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor			


tc={6B10E0F9-357A-41EA-AB1C-6D85E33256F1}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9003- Vacation Leave) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor. No leave submitted in HRMS in January						


tc={69F52DF5-D5EE-46C4-BB32-1AB8951C99FE}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9003- Vacation Leave) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor			


tc={8D3620F1-5B9D-40A4-8B86-6578A735F4C5}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9003- Vacation Leave) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor																																																			


tc={B2D4FDA1-6CFE-474B-80BB-19C0D7C1255E}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9003 -Vacation Leave) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor			


tc={DB097D21-26FA-46D6-B08D-E8B3E9F58524}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9003- Vacation Leave) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor									


tc={31F37BF2-2BD1-402C-AFA0-1061680D0B91}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9048 - Sick Leave) 1.3 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor																											


tc={F08CC1AA-66C3-42E4-A8A1-A3D0540C352B}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9048 - Sick Leave) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor			


tc={07CB7488-6FF0-4E97-9F0F-E979D4BC57D3}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 6.7 hours						


tc={4CB5FB5E-F892-4CF2-9157-410C91BBDDB2}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor																											


tc={2AD0594C-4C67-49B6-BF1B-AB41A47902D5}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9003- Vacation Leave) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor			


tc={C83A5BF5-3C5F-47B2-9097-02BB4F118EB5}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours
Reply:
    Ties to HRMS and Reported Absence. No leave submitted in Feb																																																																					


tc={31B4F629-3A27-47E7-991B-F79ACDA20055}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9003 - Vacation Leave) 6.7 hours			


tc={9564753C-AFD6-43C5-BD2A-49CEC474BD0F}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours
Reply:
    Ties to HRMS and Reported Absence			


tc={035A4344-AF51-4A06-996C-D99721227850}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours
Reply:
    Ties to HRMS and Reported Absence			


tc={47AA5161-E6B7-49FF-BA3C-82B1C37D7E8C}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours
Reply:
    Ties to HRMS and Reported Absence									


tc={C080B419-4AB9-4461-A4CE-FF20EE06A179}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours
Reply:
    Ties to HRMS and Reported Absence			


tc={D57FA959-F8BC-4981-B476-FDB15A8C5D2B}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours
Reply:
    Ties to HRMS and Reported Absence																																																


tc={2312E8A7-473F-49C5-B212-EEC37AF36147}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 1.3 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor			


tc={8A10B0D3-AFB2-4665-8A24-ACCDE8D8FA70}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor			


tc={50CA46E6-FAFE-45CF-BEFE-2714DD3BCBD3}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Note says he was late on 1/31/22 and 2/11/22 for a total of 8.3 hours.  It says he worked from 1300 - 1500 on 01/31/22 so I reflecting 6.0 hours on 1/31 and applying the other 2.3 hours to 2/11/22
Reply:
    Entered in HRMS (9033 - LWOP) 2.3 hours
Reply:
    Ties to HRMS and Reported Absence																																													


tc={B36E082D-61AE-4207-B9C6-BFE6497EBE36}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor			


tc={DEF28192-2B7C-49F1-B4A6-699B0B177CE4}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor			


tc={7376FFB3-37DD-4211-9156-86090D1F76B2}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9033 - LWOP) 8 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor									


tc={16762C71-0414-462B-8C09-1DD40324A493}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Note says he was late on 1/31/22 and 2/11/22 for a total of 8.3 hours.  It says he worked from 1300 - 1500 on 01/31/22 so I reflecting 6.0 hours on 1/31 and applying the other 2.3 hours to 2/11/22
Reply:
    Entered in HRMS (9033- LWOP) 6 hours
Reply:
    Ties to HRMS and Reported Absence from Supervisor			


tc={A7F6F7E6-C243-417C-BF95-31AAEB475912}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    on approved timecard and submitted in HRMS
Reply:
    4/11-4/12 Ties to Timecard and HRMS			


tc={513BE03A-5FD2-457F-B3EF-EE4A2C462291}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    on approved timecard and submitted in HRMS			


tc={560B921D-79C4-4DAF-B44D-C1D85D96137A}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    5/2-5/3 and 5/5 and 5/6 ties to Timecard and HRMS																																																						


tc={70930505-1CD3-484C-969C-597B36314E01}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    There is no leave indicated for this date on the "InWork" timecard.  Timecard has not been submitted for approval.  Leave has been submitted in HRMS
Reply:
    Ties to HRMS			


tc={87D84CB6-27E6-4E32-B41E-1D4A95706902}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    There is no leave indicated for this date on the "InWork" timecard.  Timecard has not been submitted for approval.  Leave was submitted in HRMS
Reply:
    Ties to HRMS			


tc={CAE9A87D-CB58-403A-9DF4-D69F0A522B49}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Ties to Timecard and HRMS																																				


tc={7BECECCB-9F61-44C2-AB69-37610A2239A0}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    There is no leave indicated for this date on the "InWork" timecard.  Timecard has not been submitted for approval.  Leave has been submitted in HRMS
Reply:
    Entered in HRMS (9033 - LWOP) 8 hours
Reply:
    Ties to HRMS			


tc={85AE3AF7-0ED3-418A-A51C-9992AAFFFB2F}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    There is no leave indicated for this date on the "InWork" timecard.  Timecard has not been submitted for approval
Reply:
    Entered in HRMS (9033 - LWOP) 8 hours
Reply:
    Date not indicated as absent. Question.			


tc={CCF70ACC-EB97-4C6E-B10C-25201AB70490}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9048 - Sick Leave) 6.8 hours			


tc={67E153B6-C222-401F-A1B3-A3665AA91814}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    5/16-5/20 ties to leave submitted and approved in HRMS. Exceeds available balance. Not on timecard.									


tc={C2DB21E5-F67A-44DD-8E50-773C938843E6}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Entered in HRMS (9048 - sick leave) 1.2 hours			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			23.00000			23.00000			23.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000			15.00000


						Vacation			15.00019																																																14.66667																		(8.00000)			(8.00000)												(8.00000)									(0.50000)


												15.00019			15.00019			15.00019			15.00019			15.00019			15.00019			15.00019			15.00019			15.00019			15.00019			15.00019			15.00019			15.00019			15.00019			15.00019			29.66686			29.66686			29.66686			29.66686			29.66686			29.66686			21.66686			13.66686			13.66686			13.66686			13.66686			5.66686			5.66686			5.66686			5.16686			5.16686			5.16686


						Pers Hol			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						Comp 			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						Pers Lv			0.00000


												0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000			0.00000


						LWOP																																																																																																			0.00000			Y


This was a holiday so the timecard indicated leave on this day no accrued leave would be used





In HRMS and in the approved Timecard in TCS.





Tied to Timecard (Working Notes Tab #2 at B.1.6) and HRMS (Attachment #22 at B.1.4)





Hand written note from Dr. Rainey indicates that Donicio was late however, no leave was submitted for this date and Dr. Rainey approved the Timecard in TCS with no leave noted for 01/14/2021.  Additionally, no one is able to provide me times.  Therefore, I have not refelcted any leave on this date.





Per Ghazal, Zainab - No leave will be charge on this date.





Tied to Timecard and HRMS. Not included in misappropriation amount.





This was a holiday so the timecard indicated leave on this day no accrued leave would be used





Tied to Timecard





January 19 - 21 are on the approved timecard and have all been submitted in HRMS.





Jan 19-21 tied to timecard and HRMS





January 19 - 21 are on the approved timecard and have all been submitted in HRMS.





January 19 - 21 are on the approved timecard and have all been submitted in HRMS.





Approved Timecard reflects 8.0 of leave on this date however, nothing has been submitted in HRMS





Charge to match approve TCS Timecard





Entered in HRMS (9003 - Vacation Leave) 0.9 hours





Tied to timecard and HRMS.





Approved Timecard reflect 8.0 hours of leave but nothing in HRMS





Charge to match approve TCS Timecard





Jan 25-28 Tied to Timecard and HRMS





Approved Timecard reflect 8.0 hours of leave but nothing in HRMS





Charge to match approve TCS Timecard





Approved Timecard reflect 8.0 hours of leave but nothing in HRMS





Charge to match approve TCS TimecardCharge to match approve TCS Timecard





Approved Timecard reflect 8.0 hours of leave but nothing in HRMS





Charge to match approve TCS Timecard





Entered in HRMS (9033 - LWOP) 7.1 hours





Entered in HRMS (9033 - LWOP) 8 hours





Entered in HRMS (9033 - LWOP) 8 hours





Entered in HRMS (9033 - LWOP) 8 hours





Entered in HRMS (9033 - LWOP) 8 hours





This day of leave was on the approved timecard and is in HRMS





Ties to timecard and HRMS.





1.0 of leave reflected on timecard is in HRMS as Inclement Weather.





Ties to Timecard and HRMS





Approved Timecard reflects 8.0 of leave taken but it is not in HRMS. also accrued 8.0 hours.





Presidents Day Holiday - No leave needed. Accrued 8 hours of sick leave.





Ties to Timecard and HRMS





This date is on the hand written note as late.  However, Dr. Rainey Approved a timecard that indicated no leave was used on this date and no lave has been submitted in HRMS





Per Ghazal, Zainab - No leave will be charge on this date.





Ties to Timecard and HRMS





1.5 hours of leave on approved timecard, but nothing was ever submitted in HRMS





Entered in HRMS (9048 - Sick leave) 1.5 hours





Ties to Timecard and HRMS





late per hand written note





Per Ghazal, Zainab - No leave will be charge on this date.





Ties to Timecard and HRMS





this date was on the hand written note, and was on the approved timecard, and was submitted in HRMS





Ties to Timecard and HRMS





6.0 hours of leave is on approved TCS TC and entered in HRMS.  The 8.0 hours accrual was also earned on this day.





Tied to Time card and HRMS at Attachment #9





8.0 of leave is indicated on the "InWork" timecard and has been entered in HRMS





8.0 of leave is indicated on the "InWork" timecard and has been entered in HRMS





3/16 and 3/17 Ties to Timecard and HRMS. Timecard never submitted.





8.0 of leave is indicated on the "InWork" timecard and has been entered in HRMS





Entered in HRMS not yet indicated on the "InWork" TC.





Ties to Unsubmitted Timecard and HRMS.





In HRMS





Ties to HRMS





In HRMS





Ties to HRMS





Ties to HRMS





In HRMS





7/21-7/23 Ties to HRMS





In HRMS





In HRMS





In HRMS





Ties to HRMS





8.0 hours in HRMS, also accrued 14.66667 on this day





Ties to HRMS





In HRMS





Ties to HRMS





In HRMS





Ties to HRMS





In HRMS





Ties to HRMS





In HRMS





Ties to HRMS





TCS not Started, Not in HRMS





Entered in HRMS (9048 - Sick leave) 5 hours





Ties to HRMS. Reportedly was absent from work per Supervisor Wayne Crowell, see attachment #8. Per interview, "I based the list of dates of his absences on the days he did not pick up his tools".





TCS not Started, Not in HRMS





Entered in HRMS (9048 -Sick Leave) 8 hours





Ties to HRMS and Reported Absence from Supervisor





TCS not Started, Not in HRMS





Entered in HRMS (9048 -Sick Leave) 8 hours





Ties to HRMS and Reported Absence from Supervisor





TCS not Started, Not in HRMS





Entered in HRMS (9048 -Sick Leave) 8 hours





Ties to HRMS and Reported Absence from Supervisor





TCS not Started, Not in HRMS





Entered in HRMS (9003 - Vacation Leave) 8 hours





Ties to HRMS and Reported Absence from Supervisor





Entered in HRMS (9048 - Sick Leave) 8 hours





Ties to HRMS and Reported Absence from Supervisor





Entered in HRMS (9003 -Vacation Leave) 8 hours





Ties to HRMS and Reported Absence from Supervisor. Did not submit leave slips in December





Ties to HRMS and Reported Absence from Supervisor





Entered in HRMS (9003 -Vacation Leave) 8 hours





Ties to HRMS and Reported Absence from Supervisor





Entered in HRMS (9003 -Vacation Leave) 8 hours





Ties to HRMS and Reported Absence from Supervisor





Entered in HRMS (9003 -Vacation Leave) 8 hours





Ties to HRMS and Reported Absence from Supervisor





Entered in HRMS (9048 - Sick Leave) 8 hours





Ties to HRMS and Reported Absence from Supervisor





Entered in HRMS (9003- Vacation Leave) 8 hours





Ties to HRMS and Reported Absence from Supervisor. No leave submitted in HRMS in January





Entered in HRMS (9003- Vacation Leave) 8 hours





Ties to HRMS and Reported Absence from Supervisor





Entered in HRMS (9003- Vacation Leave) 8 hours





Ties to HRMS and Reported Absence from Supervisor





Entered in HRMS (9003- Vacation Leave) 8 hours





Ties to HRMS and Reported Absence from Supervisor





Entered in HRMS (9048 - Sick Leave) 1.3 hours





Ties to HRMS and Reported Absence from Supervisor





Entered in HRMS (9003- Vacation Leave) 8 hours





Ties to HRMS and Reported Absence from Supervisor





Entered in HRMS (9003 - Vacation Leave) 6.7 hours





Entered in HRMS (9033 - LWOP) 6.7 hours





Entered in HRMS (9033 - LWOP) 8 hours





Ties to HRMS and Reported Absence from Supervisor





Entered in HRMS (9033 - LWOP) 1.3 hours





Ties to HRMS and Reported Absence from Supervisor





Entered in HRMS (9033 - LWOP) 8 hours





Ties to HRMS and Reported Absence from Supervisor





Entered in HRMS (9033 - LWOP) 8 hours





Ties to HRMS and Reported Absence from Supervisor





Entered in HRMS (9033 - LWOP) 8 hours





Ties to HRMS and Reported Absence from Supervisor





Entered in HRMS (9033 - LWOP) 8 hours





Ties to HRMS and Reported Absence from Supervisor





Note says he was late on 1/31/22 and 2/11/22 for a total of 8.3 hours.  It says he worked from 1300 - 1500 on 01/31/22 so I reflecting 6.0 hours on 1/31 and applying the other 2.3 hours to 2/11/22





Entered in HRMS (9033- LWOP) 6 hours





Ties to HRMS and Reported Absence from Supervisor





Entered in HRMS (9033 - LWOP) 8 hours





Ties to HRMS and Reported Absence. No leave submitted in Feb





Entered in HRMS (9033 - LWOP) 8 hours





Ties to HRMS and Reported Absence





Entered in HRMS (9033 - LWOP) 8 hours





Ties to HRMS and Reported Absence





Entered in HRMS (9033 - LWOP) 8 hours





Ties to HRMS and Reported Absence





Entered in HRMS (9033 - LWOP) 8 hours





Ties to HRMS and Reported Absence





Entered in HRMS (9033 - LWOP) 8 hours





Ties to HRMS and Reported Absence





Note says he was late on 1/31/22 and 2/11/22 for a total of 8.3 hours.  It says he worked from 1300 - 1500 on 01/31/22 so I reflecting 6.0 hours on 1/31 and applying the other 2.3 hours to 2/11/22





Entered in HRMS (9033 - LWOP) 2.3 hours





Ties to HRMS and Reported Absence





on approved timecard and submitted in HRMS





4/11-4/12 Ties to Timecard and HRMS





on approved timecard and submitted in HRMS





There is no leave indicated for this date on the "InWork" timecard.  Timecard has not been submitted for approval.  Leave has been submitted in HRMS





Ties to HRMS





There is no leave indicated for this date on the "InWork" timecard.  Timecard has not been submitted for approval.  Leave was submitted in HRMS





Ties to HRMS





There is no leave indicated for this date on the "InWork" timecard.  Timecard has not been submitted for approval.  Leave has been submitted in HRMS





Entered in HRMS (9033 - LWOP) 8 hours





Ties to HRMS





There is no leave indicated for this date on the "InWork" timecard.  Timecard has not been submitted for approval





Entered in HRMS (9033 - LWOP) 8 hours





Date not indicated as absent. Question.





There is no leave indicated for this date on the "InWork" timecard.  Timecard has not been submitted for approval.  Leave have been submitted in HRMS





Entered in HRMS (9033 - LWOP) 8 hours





Ties to HRMS





This date is indicated on the "InWork"  Timecard.  Timecard has not been submitted for approval.  Leave has been submitted in HRMS





Entered in HRMS (9033 - LWOP) 8 hours





Ties to HRMS





Could not substantiate leave taken on 4/22 based on attachments provided in report. There was no time card submitted, no leave submitted in HRMS, and no indication from supervisors that he was absent this day.





DOC agrees this day was included in error.





Entered in HRMS (9048 - Sick Leave) 6.8 hours





Entered in HRMS (9048 - sick leave) 1.2 hours





5/2-5/3 and 5/5 and 5/6 ties to Timecard and HRMS





Ties to Timecard and HRMS





5/16-5/20 ties to leave submitted and approved in HRMS. Exceeds available balance. Not on timecard.





Entered in HRMS (9006 - Vc Lv in lieu of sick) 6.8 hours





Entered in HRMS (9033 - LWOP) 6.8 hours





Entered in HRMS (9033 -LWOP) 8 hours





Entered in HRMS (9033 -LWOP) 8 hours





5/23- 5/24 Ties to HRMS





Entered in HRMS (9033 -LWOP) 8 hours





Originally entered and submitted through MyPortal (9006 - vc Lv in lieu of sick) 6 hours. Re-entering in HRMS to match entry.





Originally approved in HRMS, then rejected.





Entered in HRMS (9033 -LWOP) 0.5 hours





Ties to HRMS





Entered in HRMS (9033 -LWOP) 8 hours





Ties to HRMS





Ties to HRMS





Ties to HRMS





Entered in HRMS (9033 - LWOP) 1 hour





Ties to HRMS





Entered in HRMS (9033 - LWOP) 8 hours





Ties to HRMS





Entered in HRMS (9033 - LWOP) 8 hours





Ties to HRMS





Entered in HRMS (9033 - LWOP) 2 hours





Ties to HRMS





Entered in HRMS (9033 - LWOP) 3.5 hours





Ties to HRMS





Ties to HRMS





Ties to HRMS





Entered in HRMS (9048 - Sick leave) 3.6 hours





7/20 - 7/21 ties to HRMS





Entered in HRMS (9033 - LWOP) 0.9 hours





Ties to HRMS (submitted leave for 4.5 hrs)





Entered in HRMS (9048 - sick leave) 2.3 hours






August leave Tied to HRMS report on tab "Before HRMS Absences" at B.1.5





Entered in HRMS (9048 - sick leave) 5.7 hours





Entered in HRMS (9006 - Vac Lv in lieu of sick) 5.7 hours





Entered in HRMS (9006 - vac lv in lieu of sick) 6.7 hours





Entered in HRMS (9033 - LWOP) 2.3 hours





Entered in HRMS (9033 - LWOP) 8 hours





Entered in HRMS (9033 - LWOP) 8 hours





Entered in HRMS (9033 - LWOP) 0.5 hours





Entered in HRMS (9033 - LWOP) 4 hours





Entered in HRMS (9033 - LWOP) 4 hours





Entered in HRMS (9033 - LWOP) 1.3 hours





Entered in HRMS (9033 - LWOP) 8 hours





Entered in HRMS (9033 - LWOP) 8 hours





Entered in HRMS (9033 - LWOP) 8 hours





Holiday OFF - no leave necessary. Eligible for holiday (Teamsters)





Entered in HRMS (9033 - LWOP) 8 hours





September leave Tied to HRMS report on tab "Before HRMS Absences" at B.1.5





Entered in HRMS (9033 - LWOP) 8 hours





Entered in HRMS (9033 - LWOP) 8 hours





09/06/2022 was originally entered as 9009 but had to be changed to LWOP.  The other 16.0 hours of LWOP was reported timely.





October leave Tied to HRMS report on tab "Before HRMS Absences" at B.1.5





November leave Tied to HRMS report on tab "Before HRMS Absences" at B.1.5





Julia forget to up date this from 1.0 Lwop to 8.0 LWOP.  1.0 was originally reported timely so 7.0 is overpaid.





December leave Tied to HRMS report on tab "Before HRMS Absences" at B.1.5











SUMMARY


			Allegation #1:


			Per page 5 of Final Investigation Report at B.1.4








																																										Auditor Note - Response to Allegation #1 - Stated Investigation Period:


																																										Marichalar was absent these shifts, per his supervisor. However, some of these shifts were reported on an approved timecard 


																																										and the subject did submit leave appropriately in HRMS (i.e. 11/5/21).





																																										Also, the total dollar amount quoted, $8,987.52 is for the total time Payroll had to convert to LWOP, either due to Marichalar's failure to submit a leave slip on a day he was confirmed as absent, or because he submitted leave above what was in his leave balance.
This total is for the time period of January 2021 through December 2022 (see Tab #1). The investigation period, however, noted on the final report, is October 2021 through February 15, 2022.

