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INDIANA STATE BOARD OF ACCOUNTS

302 WEST WASHINGTON STREET
ROOM E418
INDIANAPOLIS, INDIANA 46204-2769
Telephone: (317) 232-2513
Fax: (317) 232-4711
www.in.gov/sboa

Paul D. Joyce, CPA
State Examiner

TO: THE OFFICIALS OF ELKHART COUNTY, INDIANA

This is a special compliance report for the Clerk of the Circuit Court, Elkhart County (County), for
the period January 1, 2017 to September 30, 2024, and is in addition to any other report for the County as
required under Indiana Code 5-11-1. All reports pertaining to the County may be found at
www.in.gov/sboal/.

We performed procedures to determine compliance with applicable Indiana laws and uniform
compliance guidelines established by the Indiana State Board of Accounts and were limited to records
associated with employee time records, job descriptions, County employee handbooks, salary ordinances,
and email communications. The Results and Comments contained herein describe the identified reportable
instances of noncompliance found as a result of these procedures. Our tests were not designed to identify
all instances of noncompliance; therefore, noncompliance may exist that is unidentified.

Any Official Response to the Results and Comments, incorporated within this report, was not
verified for accuracy.

Rl O Nopre
Paul D. Joyce, CPA
State Examiner

March 28, 2025
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CLERK OF THE CIRCUIT COURT
ELKHART COUNTY
RESULTS AND COMMENTS

BACKGROUND

The Indiana State Board of Accounts (SBOA) was notified, in accordance with Indiana Code
5-11-1-27, that clerical supervisors in the Clerk of the Circuit Court's (Clerk) Office were being paid for hours
not worked. At least one of the full-time clerical supervisors had been reporting excess hours worked at
the direct instruction of the Chief Deputy of Elections and Administration.

The SBOA conducted a special investigation into the hours worked and reported by clerical
supervisors in the Clerk's Office for the period of January 1, 2017 to September 30, 2024. This investigation
included a review of interviews conducted by law enforcement, as highlighted below, in which SBOA staff
did not participate.

The following describes noncompliance with the Indiana Code or the Accounting and Uniform
Compliance Guidelines Manual for Counties of Indiana.

NONCOMPLIANCE: RECORD OF HOURS
Background - Record of Hours

Prior to implementation of a new timekeeping system in September 2024, clerical supervisors
recorded hours worked on an Excel spreadsheet (timesheet) provided to them by Carol Smith (Smith),
Chief Deputy of Elections and Administration. Employees would enter the time into the timesheet and,
once completed, print and sign it. The employee signed the timesheet under the statement: "I certify that
this attendance report is correct." Per an interview of Smith and Chris Anderson (Anderson), Clerk of the
Circuit Court, by the SBOA on November 20, 2024, the following procedures were addressed:

o Timesheets were submitted to Smith for Clerk employees working at both the Goshen and
Elkhart office locations.

e Smith stated she would add the hours up and review the timesheets to ensure that leave
time was accurately reported.

e Smith turned in the hours reported to payroll along with a "control sheet."

Via email on March 5, 2025, Anderson was asked whether or not he signed each timesheet or if
he used a signature stamp. Anderson responded, "As for the timesheets. Sometimes | would sign.
Sometimes | would use my stamp. Sometimes Carol would use my stamp and initial after it."

Anderson clarified in a follow-up email dated March 28, 2025, that in "rare instances" timesheets
were also stamped by the Office Manager. Anderson also stated that, ". . . the review by the Clerk and/or
the Chief Deputy was a second review for completeness, correctness, and ultimately approval and
submission of timesheets to Payroll and the Auditor. My signature or use of my stamp was the indication
that the second review by administrative staff had taken place and the timesheets were approved and ready
for submission. . . ."