For the stated investigation period, October 2021 through February 2022, there was a total of:


																																										LWOP (hours Marichalar was paid for leave he was not entitled to):																					104.3


																																										Total overpayment amount for stated investigation period:																					$   3,736.21





																																										Per Jean Hardcastle and Michelle Walker on 3/23/23, this stated timeframe was the initial timeframe, but during the investigation it was expanded to the timeframe mentioned below.











																																										Auditor Note - Response to Allegation #1 -  Full timeframe and Final Recalculation of hours absent and overpayment:


																																										For the period of January 2021 through December 2022, we found the following:


																																										Per client:


																																										LWOP (hours Marichalar was paid for leave he was not entitled to):																					311.2


																																										Total overpayment amount for Jan 2021-Dec 2022																					$   8,987.52


																																										Recalculated and Substantiated Amounts:


																																										LWOP (hours Marichalar was paid for leave he was not entitled to):																					303.2


																																										Total overpayment amount for Jan 2021-Dec 2022																					$   8,801.26





																																																												Difference:			$   186.26			Overpayment Amount


																																																															8			LWOP hours (could not substantiate absent on 4/22/22). We confirmed with Jean Hardcastle, APO, on 3/30/23 that this day was included in error. DOC agrees with our recalculation.








																																							Absences for which leave was not submitted (either full or partial days) we were able to substantiate from DOC investigation report:


																																							Per Client


tc={1F61FD58-AF62-4DFB-9AF5-D30C2CAB326E}: [Threaded comment]

Your version of Excel allows you to read this threaded comment; however, any edits to it will get removed if the file is opened in a newer version of Excel. Learn more: https://go.microsoft.com/fwlink/?linkid=870924

Comment:
    Page 5 of Investigation Report						Per Auditor


																																							11/5/21						11/5/21						Note: These dates are verified to the investigation report from DOC. These do not include dates of absences from 


																																							11/15/21						11/15/21						the larger period of investigation (Jan 1 2021 through Dec 31 2022 as shown on tab "Final 00776382_Marichalar_TAB#1"


																																							11/17/21						11/17/21						The following is from the overpayment letter sent by DOC to the subject as part of his overpayment notice 


																																							11/24/21						11/24/21						(see full letter here: [                           ]) We tied these pay period dates that included overpayments, the LWOP hours and the gross overpayment amounts to TAB #1 and cells U25 and U26 of this tab.


																																							11/30/21						11/30/21


																																							12/2/21						12/2/21


																																							12/3/21						12/3/21


																																							12/9/21						12/9/21


																																							12/14/21						12/14/21


																																							12/20/21						12/20/21


																																							12/23/21						12/23/21


																																							1/3/22						1/3/22


																																							1/5/22						1/5/22


																																							1/6/22						1/6/22


																																							1/7/22						1/7/22


																																							1/10/22						1/10/22


																																							1/12/22						1/12/22


																																							1/19/22						1/19/22


																																							1/21/22						1/21/22


																																							1/24/22						1/24/22


																																							1/25/22						1/25/22


																																							1/26/22						1/26/22


																																							1/27/22						1/27/22


																																							1/28/22						1/28/22


																																							1/31/22						1/31/22


																																	Late these two days for combined total of 8.3 hours absent						2/1/22						2/1/22


																																							2/2/22						2/2/22


																																							2/3/22						2/3/22


																																							2/4/22						2/4/22


																																							2/7/22						2/7/22


																																							2/11/22						2/8/22			Included in source documentation, leave log on Tab #1 and supervisor's reported absence (attachment #8) but not included on investigation report as date absent w/o leave submitted.


																																													2/11/22


																																							31						32			We agree with the dates of absences that are tied to supporting records and DOC is using in their leave log and calculation of overpayment. The difference in dates


																																																is found only in the narrative of the investigation report. We will rely on the source data and the leave log on Tab #1.


			Allegation #2:











																																										Auditor Note - Response to Allegation #2





																																										We confirmed these dates listed in the investigation report are correct based on review of timecard screen shots on TAB #2 - Working Notes.








																																																																																																																																	7,169.31


																																																																																																																														296.2
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Working Notes_TAB#2


																																													Dr. Rainey approved a Timecard which declares Donicio work 8.0. hours on 01/14/2021


			Approved TCS Timecards:


			01/01/20201 - 01/15/2021


			01/16/2021 - 01/31/2021


			02/01/2021 - 02/15/2021; 


			02/16/2021 - 02/28/2021


			03/01/2021 - 03/15/2021


			03/16/2021 - 03/31/2021 Donicio has not yet submitted this Timecard for approval.  However, it currently reflects leave on 03/16 & 03/17


																																				No Change as of 11/02/2022


			Mr. Marichalar has not even started a timecard between the dates of 04/01/2021 and 03/15/2022


																																							As of 11/02/2022; From 04/01/2021 - 03/15/2022, the only change is that 02/16/2022 - 02/28/2022 and 03/01/2022 - 03/15/2022 are now in "In-Work" status








Dates in Question_TAB#3


			Date			Hrs			Where from						TCS			HRMS


			01/05/21			8.0			CIS - Hand written note from Dr. Rainey						Yes | TC Approved			yes


			01/14/21						Late - Hand written note from Dr. Rainey			Payroll needs to know the exact amount			No | TC Approved			No


			01/20/21			8.0			CIS - Hand written note from Dr. Rainey						Yes | TC Approved			yes


			01/21/21			8.0			CIS - Hand written note from Dr. Rainey						Yes | TC Approved			yes


			02/10/21			8.0			Late - Hand written note from Dr. Rainey			8.0 hours was entered in TCS by Donicio			Yes | TC Approved			yes


			02/12/21			1.0			Late - Hand written note from Dr. Rainey			Payroll needs to know the exact amount; 1.0 hour is entered in TCS; incliment weather			Yes | TC Approved			yes


			02/17/21						Late - Hand written note from Dr. Rainey			Payroll needs to know the exact amount			No | TC Approved			No


			02/19/21			1.5			Late - Hand written note from Dr. Rainey			Entered in HRMS (1.5 hours of Sick Leave)			Yes | TC Approved			yes


			02/22/21						Late - Hand written note from Dr. Rainey			Payroll needs to know the exact amount			No | TC Approved			No


			02/26/21			8.0			CIS - Hand written note from Dr. Rainey						Yes | TC Approved			yes


			11/05/21			8.0			List of dates emailed to me from HR			Entered in HRMS (8 hours of Sick Leave)			No | TC Not Started			yes


			11/15/21			8.0			List of dates emailed to me from HR			Entered in HRMS (8 hours of Sick Leave)			No | TC Not Started			yes


			11/17/21			8.0			List of dates emailed to me from HR			Entered in HRMS (8 hours of Sick Leave)			No | TC Not Started			yes


			11/24/21			8.0			List of dates emailed to me from HR			Entered in HRMS (8 hours of Sick Leave)			No | TC Not Started			yes


			11/30/21			8.0			List of dates emailed to me from HR			Entered in HRMS (8 hours of Vacation Leave)			No | TC Not Started			yes


			12/02/21			8.0			List of dates emailed to me from HR			Entered in HRMS (8 hours of Vacation Leave)			No | TC Not Started			yes


			12/03/21			8.0			List of dates emailed to me from HR			Entered in HRMS (8 hours of Vacation Leave)			No | TC Not Started			yes


			12/09/21			8.0			List of dates emailed to me from HR			Entered in HRMS (8 hours of Vacation Leave)			No | TC Not Started			yes


			12/14/21			8.0			List of dates emailed to me from HR			Entered in HRMS (8 hours of Vacation Leave)			No | TC Not Started			yes


			12/20/21			8.0			List of dates emailed to me from HR			Entered in HRMS (8 hours of Sick Leave)			No | TC Not Started			yes


			12/23/21			8.0			List of dates emailed to me from HR			Entered in HRMS (8 hours of Vacation Leave)			No | TC Not Started			yes


			01/03/22			8.0			List of dates emailed to me from HR			Entered in HRMS (8 hours of Vacation Leave)			No | TC Not Started			yes


			01/05/22			8.0			List of dates emailed to me from HR			Entered in HRMS (8 hours of Vacation Leave)			No | TC Not Started			yes


			01/06/22			8.0			List of dates emailed to me from HR			Entered in HRMS (8 hours of Vacation Leave)			No | TC Not Started			yes


			01/07/22			8.0			List of dates emailed to me from HR			Entered in HRMS (8 hours of Vacation Leave)			No | TC Not Started			yes


			01/10/22			8.0			List of dates emailed to me from HR			Entered in HRMS (1.3 hours of Vacation Leave and 6.7 hours of LWOP)			No | TC Not Started			yes


			01/12/22			8.0			List of dates emailed to me from HR			Entered in HRMS (8 hours of LWOP)			No | TC Not Started			yes


			01/19/22			8.0			List of dates emailed to me from HR			Entered in HRMS (8 hours of Sick Leave)			No | TC Not Started			yes


			01/21/22			8.0			List of dates emailed to me from HR			Entered in HRMS (8 hours of Vacation Leave)			No | TC Not Started			yes


			01/24/22			8.0			List of dates emailed to me from HR			Entered in HRMS (1.3 hours of LWOP and 6.7 hours of Vacation Leave)			No | TC Not Started			yes


			01/25/22			8.0			List of dates emailed to me from HR			Entered in HRMS (8 hours of LWOP)			No | TC Not Started			yes


			01/26/22			8.0			List of dates emailed to me from HR			Entered in HRMS (8 hours of LWOP)			No | TC Not Started			yes


			01/27/22			8.0			List of dates emailed to me from HR			Entered in HRMS (8 hours of LWOP)			No | TC Not Started			yes


			01/28/22			8.0			List of dates emailed to me from HR			Entered in HRMS (8 hours of LWOP)			No | TC Not Started			yes


			01/31/22			6.0			List of dates emailed to me from HR; 01/31/22 & 2/11/2022 total 8.3 hours.			Note says "was here from 1300 until around 1500" so I am charging 6.0 hours (Entered in HRMS 6 hours of LWOP)			No | TC Not Started			yes


			02/01/22			8.0			List of dates emailed to me from HR			Entered in HRMS (8 hours of LWOP)			No | TC Not Started			yes


			02/02/22			8.0			List of dates emailed to me from HR			Entered in HRMS (8 hours of LWOP)			No | TC Not Started			yes


			02/03/22			8.0			List of dates emailed to me from HR			Entered in HRMS (8 hours of LWOP)			No | TC Not Started			yes


			02/04/22			8.0			List of dates emailed to me from HR			Entered in HRMS (8 hours of LWOP)			No | TC Not Started			yes


			02/07/22			8.0			List of dates emailed to me from HR			Entered in HRMS (8 hours of LWOP)			No | TC Not Started			yes


			02/08/22			8.0			List of dates emailed to me from HR			Entered in HRMS (8 hours of LWOP)			No | TC Not Started			yes


			02/11/22			2.3			List of dates emailed to me from HR; 01/31/22 & 2/11/2022 total 8.3 hours.			Note say "showed up around 0930" and that between 1/31 and 2/11 he used a total of 8.3 hours, 6.0 of those are on 1/31 (entered in HRMS 2.3 hours of LWOP)			No | TC Not Started			yes














































































































image1.png


Personnel No. 776382

PersArea
PSubarea

3124 Health Services
00T2 Institutions

Choose 01/01/2020

W
3231
3231
3231
3231
3231
3231
3231
3231
3231
3231
3231
3231

Wage type long text
Gross Offset/Ovrpmt
Gross Offset/Ovrpmt
Gross Offset/Ovrpmt
Gross Offset/Ovrpmt
Gross Offset/Ovrpmt
Gross Offset/Ovrpmt
Gross Offset/Ovrpmt
Gross Offset/Ovrpmt
Gross Offset/Ovrpmt
Gross Offset/Ovrpmt
Gross Offset/Ovrpmt
Gross Offset/Ovrpmt

Name

EESubgroup

MARICHALAR DONICIO JOSEPH

EEGroup [0] Permanent
06| M-OT Elig>40hrs/wk

to 12/31/2022

Date
11/15/2022
09/15/2022
08/31/2022
08/15/2022
07/15/2022
06/15/2022
05/31/2022
04/30/2022
02/15/2022
01/31/2022
01/15/2022
01/31/2021

‘0 Amount

sTy. [3231

Croy
17337 USD
198.14 USD
574.40 USD
663.76 USD

2229 USD
476.21 USD
878.86 USD
745.00 USD

1,776.79 USD

1,388.23 USD
571.19 USD

1,519.28 USD

Status  Active

I Number

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

Unit text [T









image2.png


WSSt








image3.png


Investigators note allegation 1:

Between October 2021 - February 15, 2022, CMHC2 Marichalar was
absent 30, eight hour shifts for a total of 240 hours.

« The dates for those shifts are as follows; 11/5/21, 11/15/21,
11/17/21, 11/24/21, 11/30/21, 12/02/21, 12/03/21, 12/09/21,
12/14/21, 12/120/21, 12/23/21, 1/3/22, 1/5/22, 1/6/22, 1/7/22,
1/10/22, 1112/22, 1119122, 1121122, 1/124/22, 1/25/22, 1/26/22,
1127122, 1IZPIZZ, 211122, 212122, 2/3/22, 2/4/22, and 2/7/22. He
was also late for work on 1/31/22 and 2/11/22 for a total of 8.3
hours. Bolded dates are confirmed mapped out dates.
(Attachment 8 & 21)

The dollar amount of missed days is $8,987.52.
(Attachment 13) No leave slips were submitted for the time missed as

Page 5 of 8 DOC 490.860, DOC 850.010

outlined above. (Attachment 9) Per CMHC2 Marichalar letter assigning
him to the mailroom dated March 26, 2021, any scheduled or
unscheduled leave was to be authorized by Dr. Rainey-Gibson. The
Mailroom Sgt. was also to be notified of any leave. (Attachment 3)
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Investigators note allegation 2:

CMHC2 Marichalar could provide no justification for failing to submit

timecards for the following pay periods.

3/16/2021- No timecard subi on
4/1/2021 - No timecard submission
4/16/2021 - No timecard submission
5/1/2021 - No timecard sub
5/16/2021 — No timecard submission

Page 6 of 8

DOC 490.860, DOC 850.010

6/1/2021 - No timecard submi
6/16/2021 — No timecard submission
7/1/2021 - No timecard submi
7/16/2021 — No timecard submission
8/1/2021 - No timecard submission

8/16/2021 — No timecard submission

9/16/2021 - No timecard submission
10/1/2021 - No timecard submission

12/1/2021 - No timecard submission
12/16/2021 - No timecard submission

2/16/2022 - No timecard submission
3/1/2022 - No timecard sub
4/16/2022 - No timecard submission
5/1/2022 - No timecard submission
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Overpayment Details

Payperoaaces | LWOF | Gros

11/0122 1111522 70[ 8 173.37
09/01/22 09/15/22 80| § 198.14
08/16/22 08/31/22 253] 8 574.40
08/01/22 08/15/22 268 $ 663.76
07/01/22 07/15/22 09§ 2229
06/01/22 06/15/22 05[] 8 476.21
05/16/22 05/31/22 453§ 878.86
04/16/22 04/30/22 240] 8 558.75
02/01/22 02/15/22 03] 8 1,776.79
01/16/22 01/31/22 393] 8 1,388.23
01/01/22 01/15/22 1475 57119
01/16/21 01/31/21 391] 8 1,519.28

Total Gross Overpayment S 830127
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Between October of 2021 and February 15, 2022, CMCH
2 Marichalar was absent 30, eight hour shifts for a total of
240 hours. The dates for those shifts are as follows;
11/5/21, 11/15/21, 11/17/21, 11/24/21, 11/30/21, 12/02/21,
12/03/21, 12/09/21, 12/14/21, 12/20/21, 12/23/21, 1/3/22,
116122, 1/6/22, 1/7/122, 1/10/22, 1/12/22, 1/19/22, 1/21/22,
1124122, 1/125/22, 1/26/22, 1/27/22, 1/28/22, 2/1/22, 2/2/22,
2/3/22, 2/4/22, and 2/7/22. He was also late for work twice
on 1/31/22 and 2/11/22 for a total of 8.3 hours.
Attachment 8.
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Supervisor | Employee | Personnel | PayPeriod | [ime | | Action
Name Name | Number | StartDate | fd Date.
e e, | bonerdlen | 776352 oqjo2021 |85 4 o 04/01/2021
e e, | bonerdlen | 776352 oae2021 |85 o 04/16/2021
e e, | bonerdlen | 776352 osio2021 |85 4 |0 05/01/2021
e e, | bonerdlen | 776352 os/e2021 |85 |0 05/16/2021
e e, | bonerdlen | 776352 osio2021 |85 4 |0 06/01/2021
e e, | bonerdlen | 776352 os/e2021 |85 |0 06/16/2021
e e, | bonerdlen | 776352 o202 |85 |0 07/01/2021
e e, | bonerdlen | 776352 ore2021 |85 |0 07/16/2021
e e, | bonerdlen | 776352 o202 |85, 4 |0 08/01/2021
e e, | bonerdlen | 776352 os/e2021 |85 |0 08/16/2021
e e, | bonerdlen | 776352 osjo2021 |85 4 |0 09/01/2021
e e, | bonerdlen | 776352 oore2021 |85 o 09/16/2021
e e, | bonerdlen | 776352 wov2021 |55, o 10/01/2021
e e, | bonerdlen | 776352 1016201 |55 4 o 10/16/2021
e e, | bonerdlen | 776352 ooz |55, o 11/01/2021
e e, | bonerdlen | 776352 ez |55, o 11/16/2021
e e, | bonerdlen | 776352 o0 |55, o 12/01/2021
e e, | bonerdlen | 776352 2re20 |55, o 12/16/2021
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Rainey- Marichalar, | Not
ibson, Eric J. | Donicio 52 ovou/x
12022 | Sen g 01/01/2022
Saner- Marichalar, | Not
ibson, Eric J. | Donicio 52 ovas/
62022 | Senieq 01/16/2022
Saner- Marichalar, | Not
ibson, Eric J. | Donicio 52 oz/0u/x
12022 | Sen g 02/01/2022
Saner- Marichalar, | Not
ibson, Eric J. | Donicio 52 o218/
62022 | Senieq 02/16/2022
Saner- Marichalar, | Not
ibson, Eric J. | Donicio 52 03/01/20;
12022 | Sen g 03/01/2022
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‘Show/Hide Time Tenths Chart

OFF ASST 3

Marichalar, Donicio

dmarichalar@DOCLWA.GOV
00776352
HS - wse

Pay Period: 3 v - 3/3y202
Type of Schedule: 5-85: M-F, 8 hpd

Time Card Status: Approved

Union Affiliatio Teamsters

Employee Sub Group: 06 - M-OT Eiig>40hrs/wk

. work.[Rguiar] overtime| aid ave; | unpaa D21 ey

schenete] aurs | Voure” | Holive. | Lome | Tot! Hour
Sunday 3/13/2022
== Snazoze 50
=t Snsyacze 50
Wednesdny | sie022] 50| 50 @
Thursdey [ 372022 80 | 80 50
Friday Ssz0zz] 5o | s 50
Saturday 3/19/2022

w0 [0 o
Sunday 3/20/2022
== Savzeza| 5o | 5 @
=t Siarzcza| 5o | s 50
Wednesdny | si252022] 50 | 50 50
Thursdey [ 3282022 80 | 80 50
Friday Siasracza| 50 | s 50
Saturday 3/26/2022

o [0 o
Sunday 3/27/2022
== Sasya0za| 50 | 50 @
=t Sisra0z2 50 | 50 | 70 00
Wednesdny | 3302022 50 | 50 | o o5
Thursdsy | /332022 80 | s0 | 25 o5
Friday vz [ 50 | s0 50
Saturday 4/2/2022
Weekly Total 40.0 40.0 5.0 45.0
ray reriod Tt seo | 50 w010

Overtime Form Submitted

Employee Comments:

03/29/22 OT approved by Chipala via email.

03/30-03/31/22 OT approved by Abdulwahid via email.

All Time Card information is subject to public disclosure, including the employee and approver comments.
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00776352
HS - wse

wsss
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‘Show/Hide Time Tenths Chart
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Type of Schedule:
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jon Affil

Employee Sub Group:

4/01 v - 4/15/2022
5-85: M-F, 8 hpd
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Employee Comments:
Leave slip submitted for 4/11 8 4/12

Al Time Card information s subject to public disclosure, including the employee and approver comments.
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Overtime Form Submitted

Approver:

Al Time Card information s subject to public disclosure, including the employee and approver comments.
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Al Time Card information s subject to public disclosure, including the employee and approver comments.
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All Time Card information is subject to public disclosure, including the employee and approver comments.
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Marichalar OP Letter_DRAFT_Redacted.pdf

STATE OF WASHINGTON
DEPARTMENT OF CORRECTIONS

EMPLOYEE & BUSINESS SUPPORT SERVICES ADMINISTRATION
BUSINESS SERVICES
P. O. Box 41145 * Olympia, Washington 98504-1145 * Tel (360) 407-5700
Toll Free (800) 724-4149 * FAX (360) 586-6006

Date of Notice: 04/11/2023

Donicio Marichalar

Notice of Overpayment

The overpayment team is committed to providing you with the support you need to make the
best decision possible through a respectful, clear, and transparent process. If you do not
understand the information provided to you or the options available to you, please email the
overpayment unit at docoverpayment@docl.wa.gov.

Dear Donicio,

This is to notify you of an overpayment of wages between the pay periods of January 16, 2021,
and November 15, 2022. The overpayment is due to late reporting of absences for which you had
inadequate accrued paid leave resulting in leave without pay. Furthermore, a portion of the time
frame encompassed is under investigation by the Washington State Auditor’s Office (“Auditor™).
The Auditor has not fully investigated this loss and reserves the right to conduct further
investigation into this matter.

The gross amount of the wage overpayment is: $8,801.27

This wage overpayment amount does not include Auditor’s investigation costs for which you
[Donicio Marichalar] will reimburse the Department of Corrections if further work is performed by

“Working Together for SAFE Communities”







Donicio Marichalar
Page 2 of 3

the Auditor; or such other amount determined by the Auditor to be the total amount of the loss,
plus the full amount of the Auditor’s cost for investigation, if any.

This wage overpayment occurred in prior calendar years and in eleven (11) pay periods. By
agreeing to a voluntary repayment plan the department can refund the amount of Social Security
tax 6.2% and Medicare tax 1.45% resulting in a $673.30 reduction to the total debt due. Because
the department is issuing the refund, you may not claim a credit for these amount from IRS.

Overpayment Details

Pay Period Dates L}‘K{%P 0veer:10yi;en .
11/01/22 11/15/22 7.0 $ 173.37
09/01/22 09/15/22 80| § 198.14
08/16/22 08/31/22 2531 § 574.40
08/01/22 08/15/22 268 | $ 663.76
07/01/22 07/15/22 09] 5% 22.29
06/01/22 06/15/22 225 8 476.21
05/16/22 05/31/22 453 | § 878.86
04/16/22 04/30/22 240 | § 558.75
02/01/22 02/15/22 503 § 1,776.79
01/16/22 01/31/22 3931 § 1,388.23
01/01/22 01/15/22 1471 $ 571.19
01/16/21 01/31/21 391 § 1,519.28

Total Gross Overpayment $ 8,801.27

See Teamster Local 117 Articles 9 and 32.20

You must do one of the following within 21 days after the date you receive this notice:

1. Agree to voluntarily repay the Department of Corrections $8,127.97 (see voluntary repayment
schedule options on next page) or,

2. Contact your union representative to file a grievance.

Failure to do one of the above will result in involuntary repayments over eleven (11) pay periods.







Donicio Marichalar
Page 3 of 3

(Check one box)

Any amount still outstanding upon separation will be deducted from your final pay.

By my signature | acknowledge and understand the statements and facts outlined in this notice
and agree to the voluntary repayment schedule selected above.

00776382 | HS-3106

Signature Date

Return signed agreement to the DOC Overpayment Unit
PO BOX 41145, OLYMPIA WA 98504-1145 | Campus Mail at Mail Stop 41145
Fax to (360) 586-6006 | Email to docoverpayment@doc1.wa.gov

















Public Records Report.pdf

General

Code: S1Corrections64109-FD22
Name: Department of Corrections
Group: Financial Audit

Type: S1-Agency, Commission, or Board
Location: State

Scope: Not Applicable

Team

Lead: Carol Gross

Manager: Scott Bills
Procedures

A.1.PRG - TeamMate Administration

Procedure Step: Audit Set Up

Prepared By:
Reviewed By:

CJG, 3/15/2023
SLB, 7/5/2023

Department of Corrections

Purpose/Conclusion.’








Department of Corrections

Purpose / Conclusion:
Set up TeamMate audit file in accordance with TeamMate Protocol.

Testing Strategy.’

All of the following steps are required in order to properly set up the TM file except for the optional step to set up global tickmarks. If the budget is
less than 100 hours, auditors may skip steps 4-6 (filling out the profile and sending to TC) until the end of the audit.

1. Add the audit team to the project - To do this, go to the Planning tab and select Team. Then select the team from the TeamStore by clicking
the “get” button. For confidential audits only (IT, Medicaid, etc.): Disable guest access.

2. Set Project Manager and Lead - Select the Lead and Manager from the drop down menus in the Team Tab of the Profile. The "Lead" should
be the Auditor-In-Charge of the audit, and the "Manager" should be the Assistant Audit Manager supervising the audit.

3. Fill out initial information in the Profile - The Project Profile captures general information about the audit for the TeamCentral

database. Access the Profile from the Planning tab and populate as many of the required fields in the Profile as possible at this stage of the
audit. A description for each required field can be found in the TeamMate Protocol document.

4. Centralized Projects - Go to http://sacapp/TMDV/ViewProjectErrors.aspx and enter the project code then "Validate" to check your project for
errors.

5. Resolve any TMDV errors - The TeamMate Data Validation (TMDV) application performs a series of edit checks on data in your project to
ensure accuracy and conformity to protocol. If TMDV identifies erorrs for your project, resolve the errors and send to central again (if distributed)
until TMDV displays that there are no records to display.

Exceptions could indicate either errors in the TeamMate profile or issue data or errors in other SAO databases. If you have confirmed that
information in TeamMate is correct, contact the TeamMate Administrative Group to initiate corrections to our other databases.

6. Set up your favorite global tickmarks (optional) - Global tickmarks are available throughout the audit file and do not change from workpaper
to workpaper. You can access the global tickmarks screen from the Planning tab.

7. Initialize Audit — Attempt to sign off on this step, which will trigger a dialog box asking if you would like to initialize the audit. After initialization
of the audit, you may continue to add users or global tickmarks, but cannot delete any.

Guidance/Criteria.’

ADDITIONAL BACKGROUND
Auditors should consider the following background information and resources when performing work on this area.

TeamMate Protocol Document





http://saoapp/TMDV/ViewProjectErrors.aspx


http://saosp/GeneralInfo/TeamMate/Documents/TM_Protocol.docx
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Record of Work Done.’

1. Added the audit team to the project (all audits). As applicable, disabled guest access (confidential audits only).
2. Set the Project Manager and Lead

3. Filled out the audit profile

4. Checked Data Validation System for errors

5. Resolved all TMDV Errors

6. Set up my favorite global tickmarks, if needed

7. Initialized the audit file

A.1.PRG - TeamMate Administration

Procedure Step: Project Review & Finalize
Prepared By: CJG, 7/5/2023

Reviewed By: SLB, 7/5/2023
Purpose/Conclusion.’

Purpose/Conclusion:
To ensure that audit documentation complies with TeamMate Protocol, the audit file is ready for finalization and archiving, and that any files
outside of TeamMate are completed and reviewed.

Testing Strategy .’

Replicas








Department of Corrections

Ensure that all replicas are merged into the master file and discard any replicas that will never be merged.

Review of workpapers

Review workpapers to ensure they are completed and properly signed off. You can use the Procedure Status Viewer (for all procedure steps) or
the Schedule Status Viewer (for procedure summaries and attachments) to see the status of steps and attachments in the audit file. 7he Viewers
can be accessed from the buttons on the Navigation Bar at the bottom of the screen.

Coaching Notes
Verify that all coaching notes have been addressed and cleared. You can use the Coaching Notes Viewer to see the status of all Coaching Notes

in the audit file. The Coaching Note Viewer can be accessed by using the button on the Navigation Bar at the bottom of the screen.

During the finalization process, coaching notes will be deleted. If you want to keep these notes you will need to create a report using the Reports
wizard and save it outside of the TeamMate file.

Hardcopy Files and External Data

Ensure that hardcopy files referenced by the audit are completed and reviewed. Also ensure that any unnecessary documentation or files,
including databases with any confidential or sensitive information, are appropriately disposed. If files or databases are needed for future periods,
ensure these are appropriately secured. See the SAO Administrative Policy on Data Security and Access.

Project Profile
Review and update the Profile information. See the TeamMate Protocol document for definitions and instructions for each required field. 7he

Protocol document can be accessed from your Start Menu [ All Programs | State Auditor’s Office or on the Intranet on the TeamMate page.

Confidential Audits Only
Disable guest user and any other users granted temporary file access.

Issue Review

Ensure issue content is exactly what was presented to the client per the Exit Document, Management Letter, or Finding. There should only be
one issue for each finding, management letter item and exit comment. Additional information or notes about the issue can be documented in the
"notes" tab. Any other documented issues (that were communicated verbally, at pre-exits or were later combined or dropped) should be either
deleted or marked as "verbal recommendations."

Check that all required issue fields are completed and correct. See the TeamMate Protocol document for definitions and instructions for each
required field. 7he Protocol document can be accessed under Audit | TeamMate on the Intranet.

Issue Sign-Off
All issues must be reviewed and signed off by a Supervisor and/or Audit Manager, per Protocol. The finalization process will require all issues to
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have a state of "reviewed."

Audit Status in Tracker
Update the Audit Status of prior audit management letters and findings in Tracker. See the Tracker Quick Reference Guide for details.

Resolve any TMDV errors - The TeamMate Data Validation (TMDV) application performs a series of edit checks on data in your project to ensure
accuracy and conformity to protocol.
e Go to the Status and Milestones tab in the profile and change project status to "Post Fieldwork"
e Go to http://sacapp/TMDV/ViewProjectErrors.aspx and enter the project code then "Validate" to check your project for errors.
e If TMDV identifies errors for your project, resolve the errors and check web site until TMDV displays that there are no records to
display.

Exceptions could indicate either errors in the TeamMate profile or issue data or errors in other SAO databases. If you have confirmed that
information in TeamMate is correct, contact the TeamMate Administrative Group to initiate corrections to our other databases.

Change Project Status
Go to the Status and Milestones tab in the profile and change project status to "Post Fieldwork".

Enter the report issuance date in the "Issued (Final Report)" field. REMINDER: DO *NOT* CHANGE THE STATUS OF THE PROJECT TO
ISSUED.

Complete/Finalize Project
After the audit report has been sent to OS the audit should be finalized by the Audit Manager. To do this, go to Review | Finalize. The finalization

process will:

e Halt the process if any issues have not been reviewed;

e Warn the Audit Manager of unreviewed workpapers and/or steps;

e Check for uncleared coaching notes;

e Finalize the project, which prevents any further changes from being made to the file.

Note: if the project is finalized and the team subsequently needs to add or modify the documentation, contact the TeamMate
Administrator for assistance.




http://saosp/WorkingSites/AuditManagement/Documents/Tracker%20Guidance/Tracker%20Quick%20Reference.docx


http://saoapp/TMDV/ViewProjectErrors.aspx





Department of Corrections

Guidance/Criteria.’

ADDITIONAL BACKGROUND

Auditors should consider the following background information and resources when performing work on this area.

TeamMate Protocol Document

Record of Work Done.’

All of the following steps have been completed for this audit file:

All outstanding replicas are merged.

All workpapers have been reviewed.

Coaching notes have been addressed and cleared.

Hardcopy files have been completed and reviewed.

Unnecessary files and databases have been appropriately disposed of, and any files or databases needed for future periods have

been appropriately secured in accordance with SAO’s administrative policy on Data Security and Access.

The audit profile has been completed.

As applicable, any guest/temporary user access has been disabled (confidential audits only).
Issue content has been reviewed and required fields completed.

All issues have been signed off as reviewed.

The Audit Status of prior audit management letters and findings has been updated in Tracker.
All TeamMate Data Validation errors are resolved.

The audit will now be finalized and be marked for archival.

B.1.PRG - Investigation Procedures

Procedure Step: Summary of Conclusions

Prepared By:

CJG, 6/13/2023





http://saosp/GeneralInfo/TeamMate/Documents/TM_Protocol.docx
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Reviewed By: SRS, 7/12/2023

Purpose/Conclusion.’

Purpose/Conclusion:
To summarize the results of fieldwork and assess whether evidence is sufficient and appropriate to support conclusions.

Testing Strategy.

Summarize the results of fieldwork including a schedule of the fraudulent activities and amounts which are cross-referenced to supporting work.

Assess the overall sufficiency and appropriateness of evidence obtained throughout the investigation. In assessing the sufficiency of evidence,
consider whether there is enough evidence to persuade a knowledgeable person that the conclusions are reasonable. In assessing the
appropriateness of evidence, consider its relevance, validity and reliability.

Guidance/Criteria.’

ADDITIONAL BACKGROUND
Auditors should consider the following background information and resources when performing work on this area.

SAO Audit Policy 1410 - Fraud Investigations

Record of Work Done.’

A summary of the results of fieldwork:
On February 1, 2023, the DOC Audit Director notified our Office regarding a potential loss of public funds as required by state law.

The entity initiated an investigation and determined a payroll loss had occurred due to the subject's failure to submit leave slips. The subject also
did not submit time cards for 26 pay periods, as required.

The investigation identified an overpayment totaling $8,897.52 between January, 2021 to December, 2022. We found one error during our
recalculation, which resulted in a slightly different total. We determined that from January 1, 2021 through December 31, 2022, the subject failed





https://stateofwa.sharepoint.com/:w:/r/sites/SAO-teamauditsupport/Shared%20Documents/Audit%20Policy%20Manual/Pol-1410.docx?d=weafee9ba4c4f43ecb7e378170f9a7f31&csf=1&web=1&e=ngnYLk
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to submit leave slips as required. This resulted in the subject being paid for 303.2 hours he was not entitled to, amounting to an overpayment of
$8,801.26.

The subject also failed to submit timecards for 26 pay periods between 3/16/21 and 5/1/22.

After reviewing the Department’s investigation, we agreed that the Counselor was not submitting the monthly timecards or leave slips when taking
leave. However, it was sometimes difficult to determine whether the Counselor was working or not because supervisors for the Counselor did not
have a tracking mechanism for recording when the Counselor was not working or for guaranteeing leave slips or timesheets were appropriately
finished and submitted.

The entity has filed a report with law enforcement, the Walla Walla Police department.
Conclusion: Our results are summarized here: [Investigation Conclusion Summary]

B.1.PRG - Investigation Procedures

Procedure Step: Verify DSA
Prepared By: CJG, 3/15/2023
Reviewed By: SLB, 3/31/2023
Purpose/Conclusion.’

Purpose / Conclusion:
To verify that a Data Sharing Agreement is in place before starting the audit.

Testing Strategy.

Prior to starting the audit, teams are required to verify that a Data Sharing Agreement is in place by performing the following procedures:

e (o to the DSA Library: https://stateofwa.sharepoint.com/sites/SAO-DataSharingAgreements/DSA/Forms/Allltems.aspx
e Check the folder corresponding to the entity's MCAG. T7his can be done by searching for the MCAG in the upper left search box or by
finding it in the responsible team’s folder.





https://stateofwa.sharepoint.com/sites/SAO-DataSharingAgreements/DSA/Forms/AllItems.aspx
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e If a DSA is not yet in place, then work with your manager to get an agreement in place prior to starting audit work. If the entity has a
No-DSA Waiver in DSA Library, the audit may continue but no confidential data (category 3 or 4) can be requested or received. If this
restriction becomes a barrier for the audit, the team should consult with their Assistant Director and TAS.

e If the DSA Scope is other than "General" or DSA Type is something other than "Standard DSA" then auditors should be familiar with the
contents.

Guidance/Criteria.’

Record of Work Done.’

We checked the DSA Library and confirmed that a Data Sharing Agreement was in place prior to starting audit work.

B.1.PRG - Investigation Procedures

Procedure Step: Reported Loss and Investigation Plan
Prepared By: CJG, 3/30/2023

Reviewed By: SRS, 5/9/2023

Purpose/Conclusion.’

Purpose/Conclusion:
e To document the initial reported loss and preliminary assessment completed.
e To document the investigation plan steps that addresses the anticipated investigation strategy, scope, staffing, and budget.

Testing Strategy.’

Investigators are required to complete steps 1-3:

1. Make initial contact with the client (within 5 business days of initial loss report date) and discuss loss with audit manager.

2. Complete a Preliminary Assessment Worksheet (PAW). Complete Team level review and submit to Team SI for review within 10 business days
of initial loss report date. Please use the PAW review library to upload and document reviews completed and notification for Team Fraud's review.
Link to PAW review library: http://saosp/TeamSites/Fraud/PAWs/Forms/Allltems.aspx





http://saosp/TeamSites/Fraud/PAWs/Forms/AllItems.aspx
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3. Based on Team SI's review of the completed PAW next investigation steps will be determined.
e For risks determined to be included in the current audit, GENL time should be used to start. Please reserve at least 5 hours GENL for
the Team SI to bill for review. Reminder: When planning investigation work remember to consider the following elements:

o Approach and testing strategies

o Initial scope of the investigation (time frame and areas examined)

e  Procedures to determine if scope should be expanded ("what else” question)

e Procedures to understand internal controls, if necessary

o Whether interviews need to be conducted and, if so, the timing, nature of the questions, and who will lead the interviews.
e  Estimated time-frame/fieldwork completion date, budget, and staffing resources.

e In some instances an MOU may be something that is wanted to ensure clear communication. If this is the case, please work with
the Special Investigations team to get the MOU approved. There are example MOU's on the sharepoint site.

4. Request the set up of an audit number and budget in TABS. Budget requests are expected to be approved by Team SI.
(Option A) For external investigation review work, please send an email budget request to the Team SI for approval. Example budget request
emails can be found on the sharepoint site: http://saosp/TeamSites/Fraud/FraudExamples/BudgetRequestExample.msg

e (Option B) For draft investigation plan, the budget will be documented in the approved plan. After the Team SI has approved the plan,
they will send an email notifying you of the total budget approval. Prepare a BUCO and attach the email approving the budget to establish
FRAD hours in EIS.

¢ Required: The budget will be documented in the approved plan. After Team SI has approved the plan, they will send an email notifying
you of the total budget approval. Prepare a BUCO and attach the email approving the budget to establish FRAD hours in EIS.

¢ Required: Obtain and document advance approval from the Team SI for any significant modifications throughout the investigation or
need for a budget increase. Document these modifications in the fraud fieldwork plan document.

Guidance/Criteria.’

ADDITIONAL BACKGROUND
Auditors should consider the following background information and resources when performing work on this area.

Reminder: When planning investigation work remember to consider the following elements:
o Approach and testing strategies





http://saosp/TeamSites/Fraud/FraudExamples/BudgetRequestExample.msg
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o Initial scope of the investigation (time frame and areas examined)

e Procedures to determine if scope should be expanded (“what else” question)

e Procedures to understand internal controls, if necessary

o Whether interviews need to be conducted and, if so, the timing, nature of the questions, and who will lead the interviews.
e Estimated time-frame/fieldwork completion date, budget, and staffing resources.

e In some instances an MOU may be something that is wanted to ensure clear communication. If this is the case, please work with
the Special Investigations team to get the MOU approved. There are example MOU's on the sharepoint site.

SAO Audit Policy 1410 - Fraud Investigations

Record of Work Done.’

Reported Loss:
1. Initial contact was made with the client on March 15, 2023. The loss was submitted to our office on 2/1/23.

2. A Preliminary Assessment Worksheet (PAW) was not completed. Based on the fact that DOC had completed an internal investigation and
attached the completed report to the loss submission, Special Investigations Manager Stephanie Sullivan determined to bypass the PAW step and
move right to performing an external investigation review [FW_ Fraud Report F-23-031].

Investigation procedures:

Based on the information contained in the submitted loss report, the following investigation procedures were determined:

Review the completed external investigation completed by DOC - Assigned Investigators were Michele Wood, Former Associate Superintendent
and Jessica Perva, Health Services Investigator 3.

1. Establish external review budget. We gave consideration to the estimated time-frame/fieldwork completion date, budget, and
staffing resources. We also considered if there were any other audits currently going on and if additional risks should be considered.
An overall budget of 21 hours was approved on 2/22/23.

2. Inform entity of estimated investigation costs. An overall budget of 21 hours was approved. We spoke with Michelle Walker, Audit
Director, on 3/15/23.





https://stateofwa.sharepoint.com/:w:/r/sites/SAO-teamauditsupport/Shared%20Documents/Audit%20Policy%20Manual/Pol-1410.docx?d=weafee9ba4c4f43ecb7e378170f9a7f31&csf=1&web=1&e=ngnYLk
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B.1.PRG - Investigation Procedures

Procedure Step: Communications and Interviews
Prepared By: CJG, 3/30/2023

Reviewed By: SRS, 5/9/2023
Purpose/Conclusion.’

Purpose/Conclusion:
To document interviews conducted during our investigation.

Testing Strategy .’

Consult with the Special Investigations Program Manager on whether interviews need to be conducted and, if so, the timing, nature of the
questions, and who will lead the interviews.

Document interviews conducted. If the entity conducted interviews, get a copy of the notes or records.

Guidance/Criteria.’

ADDITIONAL BACKGROUND
Auditors should consider the following background information and resources when performing work on this area.

SAO Audit Policy 1410 - Fraud Investigations

Record of Work Done.’

Procedures:

During the course of our investigation, we documented various communication with the entity and other parties, as applicable in this linked
communications log: [Communication Log _ Status Updates].





https://stateofwa.sharepoint.com/:w:/r/sites/SAO-teamauditsupport/Shared%20Documents/Audit%20Policy%20Manual/Pol-1410.docx?d=weafee9ba4c4f43ecb7e378170f9a7f31&csf=1&web=1&e=ngnYLk
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During the external investigation, interviews were conducted by Michelle Wood, Former Associate Superintendent and Jessica Perva, Health
Services Investigator 3 with (see report for attachments:Final report and attachments_Original Submission):

Health Services Manager 3 (HSM3) Darren Chlipala was interviewed as a Witness on March 3, 2022. (Attachment 7)

HSM3 Chlipala was interviewed as he had compiled a list of days that CMHC2 Marichalar called in sick or late. HSM3 Chlipala explained that the
logs he submitted were from the Outpatient Clinic which is where Health Services staff are required to call into if they are going to be late or out
sick. When asked how supervisors know their staff have completed leave slips, he stated that supervisors are responsible for their direct reports,
but it is the responsibility of the employee to make sure they complete their leave slips. The Washington State Penitentiary (WSP) does not have a
tracking mechanism for ensuring leave slips are completed. He went on to say that there is also nothing in place to track the hours a person
misses when they call in late. CMHC2 Marichalar does not work in the same building as his supervisors, so it is unknown the number of hours he
misses or if he comes to work. (Attachments 7 & 11).

Wayne Crowell, Mailroom Sgt, was interviewed as a Witness on March 3, 2022. (Attachment 5)

Sgt. Crowell was interviewed as CMHC2 Marichalar’s supervisor during his reassignment to the mailroom pending an investigation. When asked
how CMHC2 Marichalar notified him when he would not be to work Sgt. Crowell explained, CMHC2 Marichalar did not always notify him that he
was going to be absent. The list of dates that CMHC2 Marichalar was gone is based on the days he did not pick up his tools. Sgt. Crowell said he
did not know he was supposed to track CMHC2 Marichalar absences, because CMHC2 Marichalar was already working in the Mailroom when Sgt.
Crowell was awarded the bid for the Mailroom job, November 6, 2021. According to Sgt. Crowell, CMHC2 Marichalar called in for a variety of
reasons; he had COVID; his family had COVID and sometimes the call-ins were weather related. Sgt. Crowell was unsure as to who CMHC2
Marichalar was supposed to turn his leave slips into. (Attachment 5).

Dr. Eric Rainey-Gibson, Psychologist 4, was interviewed on March 7, 2022. (Attachment 4)

Dr. Rainey-Gibson was interviewed as CMHC2 Marichalar's supervisor prior to CMHC2 Marichalar's reassignment to the Mailroom. Dr. Rainey-
Gibson stated he had no idea why CMHC2 Marichalar was absent. CMHC2 Marichalar did not call him directly but called the Outpatient Clinic
instead. According to Dr. Rainey-Gibson, CMHC2 Marichalar stopped calling in sometime last October 2021. Dr. Rainey-Gibson admitted that
there is no tracking mechanism to track how much time someone misses when they call in sick or to verify if they come in later in the day. CMHC2
Marichalar was supposed to email Dr. Rainey-Gibson each day when he came into work and when he left but he didn't.

According to Dr. Rainey-Gibson he did not know when CMHC2 Marichalar was at work and when he wasn't. He stated he had no contact with
CMHC2 Marichalar after March of last year, after CMHC2 Marichalar was assigned to the Mailroom.

When asked if he had anything else to add, Dr. Rainey-Gibson said this is not new behavior for CMHC2 Marichalar. During a review of staff leave
usage conducted in 2020 he noticed that there were times CMHC2 Marichalar called in but did not complete leave slips. Dr. Rainey Gibson worked
with HR and Payroll to get CMHC2 Marichalar caught up on his leave slips. In mid-2020 Dr. Rainey-Gibson issued a Letter of Concern to CMHC2
Marichalar regarding his attendance issues.
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CMHC2 Donicio Marichalar was interviewed as the Subject on March 9, 2022. (Attachment 6)

CMHC2 Marichalar stated he missed a lot of time due to COVID and was not aware of the amount of time lost. He acknowledged it is his
responsibility to complete leave slips and found it surprising that he did not turn in slips. CMHC2 Marichalar said he did not believe he had to
complete timecards once he was reassigned to the Mailroom.

He also added that he was told to call in to the Mailroom Sgt. if he was not going to be to work and for his leave. (Attachment 6)

CMHC2 Donicio Marichalar was interviewed again on April 14, 2022. (Attachment 18)

CMHC2 Marichalar was interviewed again to clarify some of his original answers and seek clarification of his understanding of the process for
submitting leave requests as well as his understanding of the consequences for not submitting leave requests. On two occasions he was waiting
to talk to the Mailroom Sgt. on how to fill out leave slips for Covid and how to file for L&I for Covid.

CMHC2 Marichalar states, he knows he has been completing leave slips, that he would be stupid for not turning them in. At the end of the
interview, he said he was flabbergasted that he did not complete the leave slips.

CMHC2 Marichalar acknowledged he is responsible for turning in leave slips for time missed. He also acknowledged that failing to turn in leave in
leave slips makes it look like he is stealing from the state. He still could not provide an explanation as why he did not turn in leave slips. CMHC2
Marichalar stated he has been completing leave slips but could offer no explanation as to why they were not showing in the system.

CMHC2 Marichalar said, he was told by HSM1 Crystal Abdulwahid to stop calling into the Outpatient Clinic but instead call the Mailroom Sgt.
However, during HSM1 Abdulwahid’s interview she, couldn’t recall the conversation. HSM1 Abdulwahid said, she would have redirected him to his
letter which stated he needed to notify the Mailroom Sgt. (Attachment 17) CMHC2 Marichalar stated he has not been turning in timecards since
he was reassigned to the Mailroom. He has not received any notices from the timecard system for timecards not submitted. (Attachment 18)

CMHC2 Donicio Marichalar was interviewed again on September 15, 2022. (Attachment 21)

CMHC2 Marichalar explained that he’d been screened out several times between 2021 and 2022 for none of which he submitted an HRMS leave
slip. CMHC2 Marichalar said, “"When I returned after having COVID, I was never asked to submit a leave slip or claim those hours. It was my
understanding when you get COVID and are screened out the screener and/or contract nurse who would contact me would then relay that
information to HR and/or my supervisor and the time I was out would be accounted for.” On February 19, 2021, CMHC2 Marichalar noted on his
approved timecard 1.5 hours of leave, HRMS shows not leave slip for that date. (Attachment 16 pg.6) I asked CMHC2 Marichalar if he could
account for that date and the missing leave slip? CMHC2 Marichalar said, "I don't recall. This was 20 months ago.”

When asked why he failed to submit timecards between March 16, 2021 — September 15, 2022, CMHC2 Marichalar said, “I don't know...During
my reassignment I wasn't submitting timecards just leave slips.” CMHC2 Marichalar was reassigned to the mailroom on March 29, 2021.
(Attachment 3) CMHC2 Marichalar was asked if he received the auto-generated timecard reminders? CMHC2 Marichalar said, “No.” CMHC2
Marichalar explained, recently he had been searching for his outlook deleted folder and found several unopened timecard reminders emails.
CMHC2 Marichalar couldn't recall seeing these email reminders in his inbox.

Jean Hardcastle Agency Payroll officer was interviewed on October 14, 2022. (Attachment 25)
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APO Hardcastle was asked by the Appointing Authority and Human Recourses to determine if a particular set of dates had HRMS leave slips
submission. APO Hardcastle audited CMHC2 Marichalar leave and created an excel spreadsheet. (Attachment 26) APO Hardcastle explained that
several of the dates provided had been affected by paid leave accrual dates and possible overpayment to CMHC2 Marichalar. APO Hardcastle
explained the accrual process “If leave is taken prior to the 16th of the month that’s when things can become an issue. Accrual is earned when
you have 80 hours in pay status. So, if paid leave turns into leave without pay it could push his accrual out further and further.” APO Hardcastle
requested a separate meeting with the Appointing Authority to discuss the overpayment and calculate the exact amount owed.

During SAQ's review of the external investigation, interviews were conducted by SAO with Jean Hardcastle, APO, Michelle Walker, Audit Manager,
Juline Martin, Operations Review Coordinator and Scott Bills, SAO AM.

We asked Jean about the one day (4/22/22) that we could not substantiate as being an absence that should be included in the misappropriation
amount. Jean agreed that the 8 hr shift on this day was included in her leave audit in error. She concurred with our recalculated misappropriation
amount.

We also discussed the employee's status and discussed the overpayment process. Michelle stated the subject has been coming to work and
submitting leave slips, but not consistently. Jean stated she is aware of at least one additional pay period where he inappropriately used leave
and was overpaid. Michelle informed us that there have been some improvements to the call out procedure - with notifications now going directly
to employee's supervisors. She also said that there are a lot of vacancies at the Walla Walla WSP and they've discovered that some natifications
have been going to supervisory positions that are vacant, and so no one is getting the notification.

B.1.PRG - Investigation Procedures

Procedure Step: External Review Assessment
Prepared By: CJG, 6/13/2023

Reviewed By: SRS, 7/12/2023
Purpose/Conclusion.’

Purpose: To determine if our Office can rely on the work conducted and the conclusions reached by the external investigation.

Conclusion:
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We determined we could rely on the work conducted. The external investigation identified misappropriation totaling $8,987.52 and questionable
expenditures between January 1, 2021 and December 31, 2022. There was one 8 hour shift that was included in this calculation in error. DOC
Payroll agrees with our recalculation and will amend their report. The total overpayment is substantiated as $8,801.26 which was paid for 303.2
hours of leave the subject was not entitled to.

The subject also failed to submit timecards for 26 pay periods between 3/16/21 and 5/1/22 and we agree in full with this assertion as stated in the
investigation report.

Testing Strategy.

Review the external investigation using the external review checklist and TeamMate as your documentation tools.

The main goal is to determine if we can rely on the work performed and agree with their investigation conclusions. Areas to consider if we
agree:

The overall results

Dollar amount

Investigation approach/method

Scope (did they look back far enough)

Completeness

How responsibility was assigned

If/how the what else areas were addressed

If/how interviews were conducted? (If yes, get a copy of the interview notes and attach to TM file)

Expectations:

Required: Team SI must approve any additional work before it is performed.

Use SAOShare for receiving external investigations

Use the tools available, such as TeamMate and External review checklist to document your work

Exercise good communication - keep your Manager and Team Fraud informed, including when you request and receive an
entity's investigation and document dates in the fraud database activity log

. Ensure your documentation is clear, concise, understandable, and relevant

o Ensure work is complete, well thought out, and timely

Guidance/Criteria.’
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Record of Work Done.’

Auditor Procedures:

Step 1. We obtained the entities external investigation report. See [Final report and attachments_Original Submission] for initially submitted report
and here for version submitted with minor updates: [Final report_3-15-2023 Updated version]. Attachments were provided in the initial report
(B.1.4) as well as some external documents:

o [Leave Changes Log - 776382 Original Submission] - Leave Changes Log. Includes screen shots from HRMS for leave
submissions as well as tracked changes made by Payroll to move leave to LWOP when necessary.
o [Marichalar Leave Audit 2021 - May 2022 FINAL 3-15-23] - Leave Audit performed by Payroll to tie out leave reported

on time cards, in HRMS, and to track modifications to leave balances due to accrual process. Spreadsheet also includes calculation of
LWOP hours, the subject's salary and calculation of overpayment amounts.
o [RE covid screen out protocols] - Covid Protocols - additional attachment not included in original file submission.

Step 2. We reviewed the work performed by DOC - Assigned Investigators were Michele Wood, Former Associate Superintendent and Jessica
Perva, Health Services Investigator 3.

We documented our review in our checklist here: [Fraud External Investigation Review Checklist].

We also tied all reported absences to the subject's time card, leave reported in HRMS, reported absences per his supervisor and other
documentation provided in the report. See recalculations and comments on TAB #1 here: [Marichalar Leave Audit 2021 - May 2022 FINAL_3-15-
23].

We summarized our conclusions on tab "Summary" here: [Marichalar Leave Audit 2021 - May 2022 FINAL 3-15-23].

External Review Conclusion: We determined we could rely on the work conducted. The external investigation identified misappropriation totaling
$8,987.52 and questionable expenditures between January 1, 2021 and December 31, 2022. There was one 8 hour shift (amounting to a difference
of $186.26) that was included in this calculation in error. DOC Payroll agrees with our recalculation and will amend their report. The total

overpayment is $8,801.26 which was paid for 303.2 hours of leave the subject was not entitled to.

The subject also failed to submit timecards for 26 pay periods between 3/16/21 and 5/1/22 and we agree in full with this assertion

as stated in the investigation report.

B.2.PRG - Concluding Procedures
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Procedure Step: Reporting
Prepared By: CJG, 7/5/2023
Reviewed By: SRS, 7/12/2023
Purpose/Conclusion.’

Purpose/Conclusion:
To determine and document our reporting of the investigation results.

Testing Strategy.

Investigators are responsible for reviewing any work performed by auditors. Prior to deciding level of reporting, documentation must be reviewed
by Team SI.

It is often helpful to Brainstorm with Team SI on how to frame the investigation report. Considerations include:
e How to best “tell the story” in the report
e The status of employment of the individual
¢ Work performed by the entity or external parties
e How the fraud was detected
e Any agreed-upon restitution including the cost of the investigation
e The length of the fraud

Attach the final reports in TeamMate.

Guidance/Criteria.’

ADDITIONAL BACKGROUND
Auditors should consider the following background information and resources when performing work on this area.

SAO Audit Policy 1410 - Fraud Investigations





https://stateofwa.sharepoint.com/:w:/r/sites/SAO-teamauditsupport/Shared%20Documents/Audit%20Policy%20Manual/Pol-1410.docx?d=weafee9ba4c4f43ecb7e378170f9a7f31&csf=1&web=1&e=ngnYLk
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Record of Work Done.’

Auditor procedures:

1. We brainstormed with the Special Investigations Program Manager and determined to report our results we would issue a reduced investigation
report.

2. Setup an exit planning meeting to:

e Strategize the exit - Connect with Special Investigations Program Manager We scheduled an exit conference for June 27 at 9:30 am via
TEAMS.

e Determine attendees - Work with the client to determine who they want to attend, but it cannot be an open public meeting. We invited
Michelle Walker, Audit Director, Juline Martin, Operations Review Coordinator, and Zainab A Ghazal, Health Services Administrator. From
SAO, we invited Special Investigations Program Manager Stephanie Sullivan [F-23-031 Results].

e DO NOT share the draft report with your client until the exit meeting (exceptions need to be discussed with the Special Investigations
Program Manager) Per guidance from Stephanie Sullivan for state agencies the report was shared in pdf format via SAO share 24 hrs
before the exit. Juline Martin confirmed they would not share the report.

3. After Exit procedures:

e Gather the entity response and add it to the report in track changes in ARL. Notify the Special Investigations Program Manager the
response is ready for review. The agency had 10 business days to provide a response. We received a response [DOC response to SAO
investigation (002)], worked with Stephanie Sullivan to request two minor changes, added the modified response to the report, and
notified Stephanie Sullivan it was ready for review.

e Set report publish date - Special Investigations Program Manager will assist in determining a report date, which needs to be at least one
week out to provide executive management an opportunity to review. Stephanie determined a report date of July 10.

e Inform OS of publish date - Leave a note in ARL for OS, informing them of the publish date. Commented added to request the report be
published July 10.

e Check the "publish” box — You must do this early — at least a week before the publish date. Checking the box kick-starts OS’s process to
finalize the report and notify executive management.

4. Create an exception and attach the final approved Reduced investigation report to the TeamMate file. If reduced or full investigation report,
create a finding level exception in TeamMate and then go into ARL to create the draft investigation report. Make sure the language in the report
matches the exception language in TM. See final report here: [1032819].
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5. Complete the requested information fields in the fraud database on the Outcome tab attach the recommendation into the supporting
documents within the database. Notify, Team SI that the case is ready to be closed in the database.

B.2.PRG - Concluding Procedures

Procedure Step: Exit Conference
Prepared By: CJG, 6/27/2023
Reviewed By: SRS, 7/12/2023
Purpose/Conclusion.’

Purpose/Conclusion:
To communicate the results of our investigation with the client.

Testing Strategy.

Conduct an exit conference with the client to discuss the approved draft report — this may be in person or via video call or phone. Depending on
significance, other attendees may include the Special Investigations Program Manager and Audit Manager. Document the following:

e Where the meeting was held or if it was conducted via video call or phone
e When the meeting was conducted

e Who attended the meeting

¢ Significant discussion points

If a exit recommendation will be issued, a formal exit conference is not required; instead, contact the client to discuss the results of our
investigation with them before giving/sending the letter. Just a reminder, it is a best practice to use SAOShare to send the draft reports or deliver
in person. Document this communication including who, when, and any significant discussion points.

Guidance/Criteria.’

ADDITIONAL BACKGROUND
Auditors should consider the following background information and resources when performing work on this area.








Department of Corrections

SAO Audit Policy 1410 - Fraud Investigations

Record of Work Done.’

Exit Conference:
The following people attended the exit conference on June 27, 2023 via TEAMS:
e Michelle Walker, Audit Director
e Juline Martin, Operations Review Coordinator
e Zainab A Ghazal, Health Services Administrator
e Stephanie Sullivan, Special Investigations Program Manager

We went over the results of the investigation. In addition to the investigation, the following items were also discussed:

e Zainab disclosed that they have since conducted a preliminary disciplinary meeting with the subject. Zainab stated that the subject took
responsibility for not submitting leave slips, acknowledged it was his responsibility to submit leave slips, could not explain why leave slips
were not submitted and acknowledged that he knew the overpayment amount. DOC is moving towards termination but has a meeting
scheduled with their AG to discuss options before moving forward.

e Zainab disclosed that the subject has continued to have difficulties with attendance and other job related performance issues.

B.2.PRG - Concluding Procedures

Procedure Step: Quality Control Assurance Certification
Prepared By: CJG, 7/5/2023

Reviewed By: SRS, 7/12/2023

Purpose/Conclusion.’

Purpose/Conclusion:
To certify adherence to the expectations set forth by the Audit Policy Manual.





https://stateofwa.sharepoint.com/:w:/r/sites/SAO-teamauditsupport/Shared%20Documents/Audit%20Policy%20Manual/Pol-1410.docx?d=weafee9ba4c4f43ecb7e378170f9a7f31&csf=1&web=1&e=ngnYLk
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Testing Strategy.

This step must be signed-off by the Investigator and Audit Manager.

Guidance/Criteria.’

ADDITIONAL BACKGROUND
Auditors should consider the following background information and resources when performing work on this area.

SAO Audit Policy 3430 - Quality Assurance Certification

Record of Work Done.’

I certify the following expectations were met and Audit Policies that are common to all types of SAO engagements:

1. I am independent and exercised objective and impartial judgment on all issues associated with conducting this investigation and reporting on
the results. Audit Policy 3110 - Independence and Ethics

2. I used reasonable care and professional skepticism throughout this investigation. Awudit Policy 3130 — Professional Judgment
3. Work was performed by staff who collectively possesses adequate professional competence. Audit Policy 3140 — Competence and CPE

4. Assistants on the investigation were informed of their responsibilities and objectives of the procedures they were to perform, and their work
was reviewed to ensure it was properly performed and documented. Audit Policy 3160 — Supervision and Review

5. Documentation, including any evidence maintained in a paper file, was reviewed and coaching notes were resolved. Audit Policy 3160 —
Supervision and Review

6. Work was sufficiently documented to enable a knowledgeable person, who has had no previous connection with the investigation, to ascertain
that the information collected and the work performed support significant judgments and conclusions. Auwdit Policy 3310 — Standards for
Documentation





https://stateofwa.sharepoint.com/:w:/r/sites/SAO-teamauditsupport/Shared%20Documents/Audit%20Policy%20Manual/Pol-3430.docx?d=we15a6666aad74ea08076736b1318f406&csf=1&web=1&e=OvWdWL
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ISS.1 - F: Leave slips and timecards not submitted

Prepared By:
Reviewed By:
Type:
Category:

Reporting Level(s):

Impact
Cost Savings:

Questioned Costs:

CJG, 7/5/2023
SRS, 7/12/2023
Fraud
Payroll/Personnel

Finding

Issue

Background and Investigation Results

On February 1, 2023, the Department notified our Office regarding a
potential loss of public funds, as required by state law (RCW 43.09.185).
In February 2022, the Department found that a Corrections Mental
Health Counselor working at the Washington State Penitentiary
neglected to submit leave slips for numerous days between January 2021
and February 2022.

The Department opened an investigation, which was completed in March
2023. The investigation determined a payroll overpayment totaling
$8,801.26 occurred between January 16, 2021, and November 15, 2022.
The Department’s investigation found:

e In March 2021, the Department reassigned the
Corrections Mental Health Counselor to the mailroom for
work pending an investigation into allegations of
performance concerns.

e Between March 2021 to May 2022, the Counselor did not
submit monthly timecards to show actual time worked or
consistently submit leave slips for work absences, as
required, resulting in inaccurate time reporting and leave
balances.

e The Department interviewed a mailroom sergeant who
supervised the Counselor between March 2021 and
October 2021. The sergeant said he was not aware that
he was supposed to keep track of the Counselor's
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absences, and the Counselor did not always notify him
when he was going to be absent.

e The Department interviewed a second mailroom sergeant,
who took over supervising the Counselor in November
2021. During the interview, the second mailroom sergeant
said the Counselor would call out of work for a variety of
reasons, but he was unsure to whom the Counselor was
supposed to give his leave slips for approval.

e The Department used leave accrual records, limited call
out logs for days the Counselor called in sick and dates the
mailroom sergeants informally noted when the Counselor
was not at work to determine the amount of time the
Counselor was overpaid. The investigation summarized
the Department overpaid a total of 303.2 hours or
$8,801.26 to the Counselor for time not worked when
leave slips should have been reported between January
2021 and November 2022.

e The Department interviewed the Counselor in March, April,
and September 2022. He said it was his responsibility to
submit leave slips, but he was unable to explain why his
leave was not accurately recorded. In addition, he said
that he believed he was no longer required to submit
timecards once reassigned to the mailroom and that the
timecard system did not send him the automatic email
reminders to do so.

e On April 11, 2023, the Department sent the Counselor an
overpayment notice requesting that he repay $8,801.26
for leave taken when it was not available to him due to
inaccurate leave balances.

After reviewing the Department’s investigation, we agreed that the
Counselor was not submitting the monthly timecards or leave slips when
taking leave. However, it was sometimes difficult to determine whether
the Counselor was working or not because supervisors for the Counselor
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did not have a tracking mechanism for recording when the Counselor
was not working or for guaranteeing leave slips or timesheets were
appropriately finished and submitted.

Control Weaknesses

Internal controls at the Department were not adequate to safeguard
public resources. The Department’s investigation found the following
weaknesses allowed the inappropriate time reporting to occur:

e The Department lacks sufficient internal controls to ensure
employees are submitting timecards in order to support
time worked and paid out by the Department.

e There was no supervisory tracking of leave used by the
Counselor or review performed to confirm the Counselor
submitted a monthly timesheet and leave slips when not
working.

Recommendations

We recommend the Department strengthen internal controls around
timecard and leave slip submission. Specifically, the Department should
improve training and communication with supervisors to ensure they are
reviewing and approving timecards and leave slips in a timely and
accurate manner.

We also recommend the Department seek recovery of overpaid amounts,
as appropriate, from the Corrections Mental Health Counselor.

We will refer this case to the Washington State Executive Ethics Board
for any further action it determines is necessary.
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NOTES

LOR: [LOR Summary]
Reduced Fraud Report recommendation.

We communicated this to Michelle Walker, Audit Director, on 4/10/23.
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RE covid screen out protocols.msg

RE: covid screen out protocols


			From


			Zamora-White, Lydia (DOC)


			To


			Martin, Juline E. (DOC)


			Cc


			Walker, Michelle D. (DOC)


			Recipients


			jemartin@DOC1.WA.GOV; mdwalker1@DOC1.WA.GOV





Good afternoon, I was able to locate some information on the Covid protocols we followed.  I am attaching them for your review.





 





There were several changes made to our protocols during the last 3 years, however, I do recall that in the beginning of Covid, everyone who was sent home, was on admin leave.  Then when things changed, staff that had symptoms, were sent home on their own leave.  





 





If staff were sent home for close contact, or mapped out, the they were on admin leave.  





 





Hope this information is helpful.





 





Thanks. 





 





 





Lydia Zamora-White 





Human Resource Manager





Washington State Penitentiary





(509)524-7701





 





 





 





 





From: Martin, Juline E. (DOC) <jemartin@DOC1.WA.GOV> 
Sent: Monday, March 27, 2023 12:17 PM
To: Zamora-White, Lydia (DOC) <lzamorawhite@DOC1.WA.GOV>
Subject: FW: covid screen out protocols





 





Good morning,  Trying to track the information listed below in yellow.  Thank you 





 





Juline Martin





Operations Review Coordinator





Department of Corrections





Teleworking (teams/e-mail/cell) 





509-440-0543





 





From: Key, James R. (DOC) <jrkey@DOC1.WA.GOV> 
Sent: Monday, March 27, 2023 12:14 PM
To: Martin, Juline E. (DOC) <jemartin@DOC1.WA.GOV>
Subject: RE: covid screen out protocols





 





The local HR department at WSP should have that information on both issues.  Thanks





 





From: Martin, Juline E. (DOC) <jemartin@DOC1.WA.GOV> 
Sent: Monday, March 27, 2023 12:07 PM
To: Key, James R. (DOC) <jrkey@DOC1.WA.GOV>
Subject: FW: covid screen out protocols





 





Good morning, 





 





Myndi says you may be able to help with my question highlighted in yellow below.  





 





Juline Martin





Operations Review Coordinator





Department of Corrections





Teleworking (teams/e-mail/cell) 





509-440-0543





 





From: Miller, Arminda P. (DOC) <arminda.miller@doc1.wa.gov> 
Sent: Monday, March 27, 2023 11:53 AM
To: Martin, Juline E. (DOC) <jemartin@DOC1.WA.GOV>
Subject: RE: covid screen out protocols





 





This element of COVID 19 Response fell to Amy Bean out of HQ HR, who is no longer with DOC. Not sure who the best point of contact in HR would be now. Perhaps James Key would know who the best POC is now? 





 





From: Martin, Juline E. (DOC) <jemartin@DOC1.WA.GOV> 
Sent: Monday, March 20, 2023 2:14 PM
To: Miller, Arminda P. (DOC) <arminda.miller@doc1.wa.gov>
Subject: RE: covid screen out protocols





 





Let me know when a good time is to connect.





 





Juline Martin





Operations Review Coordinator





Department of Corrections





Teleworking (teams/e-mail/cell) 





509-440-0543





 





From: Miller, Arminda P. (DOC) <arminda.miller@doc1.wa.gov> 
Sent: Friday, March 17, 2023 1:28 PM
To: Martin, Juline E. (DOC) <jemartin@DOC1.WA.GOV>
Subject: RE: covid screen out protocols





 





I tried to call you via teams, lets try to connect so we can talk about this. There were different phases and leave was handled one way and then transitioned throughout the years of response. 





 





From: Martin, Juline E. (DOC) <jemartin@DOC1.WA.GOV> 
Sent: Thursday, March 16, 2023 2:55 PM
To: Miller, Arminda P. (DOC) <arminda.miller@doc1.wa.gov>
Subject: covid screen out protocols





 





Good Afternoon, 





 





I was given your name and was told you might know where documentation is at for Covid Screen out protocols at Washington State Penitentiary.





 





Were staff required to submit a leave slip when they were screened out?





 





Juline Martin





Operations Review Coordinator





Department of Corrections





Teleworking (teams/e-mail/cell) 





509-440-0543
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STATE OF WASHINGTON

DEPARTMENT OF CORRECTIONS
P. O. Box 41100 ® Olympia, Washington 98504-1100 ® Tel (360) 725-8500

April 2, 2020

TO: All DOC Employees

FROM: Melia Olsen, Director &
Human Resources

SUBJECT: Expansion of FMLA and Sick Leave Due to the Federal Families First
Coronavirus Response Act (FFCRA)

The federal Families First Coronavirus Response Act (FFCRA) was enacted on March 18, 2020.
It includes two different employee leave acts: Emergency Paid Sick Leave Act (EPSLA), which
provides up to 80 hours of paid leave to qualifying employees who need leave for their own
COVID-19 health related issues, to care for an individual with COVID-19 issues, or to care for a
minor child due to a COVID-19 related school or child care closure and the Emergency Family
and Medical Leave Expansion Act (EFMLEA), which provides qualifying employees up to
twelve weeks of paid and unpaid leave to care for a minor child due to a COVID-19 related
school or child care closure.

These acts are effective on April 1, 2020 and expire on December 31, 2020. Attached please find
a poster explaining employee rights are under the EFMLEA and EPSLA.

Please contact your local human resources office with any questions.

Attachment









Expansion of FMLA and Sick Leave Due to the Federal Families First Coronavirus Response
Act (FFCRA)

April 2, 2020

Page 2

EMPLOYEE RIGHTS

PAID SICK LEAVE AND EXPANDED FAMILY AND MEDICAL LEAVE
UNDER THE FAMILIES FIRST CORONAVIRUS RESPDH”

The Families First Coronavirus Response Act (FFCRA or Act) requires certain employers to provide their
employees with paid sick leave and expanded family and medical leave for specified reasons related to COVID-18.
These provisions will apply from April 1, 2020 through December 31, 2020

* PAID LEAVE ENTITLEMENTS
Generally, employers covered under the Act must provide employees:
Up to two weeks (B0 howrs, or a part-ime employee’s two-week equivalent) of paid sick leave based on the higher of
their regular rate of pay, or the applicable state or Federal minimum wage. paid at

= 100% for qualifying reasons #1-3 below, up to 3511 dady and 55,110 tofal;

= % for qualifying reasons #4 and 8 below, up to $200 daly and 52,000 total; and

= Up to 10 weeks more of paid sick leave and expanded family and medical leave paid at 3: for qualifying

reason #5 below for up to 5200 dady and $12,000 total_

A part-time employee is elighle for leave for the number of hours that the employee is normally scheduled to work
over that period.

= ELIGIBELE EMPLOYEES

In general. employees of private sector employers with fewer than 500 employees, and certain public sector
employers, are eligible for up to two weeks of fully or partially paid sick leave for COVID-19 related reasons (see below).
Employees who have been employed for af least 30 days prior to their leave request may be eligible for up to an
additional 10 weeks of partially paid expanded family and medical leave for reason #5 below.

* QUALIFYING REASONS FOR LEAVE RELATED TO COVID-12

An employee is entitled to take leave related to COVID-18 if the employee is unable to work, incuding unable to
telework, because the employee:

1. is subject ip a Federal, State, or local quarantine or 5. is caring for his or her chid whose school or

P-FD-FF-E-320

3.

is experiencing COVID-10 sympioms and is seeking

isolation order related to COVID-19; place of care is closed (or child care provider is
2. msmmmwammm'd&rh una'uﬂahle:lduemﬁﬂ'u'ﬂ-mmﬂedmasms;w
sefi-quarantine related to COVID-18; 6. is experiencing any other substantially-similar

condition specified by the U.5. Depariment of

a medical diagnosis; Health and Human Services.

4. iscarng for an individual subject to an order descnbed
in {1} or self-quarantine as described in (2);

* ENFORCEMENT

The LS. Department of Labor's Wapge and Hour Division (WHD) has the authonty to investigate and enforce compliance
with the FFCRA. Employers may not discharge, discipline, or otherwise discriminate against any employee who
lawfully takes paid sick leave or expanded family and medical leave under the FFCRA, files a complaint, or institutes a
proceeding under or related to this Act. Employers in violation of the provisions of the FFCRA will ke subject to penalties
and enforcement by WHD.

For additional information O e O

%, WAGE AND HOUR DIVISION or to fle a complaint: b 1+ o
g 1-866-487-9243 [ixhyl1

bl UNITED STATES DEPARTMENT OF LABOR TTY: 1-877-889.0027 [t A
del.geviagencies/whed o AT

WHIED REY 300

Poster Compliance Center « www postercompliance. com + B00-312-3436












COVID-19 Leave Guide_Jan_2022_update.pdf


COVID-19 Scenarios

The information shared on this chart does not necessarily guarantee benefits.

Family and Washington Paid
Scenario Description Sick Leave Medical Leave Family and

Act Medical Leave

Vacation Leave

Shared Leave

Leave Without
Pay

No Loss in Pay
(leave with pay, use
miscellaneous
leave code 9045)

Sample

Standard Standard Standard

sCenarios

Employee tests positive for
COVID-19 and has indicated

they are unable to perform ey sl

work the employer has .
1 ! . work with your Refer to ESD
available for them (availability
HR consultant

of telework does not preclude
the employee from taking the
leave)

Employee has symptoms of
COVID-19, is seeking a
medical diagnosis and has

indicated they are unable to May qualify;
2 perform work the employer V work with your Refer to ESD
has available for them HR consultant

(availability of telework does
not preclude the employee
from taking the leave)

Created by Department of Social and Human Services, partnered

with the Attorney General's Office and OFM State Human Resources

Standard

v/

v/

Standard

May qualify; work
with your HR
consultant

May qualify; work
with your HR
consultant

Standard

v/

v/

Authorized by
Governor's
Proclamation 20-05
and State HR
Direction

X

Last Updated: January 3, 2022

1









No Loss in Pay
Leave Without (leave with pay, use
Pay miscellaneous
leave code 9045)

Family and Washington Paid

Scenario Description Sick Leave Medical Leave Family and Vacation Leave Shared Leave
Act Medical Leave

Employee is subject to a
governmental stay home

3 order and the employer does x x x V x V x
not have any work for them to
do (telework is also not
available)

Employee is not sick but has
been advised by a health care
provider not to be in the
workplace due to increased
risk of COVID-19, but does iy el e

. o ) May qualify,
qualify as high risk as defined V . V . V
4 in HELSA (NOTE: Where work with your Refer to ESD with your HR X
. . HR consultant consultant
telework is determined to be a
reasonable accommodation
available to the employee, an

employer may limit the use of
leave)

Employee cannot perform
work the employer has
available for them because
they are caring for an

individual who is quarantining, May qualify; May qualify; May qualify; work
5 isolating, or remaining at ~ work with your  work with your Refer to ESD V with your HR V x
home due to an order related ~ HR consultant HR consultant consultant

to COVID-19 (availability of
telework does not preclude
the employee from taking the
leave)

Created by Department of Social and Human Services, partnered Last Updated: January 3, 2022

with the Attorney General's Office and OFM State Human Resources P










No Loss in Pay

Family and ULl o 20 Leave Without (leave with pay, use

Scenario Description Sick Leave Medical Leave Family and Vacation Leave Shared Leave

. Pa miscellaneous
Act Medical Leave y

leave code 9045)

Employee cannot perform

work the employer has

available for them because
their child’s school is closed/in iy el are

6 remote.lear‘nlng mode a‘nd/qr V x x V with your HR V X
their child care provider is consultant
unavailable due to COVID-19
(availability of telework does

not preclude the employee
from taking the leave)

Employee cannot perform
work the employer has
available for them because
their child was exposed or

screened out due to Wiy aeli e

symptoms from the child’s V x x V with your’ HR V X

school or daycare and needs
to quarantine/isolate due to consultant

COVID (availability of telework
does not preclude the
employee from taking the
leave)

Employee fears congregate May qualify; May qualify; work
8 areas and refuses to come to x x x work with your x with your HR x

work HR consultant consultant

Created by Department of Social and Human Services, partnered Last Updated: January 3, 2022

with the Attorney General's Office and OFM State Human Resources 3










Scenario Description

Employee is not sick but has
been advised by a health care
provider not to be in the
workplace due to high risk of
COVID-19 as defined in HELSA
(NOTE: Where telework is
determined to be a reasonable
accommodation available to
the employee, an employer
may limit the use of leave)

9

Employee is subject to a
governmental stay home
order and the employer has
telework for them, but the
employee cannot perform it
(i.e., such as lack of internet)

10

Employee is receiving the
COVID-19 vaccine booster and
it is not offered at the
workplace

*Reasonable leave is

1 determined by the employer
For employees receiving

vaccination regimen, please

see question #14.

Sick Leave

v/

Family and

Medical Leave
Act

May qualify;
work with your
HR consultant

Created by Department of Social and Human Services, partnered

with the Attorney General's Office and OFM State Human Resources

Washington Paid
Family and
Medical Leave

Refer to ESD

Vacation Leave

v/

Shared Leave

May qualify; work
with your HR
consultant

May qualify; work
with your HR
consultant

No Loss in Pay

Leave Without (leave with pay, use

Pay miscellaneous
leave code 9045)

X

v/

Reasonable leave
to travel and
receive a vaccine
booster if vaccine
booster is not
offered at the
workplace; leave in
excess of 1 day
permitted in
extraordinary
circumstances

Last Updated: January 3, 2022
4









No Loss in Pay
Leave Without (leave with pay, use
Pay miscellaneous

Family and Washington Paid

Scenario Description Sick Leave Medical Leave Family and Vacation Leave Shared Leave
Act Medical Leave e el CLks)

Employer may, but

The employer is offering the
is not required to,

COVID-19 vaccine booster at

the workplace but the authorize
employee is accessing the reasonable leave
vaccine booster elsewhere with pay to travel

and receive a

12 For employees receiving V x x V V V vacc.ine booster .if
vaccination regimen, please vaccine booster is
see question #14. not offered at the

workplace; in

excess of 1 day
permitted in
extraordinary
circumstances

The employee has received
the COVID-19 immunization

and is experiencing side May qualify; May o!ualify;
13 effects V work with your  work with your V V V

HR consultant HR consultant

Created by Department of Social and Human Services, partnered Last Updated: January 3, 2022

with the Attorney General's Office and OFM State Human Resources 5










Scenario Description

Being fully vaccinated is a
condition of employment
pursuant to proclamation 21-
14.3; therefore, time to travel
and receive the vaccination
regimen must be treated as
work time. As work time,
employees must be

14 compensated for all time
spent to travel and receive the
vaccine, even if they obtain
the vaccination outside of
their normal working hours.
For booster shots, please see
question #11 and/or #12.

If an employee is exposed to
COVID-19 at the workplace,
and the employee wishes to

be tested, the agency may

treat the time to be tested as

work time. The agency may

require the employee to

15 provide the results of the test
in this circumstance. If an

employer does not choose to
consider it work time, an

employee could use

applicable leave.

No Loss in Pay
Leave Without (leave with pay, use

Family and Washington Paid

Sick Leave Medical Leave Family and Vacation Leave Shared Leave
Act Medical Leave

Pay miscellaneous
leave code 9045)

X X X X X X X

Treated as time  Treated as time  Treated as time Treated as time Treated as time Treated as time Treated as time
worked worked worked worked worked worked worked

May be treated ~ May be treated ~ May be treated May be treated  May be treated as May be treated as ~ May be treated as
as time worked  as time worked  as time worked as time worked time worked time worked time worked

Created by Department of Social and Human Services, partnered Last Updated: January 3, 2022

with the Attorney General's Office and OFM State Human Resources 6










No Loss in Pay
Leave Without (leave with pay, use
Pay miscellaneous

Family and Washington Paid

Scenario Description Sick Leave Medical Leave Family and Vacation Leave Shared Leave
Act Medical Leave e el CLks)

If an employee is exposed to
COVID-19 and the agency is x x x x x x x

requiring that the employee
16 be tested, the agency must
treat the time as work time.

Must be treated Must be treated Must be treated  Must be treated Must be treated Must be treated Must be treated as
as time worked  as time worked  as time worked as time worked as time worked as time worked time worked

Created by Department of Social and Human Services, partnered Last Updated: January 3, 2022

with the Attorney General's Office and OFM State Human Resources 7













Covid-19 Leave Request and Audit Process 11.10.20.pdf


STATE OF WASHINGTON

DEPARTMENT OF CORRECTIONS
P.O. Box 41100 « Olympia, Washington 98504-1110

November 10, 2020

TO: Appointing Authorities
FROM: Jeannie Miller, Assistant Se¢ifetary
Administrative Operations IMvision

%,/ «,M«

Todd Dowler, Director, Human Résources’

SUBJECT: Leave Audit Roles and Responsibilities

The Secondary Screening Task Force (SSTF) requests your assistance to ensure the
COVID-19 Leave Request and Audit Process is successful.

In order to ensure we have consistent interpretation of the leave guidance, the Secondary
Screening Task Force (SSTF) has developed the attached Roles and Responsibilities
document which also includes FAQs, data on multiple screenings, sample e-mail
correspondence, and a COVID-19 Leave Audit Appeal form. We will contact Appointing
Authorities who have had a high number of staff screened out to discuss this project
further.

In the meantime, I’ve included the following highlights for this request:

e Please identify operational leaders (e.g. Captain, CPM) who will facilitate meetings
with staff, should the staff question their audit results. HR and your Local Business
Advisor. (LBA) will be available to assist at these meetings.

e An audit verification process and tools have been developed and will be provided to
HR and the LBAs.

e The Secondary Screening Task Force will be responsible to review appeals of the
audit results. This process was established as an informal resolution process.

Please review the attached COVID-19 Leave Audit Resources.

If you have questions, please contact a member of the SSTF; Anita Kendall, Amy Bean, or
Dianne Doonan.

Thank you

cc: Local Business Advisors
Human Resource Managers

“Working Together for SAFER Communities”












COVID-19_AA_Leave_Guidance_Communication_09042020_REVISED.pdf


STATE OF WASHINGTON

DEPARTMENT OF CORRECTIONS
P.O. Box 41100 « Olympia, Washington 98504-1100

Jeannie Miller, Assistant Secretary Administrative Operatl%
Todd Dowler, Human Resources Dﬂ;/?/ r'f ’L/ oo

TO: Appointing Authorities

FROM:

DATE: September 4, 2020

SUBJECT: COVID-19 Leave Guidance Document — Revised

The purpose of this communication is to share revisions we have made to the DOC
COVID-19 Leave Guidance document previously published on May 21, 2020. The revision

applies to Scenario 2:

May 21, 2020 Guidance

Revised Guidance through August 16"

At the point in which someone is screened
out, they will be placed on employer paid
leave (Miscellaneous Lv 9045) until the
reconciliation of leave is completed and
appropriate leave is determined.

Scenario 2: Employees with a temperature at
100.4 or above or with COVID-19 related
symptoms that cannot be attributed to another
health condition.

Required to use their own leave (per the

applicable CBA, policy or leave laws) as

follows:

¢ Until employee has had no fever for at least
72 hours (that is three full days of no fever
without the use of medicine that reduces
fevers) AND

e Until other symptoms have improved (for
example, when employee’s cough or
shortness of breath have improved) AND

e Until at least 10 days have passed since
symptoms first appeared.

e Any additional time added to the above
will be paid leave.

Scenario 2: Employees with a temperature at
100.4 or above or with COVID-19 related
symptoms that cannot be attributed to another
health condition.

Required to use their own leave (per the

applicable CBA, policy or leave laws) until:

e The employee is symptom free, AND

e Otherwise healthy (for example, when
employee’s cough or shortness of breath
have improved), AND

e Able to report to work.

Any additional time added to the above will be
employer paid. Employee will complete leave
slips using Miscellaneous Lv 9045 within
MyPortal.

“Working Together for SAFER Communities”






https://www.doc.wa.gov/news/2020/docs/covid-19-leave-guidance-job-aid.pdf



https://www.doc.wa.gov/news/2020/docs/covid-19-leave-guidance-job-aid.pdf







COVID-19 Leave Guidance Document — Revised
September 4, 2020
Page 2

When an employee cannot work due to COVID-19 related symptoms, their absence is
covered by the employee’s own leave and will be applied in accordance with the applicable
leave laws or collective bargaining agreements. If the employee’s symptoms have resolved,
they are unable to telework, they are otherwise healthy, and the employer is preventing them
from coming to work, this absence is considered employer paid leave using Miscellaneous
Lv 9045 within MyPortal. We are utilizing employer paid leave using Miscellaneous Lv
9045 to cover this absence because it is an employer-imposed absence.

This revision will be effective immediately. Please find links to the revised COVID-19
Leave Guidance, Return to Work - Emplovee Guidance, Return to Work - Supervisor
Guidance, and a Sample Letter that will be provided to employees who were denied access
due to screening. This guidance will expire on December 31, 2020.

We are continuing to manage our response to COVID-19 and as a result, we are reviewing
and improving processes as needed. If you have questions, please work with your
supervisor and local HR office.

COVID-19 Leave Guidance
Return to Work - Employee Guidance
Return to Work - Supervisor Guidance

Sample Letter to Emplovee Denied Entry to Work due to COVID-19 Secondary
Screening between March-August 2020

“Working Together for SAFER Communities”





https://www.doc.wa.gov/corrections/covid-19/docs/leave-guidance.pdf



https://www.doc.wa.gov/corrections/covid-19/docs/leave-guidance.pdf



https://www.doc.wa.gov/corrections/covid-19/docs/return-to-work-employee-guidance.pdf



https://www.doc.wa.gov/corrections/covid-19/docs/return-to-work-supervisor-guidance.pdf



https://www.doc.wa.gov/corrections/covid-19/docs/return-to-work-supervisor-guidance.pdf



https://www.doc.wa.gov/corrections/covid-19/docs/employee-leave-audit-sample-letter.pdf



https://www.doc.wa.gov/corrections/covid-19/docs/leave-guidance.pdf



https://www.doc.wa.gov/corrections/covid-19/docs/return-to-work-employee-guidance.pdf



https://www.doc.wa.gov/corrections/covid-19/docs/return-to-work-supervisor-guidance.pdf



https://www.doc.wa.gov/corrections/covid-19/docs/employee-leave-audit-sample-letter.pdf



https://www.doc.wa.gov/corrections/covid-19/docs/employee-leave-audit-sample-letter.pdf










FinalEmployee Federal COVID Leave Verification Form_v2.docx


[bookmark: _GoBack]Families First Coronavirus Response Act Leave Request Form (for EPSL and EFML)



***Confidential Personnel Document***







NOTE: Employers are not required to use this form, but it can be used by employers to verify an employee’s request to use EFMLA and/or EPSLA. 







	                                        [insert name of employee] hereby verify:







I am requesting leave as identified below. Please check all that apply.



· Emergency federal family and medical leave (only available for childcare reason)



· Emergency federal paid sick leave







I am requesting leave for the following dates ______________________________ for the reasons listed below. Please check all that apply.







1. School/Child Care Closure



· My minor child’s school, place of care, or child care provider is unavailable due to COVID-19 and I am unable to work as a result. 



· My child(ren) are [list age/ages]: 							



· Written notice from my child’s school, place of care, or child care provider documenting the closure or unavailability due to COVID-19 will be provided. (Notice can be in the form of a letter or email to you from an employee or official of the school, place of care or child care provider; a copy of a posting on a government, school, or day care website; or a copy of a publication about the closure or transition to remote education in a newspaper.) NOTE: documentation is not required prior to beginning leave.



· No other suitable person can provide care for my child during the time I am requesting leave.



· My supervisor and I have discussed my telework options and I have determined I am able to work a reduced telework schedule.



· My supervisor and I have discussed my telework options and have agreed that there are no telework options available for me.



· I am unable to work at all due to childcare reasons and am requesting continuous leave until: 						[date]




2. Isolation/Quarantine due to Federal, State or Local Order



· I cannot perform work because of a federal, state or local quarantine or isolation order.



· Documentation of the isolation quarantine order will be provided. NOTE: documentation is not required prior to beginning leave. 







3. Isolation/Quarantine by Health Care Provider



· I have been advised by a health care provider, ______________________________, [insert name of health care provider] to self-quarantine due to concerns related to COVID-19 and as a result I am unable to work. 



Written documentation from the health care provider advising me to self-quarantine due to concerns related to COVID-19 will be provided. NOTE: documentation is not required prior to beginning leave.  



· My supervisor has confirmed there is no telework option available for me.







4. COVID-19 Symptoms and Diagnosis



· I am experiencing COVID-19 symptoms and seeking a medical diagnosis and as a result I am unable to work.



· My supervisor and I have discussed my telework abilities and I have determined I am able to work a reduced telework schedule. (Note: intermittent leave under this reason can only be used for teleworking employees, not for employees reporting to a worksite.) 



· My supervisor has confirmed there is no telework option available for me.












5. Caring for an Individual in Isolation/Quarantine due to Federal, State or Local Order



· I am caring for an individual who is subject to a federal, state, or local quarantine or isolation order related to COVID-19 and as a result I am unable to work.



· A copy of the Governor’s Stay Home-Stay Healthy Proclamation is attached.



· My supervisor and I have discussed my telework abilities and I have determined I am able to work a reduced telework schedule. (Note: intermittent leave under this reason can only be used for teleworking employees, not for employees reporting to a worksite.)



· My supervisor has confirmed there is no telework option available for me.







6. Caring for an Individual in Isolation/Quarantine by Health Care Provider



· I am caring for an individual who has been advised by a health care provider, ______________________________, [insert name of health care provider] to self-quarantine due to concerns related to COVID-19 and as a result I am unable to work.



· Written documentation from the health care provider advising the individual to self-quarantine due to concerns related to COVID-19 will be provided. NOTE: documentation is not required prior to beginning leave.



· My supervisor and I have discussed my telework abilities and I have determined I am able to work a reduced telework schedule. (Note: intermittent leave under this reason can only be used for teleworking employees, not for employees reporting to a worksite.)



· My supervisor has confirmed there is no telework option available for me.







I affirm that the foregoing is true and correct, and I understand that any misrepresentations provided as a basis for this request will be a basis for potential disciplinary action.







Dated this _________ day of ____________, 2020 at ________________, Washington.



Signature:  ___________________________



Print Name:___________________________



Updated on August 14, 2020
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COVID-19 Leave Audit Resource

COVID-19 Leave Audit Roles and Responsibilities

Who?

What?

When?

Employees

Employees were instructed in the e-mail to review their
specific situation against the new guidance and submit new
leave slips to change existing leave entries.

*The new guidance is effective for absences from March
14 forward. Leave slips are subject to audit by Human
Resources and payroll.

September 30, 2020

Supervisors

Supervisors were copied on e-mails and are responsible to
review and discuss employees leave slips against the leave
guidance and make sure they are correct.

Supervisors should work with local HR to submit leave for
employees on extended absence.

October 01, 2020

Business
Reporting Unit

Some e-mails were sent to the wrong employees.
SharePoint does not contain employee personnel number
and the data group had to assign it to be able to link it to
HRMS and Outlook. In most cases it went to a family
member and was easily corrected. E-mails were resent.

Payroll

Payroll has the responsibility for accountability. As payroll
receives new leave slips they check off each name. Follow-
up is required to account for each employee.

On-Going into
October 2020

HR / LBA

Local HR/LBA has the responsibility to implement the
approved Audit Process. Employees were told in the initial
letter that leave slips were subject to audit by HR/Payroll.

The purpose of auditing leave activity related to Covid-19
screened out absences is to provide a tangible level of
confidence that employees and supervisors are using and
applying the guidance as intended, employees have used
personal leave where appropriate, and that employer paid
leave is legitimately and judiciously used.

The sample size and criteria for inclusion will be finalized by
the end of September. It is likely to include staff who have
100% Employer Paid Leave (EPL), staff out 31+ days, staff
that have been screened out multiple times and to provide
some flexibility to add employee to the audit sample until
the required percentage is achieved.

Begins in October
2020

Operational
Manager

An Operational Manager (e.g. Captain, CPM) will facilitate
meetings with employees requesting to discuss their audit
results. The LBA and/or HR Manager will participate as
needed.

On-Going

HR

HR will work with staff receiving letters to clarify the
changes with new leave guidance.

On-Going
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AA

Appointing Authorities are to work collaboratively with the
HR Manager and LBA to design a local process to complete
the audits and communicate the result to the employees.
This should include the process going forward as well.

It is suggested that HR/LBA performs the audit and an
operational position (i.e. management level WMS) has the
conversation with the employee and supervisor to present
the results of leave audit.

On-Going

Secondary

Screening Task

Review appeals

Force The appeal process if an employee does not agree with the
decision of the audit team is to file an appeal within 7
calendar days. If An employee does not agree with the audit
team’s decision, the employee may file an appeal within 7
calendar days of being informed of the audit decision. This
appeal process is an attempt at informal resolution between
the employee and DOC regarding employee’s own leave v.
employer paid leave.

Frequently Asked Questions / Issues

Category: | Question/Issue: Answer:

Leave Slips | What if the Secondary You should be eligible for EPL if you were otherwise
Screener took multiple healthy and able to return to work although were waiting
days to get back to me? for a secondary screener to call you back.

Leave Slips | | thought March was You're correct, the agency determined employees were
considered all Employer eligible for employer paid leave for those screened out
Paid Leave? due to symptoms other than fever (at or above 100.4). In

March the secondary screening process was not matured
and we were unable to verify when employees were out
due to an illness or not.

Leave slips | Do employees have to turn | Employees were directed in the e-mail to review their
in new leave slips? personal circumstances against the new leave guidance

document and submit new manual leave slips to their
supervisors by 9/30/2020. However, as long as the
employee or supervisor communicates to payroll that
leave slips already keyed are correct then leave slips are
not required.

Leave slips | What if the employee says | Changes are likely required for several reasons.

their leave is correct? Do
they have to fill out new
leave slips?

1. The grievance settlement removed the 10 day from
symptom on-set and 72 hours without fever reducing
medications that were CDC guidance requirements
and moved to when the symptoms went away.

2. Atleast three large facilities recorded most staff
absences as all EPL. This was temporary until leave
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audit could be conducted. This process supersedes
the leave audits.

3. They were screened out due to close contact with
someone who had suspected or confirmed CoViD-19.

Leave slips | When is it important for When using FFCRA leave and for changes to leave
employees to submit leave | recorded.
slips?

If an employee was screened out and reported being
symptomatic, they have a responsibility to submit leave
for the period of time they were out until they became
symptom free according to policy 830.100 Leave and
CBA. Or employee is out asymptomatic due to a
contagious illness in accordance with the CBA which
states: Exposure of the employee to contagious disease
when attendance at work would jeopardize the health of
others.

Leave slips | What if payroll receives a If the employee submitted all EPL or the local payroll
leave slip that they think is | liaison has prior knowledge that leave submitted is not
incorrect? correct, then the employee should be added to the audit

sample. The results of the audit will be keyed into HRMS
by payroll and the employee notified by the operational
manager. Sample language is suggested below?.

Leave slips | Under the new leave Yes, all time between when an employee is screened out
guidance, is the time and to when they are contacted by a secondary screener
between when the is EPL. .
employee is screened out
and contacted by the Unless the employee had a temperature of 100.4 or
secondary screener EPL? greater then it is EOL from day 1.

Leave slips | When does an employee If an employee is denied entry for COVID-19 symptoms
have to use their own leave | (Scenario 2)- Without temperature
under scenario 2 (most EPL = Denied entry to Secondary Screener contact (SSC)
common)? EOL = After SSC and until symptoms go away

EPL = Asymptomatic and are otherwise healthy and able
March — September 3™ to RTW, although we are keeping them out of work.
(Old screening process)
With temperature 100.4 or greater:
EOL = until symptoms go away
EPL = Asymptomatic until RTW
Leave slips | When does EOL begin For employees denied entry for answering yes to one of

under the new screening
process that began on
September 4t?

(New screening process)

the screening questions, employees are required to
contact the secondary screener by the end of their shift
on the day they are denied.

The secondary screeners are calling back more quickly so
the advice remains the same that the employee is on EPL
until contacted by the secondary screener.
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Leave slips

Most of our leave slips are
coming in all EPL.

It is unlikely that employee have 100% EPL. It will happen
but it is the minority and not the majority.

Because these leave slips will likely be included in the
sample for the audit, you may want to consider an
interim step that includes having the LBA e-mail the
employee and supervisor to ensure they followed the
appropriate leave guidance. Sample language is
suggested below?.

Leave slips

Does payroll have to wait
to key the results of a leave
audit?

No, once the audit is completed and the operational
manager meets with the employee then leave will be
keyed into HRMS.

The Operational manager will notify the LBA once the
conversation is complete so that the local payroll can key
leave.

Leave slips

What if an employee
refuses to turn in new
leave slips?

The employee should be added to the audit sample. The
results of the audit will be keyed into HRMS by payroll
and the employee notified by the operational manager.
Sample language is suggested below?.

Audit

Payroll has been told not to
guestion an employee’s
leave choice and to just key
the leave slip.

The process relies on employees doing the right thing and
submitting leave based on the new leave guidance and
when they became symptom free. Although the notes in
SharePoint and those in HR are extensive, when an
employee became symptom free was not recorded in
SharePoint until the redesign occurred and was often not
available. Aslong as the supervisor has reviewed and
approved the leave slip, payroll should key the leave slips
provided.

That does not mean that those same leave slips will not
be selected for audit. That depends on the approved
criteria for inclusion in the sample.

Audits

Is there a standard format
for the audits?

Yes, there will be a standard format used to document
the leave reconciliation.

Audit

Who does the audits?

HR and the LBA should work together to devise a plan to
get the audits done. There may be some assistance that
the SSTF Team can provide. HR has done a good job of
tracking and gathering information regarding employee’s
absences which can be used to augment the data in
SharePoint.

Audit

Who notifies the employee
of the results of the audit?

The Appointing Authority will appoint an operational
manager and assign the responsibility to meet with the
employee and deliver the audit results.

Audit

What if the employee does
not agree with the audit
results?

The employee will have 7 calendar days to file an appeal
using the COVID-19 Leave Audit Appeal Form. The form
will be turned into HR who will forward to the Secondary
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Screening Task force using the COVID-19 Payroll box in
Outlook.

This process was designed to allow for independent
review and to avoid these appeals using the grievance
process.

Audit What criteria puts an 1. Leaveis 100% EPL or
employee in the audit 2. Multiple absences out on EPL or
sample? 3. Absence are 31-days or more.

Audit What if the secondary Scenario 1 from the leave guidance: after three
screener was unable to unsuccessful attempts by the medical professional to
contact the employee reach the employee, the date of the 3™ attempt ends
during all three attempts? employer paid leave and begin unauthorized LWOP.

Leave What leave is charged Employee’s personal leave: Sick, Vacation in lieu of sick,
when the employee is not or FFCRA.
sick but their family
member is sick?

Leave What types of leave is Employee’s personal leave: Sick, Vacation in lieu of sick,
available when employee is | or FFCRA.
sick with COVID-19 and is
seeking a diagnosis?

Additional | Where do | go for further You may email the COVID-19 Payroll box with any

Questions questions? questions.
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1. Sample language for All EPL:

Date:

Sent to: Employee and supervisor

From: LBA, HR or Operational Manager (Local Decision)

Subject: IMPORTANT COVID-19 Leave Slips — Employer Paid Leave

Content: Dear employee, payroll has received leave requests for your absence related to active

screening related to COVID-19. These leave requests indicate a request for all employer paid leave. It is
likely that changes are necessary because:

e Employees are responsible to request personal leave (including FFCRA leave) for all time they
are symptomatic once contacted by the secondary screener.

Although it does happen, 100% Employer paid leave should be rare. You are encouraged to review your
leave again and submit requests for time that you are symptomatic. Please complete new leave requests
by October xx, 2020 (recommend Insert date 7 calendar days from the date of the letter). Thank you.

2. Sample language for refusal to submit leave slips:

Date:

Sent to: Employee and supervisor

From: LBA, HR or Operational Manager (Local Decision)
Subject: IMPORTANT COVID-19 Leave Slips — Employer Paid Leave

Content: Dear employee, payroll has not received new leave requests for your absence related to
COVID-19, which was due on 9/30/20. Please remember that employees are responsible to request
personal leave (including FFCRA leave) for all time they are symptomatic once contacted by the
secondary screener.

Please respond to this email indicated your leave was reviewed and you believe accurate no later
than seven (7) calendar days from date of this memo.

Thank you for your prompt attention to this matter.
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Employee Screened out Multiple Times:

|Location

Number staff screened out

Count of EmployeeNumber Column Labels -T

Row Labels ~ 2times 3Times 4Times 5Times 6 Times Grand Total
AHCC 51 6 2 2 61
CBCC 22 1 23
CCcc 9 9
Cl 2 2
CRCC 129 28 6 2 165
East Section 1 10 2 12
East Section 2 14 4 18
HQ 4 4
King County 18 1 19
LCC 13 1 1 15
Maplelane 3 1 1 5
MCC 113 24 9 147
MCCCW 6 3 9
MIS 2 2
NW REGION 9 13
OCC 6 1 7
Pierce County 10 10
SCCC 41 8 49
SW REGION 4 3 7
SWR Section 7 6 1 7
WCC 66 9 6 81
WCCW 67 19 2 1 89
WSP 135 47 20 4 207
Grand Total 740 161 48 10 961
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Appeal of COVID-19 Leave Audit

The Appeal process for an employee who was provided the results of a leave audit and does not agree
with the findings is to submit this COVID-19 Leave Audit Appeal form within 7 calendar days to the Local
Human Resources Office. The appeal will be reviewed by a member of the Secondary Screening Task
Force and decision provided in writing.

Please be advised that the Secondary Screening Task Force will have full access to all of the data and
information that was used in the original audit and will consider the information that you provide below.

Appeal Information:

Date of Audit Meeting:

Work Location:

Employee Name:

Employee Phone Number:

Supervisor Name:

Supervisor Phone Number:

Please answer the following questions regarding your appeal (attach additional information if necessary):

1. What additional information do you want the SSTF to consider in your appeal?

2.  Why do you believe your audit is incorrect? Please describe what dates and incorrect and why
you believe they are incorrect. If you have additional documentation, please include with your
appeal.

Turn into local HR within 7 calendar days

8|Page










COVID-19 Leave Audit Resource

Summary for Appointing Authority Communication:

The Secondary Screening Task Force (SSTF) requests your assistance to ensure the COVID-19
Leave Request and Audit Process is successful.

In order to ensure we have consistent interpretation of the leave guidance, the SSTF has
developed the attached Roles and Responsibilities document which also includes FAQ, data on
multiple screening, sample e-mail correspondence, and a COVID-19 Leave Audit Appeal form.

We will contact Appointing Authorities who have had a high number of staff screen out to
discuss this project further.

In the meantime, I've included the following highlights for this request:

e Please identify operational leaders (e.g. Captain, CPM) who will facilitate meetings with
staff, should the staff question their audit results. HR and your Local Business Advisor.
(LBA) will be available to assist at this meetings.

e An audit verification process and tools have been developed and will be provided to HR
and the LBAs.

e The Secondary Screening Task Force will be responsible to review appeals of the audit
results. This process was established as an informal resolution process.

Please review the attached COVID-19 Leave Audit Resources. If you have questions,
please contact me or a member of the SSTF. Thank you.
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RE F-23-031 D. Marichalar (Office Assistant 3 HS WSP).msg

RE: F-23-031 D. Marichalar (Office Assistant 3 HS WSP)


			From


			Hardcastle, Jean O. (DOC)


			To


			Walker, Michelle D. (DOC)


			Recipients


			mdwalker1@DOC1.WA.GOV





Hello Michelle,





Yes he is being paid with exception to the dates in which he is submitting LWOP.





The 1.0 hour of LWOP for 2/13/2023 was submitted late and is an overpayment in addition to the time period of the investigation.








 








Jean Hardcastle


Department of Corrections - Agency Payroll Officer


Phone (360) 890-0304


Fax (360) 586-6006


Mail Stop 41145





CONFIDENTIALITY NOTICE:


This message (including any attachments) may contain confidential, proprietary, privileged and/or private information. The information is intended to be for the use of the individual or entity designated above. If you are not the intended recipient of this message, please notify the sender immediately, and delete the message and any attachments. Any disclosure, reproduction, distribution or other use of this message or any attachments by an individual or entity other than the intended recipient is prohibited.








_____________________________________________
From: Walker, Michelle D. (DOC) <mdwalker1@DOC1.WA.GOV> 
Sent: Thursday, March 23, 2023 2:27 PM
To: Hardcastle, Jean O. (DOC) <johardcastle@DOC1.WA.GOV>
Subject: F-23-031 D. Marichalar (Office Assistant 3 HS WSP)








Is this employee being paid?  If not, when was his last paycheck?   Thanks!  





(SAO Fraud Case) 








Michelle Walker


Director Audits/Ethics Administrator


Can be reached via Teams, Email, or cell (360) 480-2765











ATT61268.unknown
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SAO
Master Redaction Code Listing

(Not All Codes Used For Every Request)

Code

Brief Explanatory Description

Statue/Rule/Case

Personal Information:

[1]

Bank Account Information - Credit card numbers, debit
card numbers, electronic check numbers, card expiration
dates, or bank or other financial account numbers, except
when disclosure is expressly required by or governed by
other law.

The redacted information is a bank account number.

42.56.230(5)

[2]

Social Security Number of persons who are not public
employees or public clients. The Privacy Act of 1974
evinces Congress’ intent that social security numbers are a
private concern.

The redacted information is a social security number.

5 U.S.C. sec. 552(a);
RCW 42.56.070(1); RCW
42.56.250(4)

[3]

Personal Information in any files maintained for students in
public schools, patients or clients of public institutions or public
health agencies, or welfare recipients;

The redacted information is a personal information.

RCW 42.56.230(1)

Employee Information:

[4]

Employee Social Security Number. The Privacy Act of
1974 evinces Congress’ intent that social security numbers
are a private concern.

The following information held by any public agency in
personnel records, public employment related records,
volunteer rosters, or included in ang mailing list of
emcFonees or volunteers of any public agency: Residential
addresses, residential telephone numbers, personal
wireless telephone numbers, personal electronic mail
addresses, social security numbers, driver's license
numbers, identicard numbers, and emergency contact
information of employees ... of a public agency, and the
names, dates of birth, residential addresses, residential
telephone numbers, personal wireless telephone numbers,
personal electronic mail addresses, social security
numbers, and emergency contact information of
dependents of employees ... of a public agency.

The redacted item is an employee social security number.

5U.S.C. sec. 552%a);
RCW 42.56.070(1

RCW 42.56.250(4)

[3]

Employee Residential Address

The following information held by any public agency in
personnel records, public employment related records,
volunteer rosters, or included in any mailing list of
eménloyees or volunteers of any public agency: Residential
addresses, residential telephone numbers, personal
wireless telephone numbers, personal electronic mail
addresses, social security numbers, driver's license
numbers, identicard numbers, and emergency contact
information of employees ... of a public agency, and the
names, dates of birth, residential addresses, residential

42.56.250(4)
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Master Redaction Code Listing
(Not All Codes Used For Every Request)

telephone numbers, personal wireless telephone numbers,
personal electronic mail addresses, social security
numbers, and emergency contact information of
dependents of employees ... of a public agency.

The redacted information is an employee address.

[6]

Employee Personal Wireless Telephone Numbers

The following information held by any public agency in
personnel records, public employment related records,
volunteer rosters, or included in ang mailing list of
employees or volunteers of any public agency: Residential
addresses, residential telephone numbers, personal
wireless telephone numbers, personal electronic mail
addresses, social securit% numbers, driver's license
numbers, identicard numbers, and emergency contact
information of employees ... of a public agency, and the
names, dates of birth, residential addresses, residential
telephone numbers, personal wireless telephone numbers,
personal electronic mail addresses, social security
numbers, and emergency contact information of
dependents of employees ... of a public agency.

The redacted information is an employee wireless telephone
number.

42.56.250(4)

[7]

Employee Birth Date

The following information held by any public agency in
personnel records, public employment related records,
volunteer rosters, or included in ang mailing list of
employees or volunteers of any public agency: Residential
addresses, residential telephone numbers, personal
wireless telephone numbers, personal electronic mail
addresses, social security numbers, driver's license
numbers, identicard numbers, and emergency contact
information of employees ... of a public agency, and the
names, dates of birth, residential addresses, residential
telephone numbers, personal wireless telephone numbers,
personal electronic mail addresses, social security
numbers, and emergency contact information of
dependents of employees ... of a public agency.

The redacted information is an employee birth date.

42.56.250(4)

[8]

Employee Personal Email Address

The following information held by any public agency in
personnel records, public employment related records,
volunteer rosters, or included in ang mailing list of
employees or volunteers of any public agency: Residential
addresses, residential telephone numbers, personal
wireless telephone numbers, personal electronic mail
addresses, social securit% numbers, driver's license
numbers, identicard numbers, and emergency contact
information of employees ... of a public agency, and the
names, dates of birth, residential addresses, residential
telephone numbers, personal wireless telephone numbers,
personal electronic mail addresses, social security

42.56.250(4)
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numbers, and emergency contact information of
dependents of employees ... of a public agency.

The redacted information is an employee email address.

[9]

Employee Driver License Number

The following information held by any public agency in
personnel records, public employment related records,
volunteer rosters, or included in any mailing list of
emcFonees or volunteers of any public agency: Residential
addresses, residential telephone numbers, personal
wireless telephone numbers, personal electronic mail
addresses, social security numbers, driver's license
numbers, identicard numbers, and emergency contact
information of employees ... of a public agency, and the
names, dates of birth, residential addresses, residential
telephone numbers, personal wireless telephone numbers,
personal electronic mail addresses, social security
numbers, and emergency contact information of
dependents of employees ... of a public agency.

The redacted information is an employee driver license
number.

42.56.250(4), RCW
42.56.050,

[10]

Employee Dependent (children or spouse) Names

The following information held by any public agency in
personnel records, public employment related records,
volunteer rosters, or included in ang mailing list of
employees or volunteers of any public agency: Residential
addresses, residential telephone numbers, personal
wireless telephone numbers, personal electronic mail
addresses, social securit% numbers, driver's license
numbers, identicard numbers, and emergency contact
information of employees ... of a public agency, and the
names, dates of birth, residential addresses, residential
telephone numbers, personal wireless telephone numbers,
personal electronic mail addresses, social security
numbers, and emergency contact information of
dependents of employees ... of a public agency.

The redacted information is the name of a dependent child
or spouse of employee.

42.56.250(4)

[11]

Employee Dependent (children or spouse) Address
The following information held by any public agency in
personnel records, public employment related records,
volunteer rosters, or included in ang mailing list of
employees or volunteers of any public agency: Residential
addresses, residential telephone numbers, personal
wireless telephone numbers, personal electronic mail
addresses, social securit% numbers, driver's license
numbers, identicard numbers, and emergency contact
information of employees ... of a public agency, and the
names, dates of birth, residential addresses, residential
telephone numbers, personal wireless telephone numbers,
personal electronic mail addresses, social security
numbers, and emergency contact information of
dependents of employees ... of a public agency.

42.56.250(4)
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The redacted information is an employee dependent
address.

Security:

[12]

Information regarding the infrastructure and security of
computer and telecommunications networks.

Information may include security passwords, security
access codes and programs, access codes for secure
software applications, security and service recovery plans,
security risk assessments, and security test results to the
extent that they identify specific system vulnerabilities, and
other such information the release of which may increase
risk to the confidentiality, integrity, or availability of agency
security, information technology infrastructure, or assets.

The redacted information contains security risk
assessments and test results.

RCW 42.56.420(1); RCW
42.56.420(4)

Applicant Information:

[13]

Employment Applicant’s Name - Applications for public
employment, including names of applicants, resumes and
other related materials submitted with respect to an applicant
are exempt from disclosure.

The redacted information is the applicant’'s name.

RCW 42.56.250(2) and
RCW 42.56.050.

[14]

Employment Applicant’s Telephone Number -
Applications for public employment, including names of
applicants, resumes and other related materials submitted
with respect to an applicant are exempt from disclosure.

The redacted information is the applicant’s personal
telephone number.

RCW 42.56.250(2) and
RCW 42.56.050.

[15]

Employment Applicant’s Date of Birth - Applications for
public employment, including names of applicants, resumes
and other related materials submitted with respect to an
applicant are exempt from disclosure.

The redacted information is the date of birth.

RCW 42.56.250(2) and
RCW 42.56.050.

PUD Records:

[16]

Public Utility & Transportation Exemptions

Residential addresses and phone numbers in public utility
records.

42.56.330(2)
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The information redacted is either a residential address or
phone number of a PUD client.

Student Information:

[17] Student Name

Personal information in any files maintained for students in
public schools, patients or clients of public institutions or
public health agencies, or welfare recipients;[RCW
42.56.230(1)]

20 U.S.Code 1232g(b)(1), states in part:

No funds shall be made available under any applicable
program to any education agency or institution which has a
policy or practice of permitting the release of education
records (...) of students without the written consent of their
parents to any individual, agency, or organization, other ...

The redacted information is the student’s name.

See RCW 42.56.070(1);
RCW 42.56.050; RCW
42.56.230(1); and 20 U.S.C.
§ 1232g Family education
and privacy rights.

[18] Student ID/Identifier

Personal information in any files maintained for students in
public schools, patients or clients of public institutions or
public health agencies, or welfare recipients;[RCW
42.56.230(1)]

20 U.S.Code 1232g(b)(1), states in part:

No funds shall be made available under any applicable
program to any education agency or institution which has a
policy or practice of permitting the release of education
records (...) of students without the written consent of their
parents to any individual, agency, or organization, other ...

The redacted information is the student ID number or other
number identifier.

See RCW 42.56.070(1);
RCW 42.56.050; RCW
42.56.230(1); and 20 U.S.C.
§ 1232g Family education
and privacy rights.

[19] Student Birth Date/Age

Personal information in any files maintained for students in
public schools, patients or clients of public institutions or
public health agencies, or welfare recipients;[RCW
42.56.230(1)]

20 U.S.Code 1232g(b)(1), states in part:
No funds shall be made available under any applicable

program to any education agency or institution which has a
policy or practice of permitting the release of education

See RCW 42.56.070(1);
RCW 42.56.050; RCW
42.56.230(1); and 20 U.S.C.
§ 1232g Family education
and privacy rights.
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records (...) of students without the written consent of their
parents to any individual, agency, or organization, other ...

The redacted information is the student’s birthdate or age.

[20]

Student Gender

Personal information in any files maintained for students in
public schools, patients or clients of public institutions or
public health agencies, or welfare recipients;[RCW
42.56.230(1)]

20 U.S.Code 1232g(b)(1), states in part:

No funds shall be made available under any applicable
program to any education agency or institution which has a
policy or practice of permitting the release of education
records (...) of students without the written consent of their
parents to any individual, agency, or organization, other ...

The redacted information is the student’s gender.

See RCW 42.56.070(1);
RCW 42.56.050; RCW
42.56.230(1); and 20 U.S.C.
§ 1232g Family education
and privacy rights.

[21]

Student Grade

Personal information in any files maintained for students in
public schools, patients or clients of public institutions or
public health agencies, or welfare recipients;[RCW
42.56.230(1)]

20 U.S.Code 1232g(b)(1), states in part:

No funds shall be made available under any applicable
program to any education agency or institution which has a
policy or practice of permitting the release of education
records (...) of students without the written consent of their
parents to any individual, agency, or organization, other ...

The redacted information is the student’s grade.

See RCW 42.56.070(1);
RCW 42.56.050; RCW
42.56.230(1); and 20 U.S.C.
§ 1232g Family education
and privacy rights.

[22]

Student Address

Personal information in any files maintained for students in
public schools, patients or clients of public institutions or
public health agencies, or welfare recipients;[RCW
42.56.230(1)]

20 U.S.Code 1232g(b)(1), states in part:

See RCW 42.56.070(1);
RCW 42.56.050; RCW
42.56.230(1); and 20 U.S.C.
§ 1232g Family education
and privacy rights.
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No funds shall be made available under any applicable
program to any education agency or institution which has a
policy or practice of permitting the release of education
records (...) of students without the written consent of their
parents to any individual, agency, or organization, other ...

The redacted information is the student’s home address.

Taxpayer Information:

[23]

Tax Information - RCW 82.32.330 Disclosure of return or
tax information, states in part:

(1)(c) “Tax Information” states in part, “nothing in this
chapter requires any person possessing data, material, or
documents made confidential and privileged by this section
to deleted information from such data, material, or
documents so as to permit its disclosure[.]”

(1)(e) “Taxpayer identity: means the taxpayer’'s name, . . .
or any other information disclosing the identity of the
taxpayer; (2) Returns and tax information are confidential
and privileged, and except as authorized by this section,
neither the department of revenue nor any other person
may disclose any return or tax information;

The redacted information is information that would identify
the taxpayer and is therefore exempt from disclosure.

RCW 82.32.330;
RCW 42.56.070(1)

[24]

Tax Information.

The redacted information is information that would identify
the taxpayer and is therefore exempt from disclosure.

The redacted information is either a UBI or TIN number.

RCW 51.16.070; RCW
42.56.230; RCW 42.56.250

Whistleblower |

nformation:

[25]

Whistleblower Information. RCW 42.40.040(2), states in
part:

Subiject to subsection (5)(c) of this section, the identity or
identifying characteristics of a whistleblower is confidential
at all times unless the whistleblower consents to disclosure
by written waiver or by acknowledging his or her identity in
a claim against the state for retaliation.

The redacted information contains the name, phone
number, address or email address, position and or state
agency name that would reveal the identity of the
whistleblower.

RCW 42.40.040(2);
RCW 42.56.070(1)
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[26]

Whistleblower Information. RCW 42.40.040(2), states in
part:

Subiject to subsection (5)(c) of this section, the identity or
identifying characteristics of a whistleblower is confidential
at all times unless the whistleblower consents to disclosure
by written waiver or by acknowledging his or her identity in
a claim against the state for retaliation.

The redacted information contains information that is
specific enough to reveal the identity of the whistleblower.

RCW 42.40.040(2);
RCW 42.56.070(1)

[27]

Witness Information. RCW 42.40.040(2), states in part:
In addition, the identity or identifying characteristics of any
person who in good faith provides information in an
investigation under this section is confidential at all times,
unless the person consents to disclosure by written waiver
or by acknowledging his or her identity as a withess who
provides information in an investigation.

The redacted information contains the name, phone
number, address or email address, position and or state
agency name that would reveal the identity of a witness.

RCW 42.40.040(2);
RCW 42.56.070(1)

[28]

Witness Information. RCW 42.40.040(2), states in part:
In addition, the identity or identifying characteristics of any
person who in good faith provides information in an
investigation under this section is confidential at all times,
unless the person consents to disclosure by written waiver
or by acknowledging his or her identity as a withess who
provides information in an investigation.

The redacted information contains information that is
specific enough to reveal the identity of the witness.

RCW 42.40.040(2);
RCW 42.56.070(1)

Attorney/Client:

[29]

Attorney Client Privilege.

Communication from attorney to client for the purpose of
providing legal advice. Alternatively, communications from
client to attorney for the purpose of obtaining legal advice.

The redacted information is legal advice.

RCW 42.56.070(1); RCW
5.60.060(2)(a)

Miscellaneous:

[30]

Employment and licensing.

(4) The following information held by any public agency in
personnel records, public employment related records,
volunteer rosters, or included in any mailing list of
employees or volunteers of any public agency: Residential
addresses, residential telephone numbers, personal

wireless telephone numbers, personal email addresses,

RCW 42.56.250(4)

Page 8 of 12








SAO
Master Redaction Code Listing

(Not All Codes Used For Every Request)

social security numbers, driver's license numbers,
identicard numbers, and emergency contact information of
employees or volunteers of a public agency, and the
names, dates of birth, residential addresses, residential
telephone numbers, personal wireless telephone numbers,
personal email addresses, social security numbers, and
emergency contact information of dependents of
employees or volunteers of a public agency.

The redacted information contains identifying information
such as identicard numbers.

[31]

Vehicle Registration Information.

Each agency, in accordance with published rules, shall
make available for public inspection and copying all public
records, unless the record falls within the specific
exemptions of subsection (8) of this section, this chapter, or
other statute which exempts or prohibits disclosure of
specific information or records. To the extent required to
prevent an unreasonable invasion of personal privacy
interests protected by this chapter, an agency shall delete
identifying details in a manner consistent with this chapter
when it makes available or publishes any public record;
however, in each case, the justification for the deletion shall
be explained fully in writing.

The redacted information contains all information listed on
a vehicle registration.

18 U.S.C. §§2721,272(3);
RCW 42.56.070(1)

[32]

Vessel Information.
Disclosure of names and addresses of individual vehicle

and vessel owners.

The redacted information contains all information listed on
a vessel registration.

RCW 42.12.635

[33]

Investigative, law enforcement, and crime victims.
Information revealing the identity of persons who are
witnesses to or victims of crime or who file complaints with
investigative, law enforcement, or penology agencies, other
than the commission, if disclosure would endanger any
person's life, physical safety, or property.

The redacted information contains any information
revealing the persons involved.

RCW 42.56.240(2)
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[34]

Agency party to controversy.

Records that are relevant to a controversy to which an
agency is a party but which records would not be available
to another party under the rules of pretrial discovery for
causes pending in the superior courts are exempt from
disclosure under this chapter.

The communications involve an active lawsuit and are
communications from the Attorney General’s Office.

RCW 42.56.290

[35]

Invasion of Privacy.

A person's "right to privacy," "right of privacy," "privacy," or
"personal privacy," as these terms are used in this chapter,
is invaded or violated only if disclosure of information about
the person: (1) Would be highly offensive to a reasonable
person, and (2) is not of legitimate concern to the public.
The provisions of this chapter dealing with the right to
privacy in certain public records do not create any right of
privacy beyond those rights that are specified in this
chapter as express exemptions from the public's right to
inspect, examine, or copy public records.

The redacted information would be an invasion of privacy.

RCW 42.56.050

DSHS Client Records

[36]

Client Name.

In addition, a DSHS Client file contains information
protected by Health Insurance Portability and Accountability
Act of 1996 (HIPAA) which must be de-identified pursuant
to 45 CFR 164.514(b)(2)(i)(A).

The redacted information is a DSHS client name.

RCW 42.56.230(1), RCW
74.04.060(1), RCW
42.56.070(1), and 42
U.S.C. 1320d - d-9.

[37]

Client Phone Number.
In addition, a client file contains information protected by

HIPAA which must be de-identified pursuant to 45 CFR
164.514(b)(2)(i)(G).

The redacted information is a DSHS client Phone #.

RCW 74.04.060(1), RCW
42.56.070(1), RCW
42.56.230(1); and 42
U.S.C. 1320d - d-9.

[38]

Client Address.

RCW 74.04.060(1), RCW
42.56.070(1), RCW
42.56.230(1); and 42
U.S.C. 1320d - d-9.

Page 10 of 12








SAO
Master Redaction Code Listing

(Not All Codes Used For Every Request)

In addition, a client file contains information protected by
HIPAA which must be de-identified pursuant to 45 CFR
164.514(b)(2)(i)(G).

The redacted information is a DSHS client Address.

[39] Client Social Security Number. 42 USC §
405(c)(2)(C)(viii)(I); RCW
Social security account numbers and related records (tax 42.56.070(1)
ID numbers) that are obtained or maintained by authorized
persons under law are confidential and no authorized
person shall disclose any social security account number or
related record (tax ID numbers)
The redacted information is a client Social Security number.
[40] Client Date of Birth. RCW 74.04.060(1),
RCW 42.56.070(1),
In addition, a client file contains information protected by RCW 42.56.230(1); and
HIPAA which must be de-identified pursuant to 45 CFR o
164.514(b)(2)(i)(G). 42 U.S.C. 1320d - d-9.
The redacted information is a client DOB.
[41] Client ID #. RCW 74.04.060(1),
RCW 42.56.070(1),
In addition, a client file contains information protected by RCW 42.56.230(1); and
HIPAA which must be de-identified pursuant to 45 CFR 49 13204 - d-
164.514(b)(2)(i)(G). U.S.C. 1320d - d-9.
The redacted information is a client ID #
Contracting:
[42] Competitive bidding—Written protests—Notice of RCW 39.04.105

contract execution.

(1) Within two business days of the bid opening on a public works project that is
the subject of competitive bids, the municipality must provide, if requested by a
bidder, copies of the bids the municipality received for the project. The
municipality shall then allow at least two full business days after providing bidders
with copies of all bids before executing a contract for the project. Intermediate
Saturdays, Sundays, and legal holidays are not counted.

(2) When a municipality receives a written protest from a bidder for a public works
project that is the subject of competitive bids, the municipality must not execute a
contract for the project with anyone other than the protesting bidder without first
providing at least two full business days' written notice of the municipality's intent
to execute a contract for the project; provided that the protesting bidder submits
notice in writing of its protest no later than:

(a) Two full business days following bid opening, if no bidder requested
copies of the bids received for the project under subsection (1) of this section; or
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(b) Two full business days following when the municipality provided
copies of the bids to those bidders requesting bids under subsection (1) of this
section. Intermediate Saturdays, Sundays, and legal holidays are not counted.

The redacted information is vendor proprietary information.

[43]

Financial, Commercial and Proprietary Information.

The redacted information is vendor proprietary information.

RCW 42.56.270(11)(a)
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Teamsters CBA


			From


			Hardcastle, Jean O. (DOC)


			To


			Gross, Carol (SAO); Martin, Juline E. (DOC); Walker, Michelle D. (DOC); Bills, Scott (SAO)


			Recipients


			grossc@sao.wa.gov; jemartin@DOC1.WA.GOV; mdwalker1@DOC1.WA.GOV; billss@sao.wa.gov





Hello,





Here is the link to the Teamster CBA in its entirety.  This is on the OFM Website.  Below I have inserted the language pertaining to leave requests and I added one additional article 21.8 that may be of interest or importance.





Teamsters 117 DOC Only





Vacation Leave





21.6 Vacation Selection 


Beginning January 2 of each calendar year, employees will be scheduled a time, based on seniority, to select up to three (3) segments of available vacation leave during the time period of April 1 through March 31. A “segment” is one (1) or more contiguous days of vacation leave. No segment shall include more than ten (10) consecutive days of vacation leave in June, July, and/or August, provided that an employee may select contiguous segments of vacation leave. Each employee will be guaranteed one (1) scheduled workweek of vacation leave if requested as one of their segments. 


Off-shift times to select a vacation will not be considered as “time worked” for purposes of computing callback or overtime. If an employee is unable to be present during their scheduled time they may make their choice by telephone, email, or another individual with written documentation of designation, may select a vacation segment(s) for the employee. If the employee fails to select their vacation during their assigned time, the Employer may proceed with scheduling. The employee will be provided an opportunity to select their segment(s) at a later date when they are available. The Employer will publish the vacation schedule by March 1, after considering requests, as well as Agency program needs. Employees will complete a Leave Request Form no less than thirty (30) days prior to any approved vacation segment taken.





21.7 Supplemental Requests 


Nothing in the above paragraphs will preclude the right of an employee to request vacation leave or their personal holiday at any time. The Employer will consider said request in relation to authorized relief, program needs and the existing published vacation schedule, all of which will take precedence. These requests will be resolved on a first-come, first-served basis. Employees will complete a Leave Request Form for any such vacation leave taken immediately upon their return to work.





21.8 Adequate Leave 


Employees will not request or be authorized to take scheduled vacation leave if they do not have sufficient vacation leave to cover such absence when the leave commences.








Sick Leave





23.10 Leave Request Form After Absence 


Employees will complete a Leave Request form for any leave taken. When the reason for the absence is unexpected and precludes prior written approval, requests will be submitted immediately upon returning to work. The employee will state the general reason or circumstance for leave requested on the form.











FYI, our Leave Policy is specific to Non-Represented employees.





 





See C. on page 2 and number 2. and 3. on Page 3 








Please let me know if there is anything else I can provide to assist.





Thank you,





Jean Hardcastle


Department of Corrections - Agency Payroll Officer


Phone (360) 890-0304


Fax (360) 586-6006


Mail Stop 41145





CONFIDENTIALITY NOTICE:


This message (including any attachments) may contain confidential, proprietary, privileged and/or private information. The information is intended to be for the use of the individual or entity designated above. If you are not the intended recipient of this message, please notify the sender immediately, and delete the message and any attachments. Any disclosure, reproduction, distribution or other use of this message or any attachments by an individual or entity other than the intended recipient is prohibited.
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REFERENCES:

DOC 100.100 is hereby incorporated into this policy; RCW 26.50.010; RCW 38.40.060; RCW
49.76; RCW 73.16; WAC 296-128-660; WAC 357-01; WAC 357-28; WAC 357-31; WAC 357-
46; DOC 830.030 Shared Leave; DOC 830.120 Family and Medical Leave

POLICY:

l. Paid time off work is a benefit provided to employees and offers financial protection in
the event of personal or family illness. Employees are encouraged to judiciously use
their accrued leave options in a manner that best protects them from the risk of any
financial loss associated with unexpected and/or extended absences from work.

Il. The Department will provide and administer leave in accordance with applicable state
civil service rules and federal and state laws.

DIRECTIVE:
l. General Requirements

A. Employees are expected to maintain reliable attendance and report to work on
time and as scheduled. Employees will notify their supervisors in the event of
unexpected needs that cause absence, lateness, or the need to leave work early.

B. Leave requests, use, and approvals will comply with WAC 357-31. Employees
may be required to provide verification for the request.

C. Leave requests will be submitted using DOC 03-407 Leave Request or through
Washington State’s approved Human Resources application (e.g., MyPortal), as
applicable. Supervisors/designees will consider the needs of employees when
granting requests but may require that leave be taken when it will least interfere
with work requirements.

1. Types of leave include, but are not limited to:

Sick leave,

Vacation leave,

Personal holiday,

Shared leave,

Family and Medical Leave (FML), including Paid FML,
Civil duty leave,

Military leave,

Leave without pay,

Time loss due to job-related injury or illness,
Compensatory time,

S@~oo0oTp

— —






http://apps.leg.wa.gov/RCW/default.aspx?cite=26.50.010



http://apps.leg.wa.gov/RCW/default.aspx?cite=38.40.060



http://apps.leg.wa.gov/RCW/default.aspx?cite=49.76



http://apps.leg.wa.gov/RCW/default.aspx?cite=49.76



http://apps.leg.wa.gov/RCW/default.aspx?cite=73.16



https://app.leg.wa.gov/wac/default.aspx?cite=296-128-660



http://apps.leg.wa.gov/WAC/default.aspx?cite=357-01



http://apps.leg.wa.gov/WAC/default.aspx?cite=357-28



http://apps.leg.wa.gov/WAC/default.aspx?cite=357-31



http://apps.leg.wa.gov/WAC/default.aspx?cite=357-46



http://apps.leg.wa.gov/WAC/default.aspx?cite=357-46







APPLICABILITY

STATE OF WASHINGTON
DEPARTMENT WIDE
DEPARTMENT OF CORRECTIONS | (007 oo ied Only
REVISION DATE PAGE NUMBER NUMBER
4/12/21 3ofll DOC 830.100
TITLE

POLICY LEAVE

K. Bereavement leave, and
l. Exchange time.

2. Requests will be submitted in advance when the absence is anticipated.

3. When the reason for absence is unexpected and prohibits advance

approval, regardless of the reason for the absence or type of leave taken,
the employee will:

a. Promptly report the absence and the anticipated return date to the
supervisor/designee as soon as the employee is aware of the need
to be absent, but no later than the first day of the absence, and
each day thereafter, unless approved by the supervisor/designee.

1) If in a position for which a relief replacement is necessary,
the employee will notify the supervisor/designee of the
absence at least 2 hours before the employee’s scheduled
time to report to work.

b. Submit leave requests no later than the beginning of the first day
back to work.

C. State the general reason for the leave when reporting the absence
and when submitting the leave request.

4, An employee’s failure to submit leave requests within the appropriate pay

period may result in leave without pay.

Employees will use any accrued compensatory time before using vacation leave,
unless doing so would result in the loss of accrued vacation leave.

Requests for vacation leave, sick leave, compensatory time, or personal holiday
should be approved/denied by the appropriate supervisor/designee within 7 days
of the date the request was submitted. If the request is submitted less than 7
days before the effective date, the supervisor/designee will approve/deny the
request at least one day before the requested day of leave.

The Appointing Authority/designee will approve/deny all other leave requests.
The employee may request status information within 15 days from the date the
request was submitted and will receive a reason for any denials.

The supervisor/designee will monitor leave usage. An employee’s unscheduled
leave use, except paid sick leave and/or legally protected leave (e.g., FML), may
be addressed as a performance issue by the supervisor/designee and/or
Appointing Authority.
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Employees may be eligible to participate in the shared leave program per DOC
830.030 Shared Leave.

Employees who may be eligible for FML, including paid FML, should review DOC
830.120 Family and Medical Leave and/or consult with their local Human
Resources Office.

1. Employees eligible for Paid FML may be allowed to use accrued leave as
a supplemental benefit per WAC 357-31-248.

. Vacation Leave

A.

Requests for vacation leave will be approved in advance, unless used in lieu of
sick leave, to respond to a family care emergency as defined by this policy, or for
an emergency health condition.

1. Supervisors/designees will approve the use of accrued vacation leave for
any reason listed in WAC 357-31-200. Approval may be subject to
verification that the condition or circumstance exists.

2. Use of vacation leave in lieu of sick leave is subject to the sick leave
provisions.

Employees will ensure they have accrued sufficient vacation leave to cover their
request. Employees may not use vacation leave in advance of its accrual.

Vacation leave accumulated may not exceed the maximum balance of 240
hours, except as follows:

1. Leave accumulated above the 240 hours maximum may be used until the
next anniversary of the employee’s state service date. Any excess leave
not used by that date will be lost and cannot be restored.

2. If the employee is close to the maximum and is denied vacation leave, the
employee may submit a written statement of necessity for excess vacation
leave through Human Resources to request to defer vacation leave
accrual. Requests will be approved/denied by the Appointing Authority
and documented in the employee’s personnel file.

a. If approved by the Appointing Authority, the employee’s vacation
leave accrual will be deferred for each month the request for
vacation leave is postponed. The employee must use the deferred
leave by the next anniversary of the state service date.
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V.

b. Only leave that the employee has not accrued as of the date the
request is submitted will be deferred. Any excess leave accrued
will not be deferred, regardless of circumstances.

D. Employees will cooperate with supervisors/designees to plan work requirements
to take accrued leave and ensure the maximum balance is not exceeded.

Sick Leave

A. Employees will report and use sick leave appropriately. Employees will
cooperate with supervisors/designees in reporting the type of leave to be used.

B. Approval may be subject to medical verification or certification of the reason for
sick leave use as follows:

1. If an employee uses paid sick leave for more than 3 consecutive days per
WAC 296-128-660.

2. To assist the Department in protecting the employee from returning to
work too soon following an illness or injury.

3. To protect coworkers or individuals under the Department’s jurisdiction
from contagious illness when attendance at work would jeopardize the
health of others.

4. For FML purposes.
Military Leave

A. Leave for employees ordered to report for required military duty, training, or drills
in the uniformed services will be administered per this policy, applicable state
and civil service rules, and federal and state laws.

B. Eligible employees will be granted military leave with pay, not to exceed 21 days
each year (i.e., October 1 - September 30), to report for required military duty,
training, or drills in the uniformed services, which include the:

1. United States Army, Navy, Air Force, Coast Guard, or Marine Corps, or
any other organized reserve or armed forces of the United States, and
2. Washington National Guard.

C. Military leave with pay is in addition to any accrued leave, and does not reduce
benefits, performance ratings, privileges, or pay.
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V.

1. During paid military leave, the eligible employee will receive regular base
pay.
2. The employee will only be charged military leave for days the employee is

scheduled to work.

3. No adjustments will be made to the seniority date, anniversary date,
unbroken service date, vacation leave accrual rate, or periodic increment
date while an employee is on paid military leave or a military leave of
absence without pay, or any combination thereof.

D. In addition to military leave with pay, the employee may use other accrued leave
or request an unpaid military leave of absence.

E. When possible, the employee will request military leave 2 weeks in advance of
taking the anticipated leave. Military orders or other military documents
supporting the need for leave will be required before actual leave or, in emergent
situations, as soon as practicable.

F. Eligible employees required to appear during working hours for a physical
examination to determine fitness for military service will receive full pay for the
time required to complete the examination.

G. Employees who separate from state service to report for active military duty and
return to state service following duty will be immediately reinstated with all rights,
benefits, and seniority based on state employment they would have had if not for
the military absence.

1. This does not apply when the appointment the employee left was of short
duration and eliminated after being vacated (e.g., non-permanent, project).

H. During a period of military conflict, employees with a spouse/state registered
domestic partner who is a member of the armed forces of the United States,
National Guard, or reserves who has been notified of an impending call to active
duty may take up to 15 days of unpaid leave before their spouse/partner deploys
or when their spouse/partner is on leave from deployment.

1. The employee will request leave within 5 business days of the spouse/
partner receiving official notice.

2. The employee may choose to use accrued leave in lieu of leave without
pay.

Severe Inclement Weather
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A. Employees reporting to a facility/office late due to severe inclement weather
conditions will be allowed up to one hour of paid time at the beginning of their
work schedule.

B. Absence due to tardiness in excess of one hour or an employee’s inability to
report for scheduled work because of severe inclement weather conditions will be
charged to the following in the order listed:

1. Compensatory time,
2. Accrued vacation leave, then
3. Accrued sick leave, up to a maximum of 3 days per calendar year.
C. Employees may request to use leave without pay in lieu of paid leave.
VI. Bereavement Leave

A. In the event of the death of a family member as defined in WAC 357-01-172 or a
household member as defined in WAC 357-01-182, employees may request up
to 3 days of paid bereavement leave.

B. In addition to paid bereavement leave, the employee may be approved to use
accrued compensatory time, sick leave, vacation leave, a personal holiday, and/
or leave without pay.

VII.  Family Care Emergency
A. Leave for a family care emergency will be authorized to care for a spouse/state
registered domestic partner, household member, child/stepchild, parent, or
grandparent.
B. A family care emergency is defined as:
1. Minor/dependent childcare emergencies (e.g., unexpected absence of

regular care provider, unexpected school closures, unexpected need to
pick up child at school earlier than normal).

2. Elder care emergencies (e.g., unexpected absence of regular care
provider, unexpected closure of an assisted living facility).

C. After using all accrued compensatory time, the employee may use their personal
holiday or up to 3 days of vacation leave, sick leave, or leave without pay per
calendar year for family care emergencies.

1. The Appointing Authority may approve additional leave.
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D. The employee must notify their supervisor/designee at the beginning of the
absence. No advance approval is required.

VIll. Domestic Violence Leave

A. Employees may use a reasonable amount of accrued leave or unpaid leave if
they, or their family member, are a victim of domestic violence, sexual assault, or
stalking as defined in RCW 49.76.020.

B. The amount of leave considered reasonable will be determined on a case-by-
case basis.
C. Verifying documentation may be required.

IX. Leave Without Pay

A. Except for unexpected sick leave, requests for leave without pay require
Appointing Authority approval in advance.

1. When an employee on extended absence has used all accrued paid leave
and is unavailable to submit a request for leave without pay, the
supervisor/designee will submit a request on the employee’s behalf to
avoid overpayment.

B. Authorized leave without pay will be limited to not more than 12 months in any
consecutive 5 year period, except for educational leave, military leave,
government service leave, leave taken to voluntarily reduce the effect of a layoff,
or leave for reasonable accommodation.

C. When an employee is on leave without pay for more than 15 consecutive days,
the seniority, unbroken service, periodic increment, and anniversary dates will be
adjusted, except when the absence is due to:

1. Military leave.

2. Government service leave, not to exceed 2 years and one month.

3. Time loss due to work-related injuries or illness sustained while performing
a state job.

4, Education leave, contingent upon successful completion of the
coursework.

5. Leave taken voluntarily to reduce the effect of an agency layoff.

D. Unauthorized absence will be treated as unauthorized leave without pay and may

be grounds for disciplinary action, up to and including dismissal.
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1. Immediately upon return to work, the employee will explain the reason for
the unauthorized absence to their supervisor/designee.
2. Leave requests for unauthorized absences will be denied and the reason

will be documented in the Comments section of the leave request.

3. When an employee has been absent without authorized leave and has
failed to contact their supervisor/designee for a period of 3 consecutive
days, the employee is presumed to have resigned from the position per
WAC 357-46-210, unless due to inability or incapacity beyond the

employee’s control.

a. When an employee is presumed to have resigned, the Appointing
Authority will send a separation notice to the employee via certified
mail to the employee’s last known address.

X. Jury Service

A. Employees will be granted leave with pay when summoned for jury duty or
selected to serve on a jury during scheduled work hours. If the duty requires
fewer hours than are regularly scheduled, the Appointing Authority/designee will
determine, on a case-by-case basis, the need for the employee to return to work

for the remainder of the work hours.

B. Employees performing jury duty will receive their basic salary and be allowed to
retain any jury duty-related compensation or travel pay.

XI. Subpoena

A. Employees will be granted leave with pay to respond to a subpoena when:
1. The employee has been subpoenaed on the employer’s behalf, or
2. The subpoena is for a legal proceeding that is unrelated to the personal or

financial matters of the employee.

XIl.  Civil Duty

A. Leave with pay may be granted for participation in civil duty activities (e.g.,
donating blood, volunteer firefighting, search and rescue efforts) or life-giving
procedures, in limited situations, as determined by the Appointing Authority.

1. Before patrticipation, the employee and supervisor/designee will discuss
and determine, in coordination with local human resources employees,
whether the anticipated activity will be eligible for civil duty leave.
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XIll. State Examination/Interview

A. With advance notice, employees may request leave with pay for reasonable
travel time to and from examinations/interviews for a position with the State of
Washington during scheduled working hours. An employee’s request may be
denied and/or the number of occurrences and duration limited based upon
operational necessity.

B. Employees are responsible for all expenses and transportation incurred, except
employees scheduled for layoff who travel for approved employment interviews
with other state agencies will be reimbursed for necessary travel costs.

XIV. Professional Development

A. Administrative leave may be granted for employees to attend professional
meetings, conferences, seminars, and workshops. Employees will be
responsible for their own expenses when state funds are unavailable.

XV. Suspended Operations

A. When it is determined that public safety, health, or property is jeopardized due to
emergency conditions, suspended operations may be enacted.

1. Appropriate Emergency Management System policies, operational
memorandums, and/or other procedures will be followed.

2. Appointing Authorities with control over the physical plant/office will retain
authority to suspend operations. The Office of the Secretary will retain
authority over Headquarters’ operations.

a. When suspending operations, Appointing Authorities will notify the
Headquarters Duty Officer and ensure communication with other
Appointing Authorities whose operations may be impacted.

B. If an office or other work location is non-operational due to conditions caused by
severe inclement weather, natural disaster, or other emergency circumstances,
non-emergency employees may be:

1. Released with no loss of pay during the disruption of services.
2. Reassigned to similar positions at locations within a reasonable driving

distance from the non-operational location during the disruption of
services.
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3. Subject to a temporary reduction of work hours or temporary layoff per
WAC 357-46.
C. Employees who are required to work during the closure will receive their regular

rate of pay for work performed during the period of suspended operations.
Overtime worked during the closure will be compensated per WAC 357-28.

DEFINITIONS:

The following words/terms are important to this policy and are defined in the glossary section
of the Policy Manual: Compensatory Time. Other words/terms appearing in this policy may

also be defined in the glossary.
ATTACHMENTS:

None

DOC FORMS:

DOC 03-407 Leave Request
