The timesheets the employees signed only documented the total number of hours worked each
day. The times of day the employees began and ended working were excluded. Below is an example of a
clerical supervisor's timesheet with Clerical Supervisor Olivia Olvera's signature certifying that the
attendance report is correct, and Anderson's signature as "Approved By."
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When Smith was asked in an interview with the County Sheriff's Department on October 11, 2024,
what a typical workday looks like for a clerical supervisor, Smith stated, ". . . So, and that kind of varies.
Umm, Mondays are always crazy. You know, and the rest of the week not so bad, but, so, they are
supposed to be here to ensure that everything is up and runnin'. So, however long that normally takes
them. They probably know better than | do. Um, you know 15/20 minutes before 8. Get in here, help set
the drawer up, or whatever they have, um, and so the whole office is ready at 8. So, that's the Supervisor's
responsibility to make sure that they're in there. Everything is functioning as it should, ready to go. You
know, they don't have to report their computers are down to IT or whatever because they know, and then
they are to be the last out is how | word it. To me it's just easier to word it that way. They stay 'til everything's
done. Cleaned up. You know, if one gal's still workin' on entering stuff into the computer and needs to

stay, the supervisors stay because they are to be the last out . . ."
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CLERK OF THE CIRCUIT COURT
ELKHART COUNTY
RESULTS AND COMMENTS
(Continued)

In an email exchange from August 9, 2024, between Stevie Ewing (Ewing), former Chief Deputy of
the Clerk's Office, and Anderson, with the subject line indicating: 80 hours staff, Ewing asked Anderson,
"Question: for those who turn in time sheets for 80 hour pay periods, shouldn't they be working 80 hours?"
Anderson replied, "Yes they should be."

Anderson also stated in an interview on October 11, 2024, with the County Sheriff's Department in
response to the County Sheriff's Department's question "supervisors were under the assumption, | guess,
there was some word of mouth that you work 72 but you'll get paid for 80 as a perk?" Anderson replied,
"...we had them at 70, uh,80 hours, and they were working there extra when we had the paper timesheets
and they were working their 80 hours . . ."

Clerical Supervisors - Goshen Office

Two clerical supervisors, Rebekah Cunningham (Cunningham) and Tori Benton (Benton), were
interviewed by law enforcement officers of the County Sheriff's Department on October 11, 2024, and a
third clerical supervisor, Olivia Olvera (Olvera), was interviewed on October 18, 2024. The three clerical
supervisors all worked in the Goshen office of the Clerk's Office. All three stated they received guidance
from various individuals in the Clerk's Office, including former clerical supervisors, the former and current
Clerks, as well as Smith, that they were only required to work 72 hours but report 80 hours on their
timesheets as the following details from the interviews indicate:

In response to a law enforcement officer's question regarding by whom and how she was
informed of the "perk" of reporting 80 hours of work rather than the 72 hours actually worked,
Cunningham, stated that she was told verbally by Anderson and Wendy Hudson, former Clerk.
Cunningham stated she became a clerical supervisor in 2017.

Benton became a clerical supervisor in 2019 when her predecessor retired. Benton stated,
"Ok, when I, when | became supervisor when Patty Miller had retired, and | took over her
position. We, | mean, all | was just told was you have 80 hours, you work 72 but get paid for
80 because supposedly what they had done was the supervisors had been on salary and they
did away with salary for the supervisors and made 'em hourly, and in order to give them a perk
that they did give us the 80 hours but work 72 hours.” When asked if Benton remembered who
told her this, she replied, "Outgoing supervisors."

Olvera was promoted to clerical supervisor in April 2023. On August 29, 2023, she received
the following email from Smith:

Th: Dlivia Olvera <D0Ivera@elkhartcounty.com:
Subject: Olvera, Olivia xlsx

Just noticed that you are using an incorrect time sheet. You get paid for BO hours even though you only work
72. It's a little extra because you are Supervisor. The idea is the Supervisor is usually first in and last out so it's
just a bit of extra for the Supervisar taking on the job.

Any questions just let me know,

Canal L. Gmilhv

Elkhart County

Chief Deputy-Administration
Elections & Voter Registration

casmith@elkhartcounty.com
(574) 535-6449
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CLERK OF THE CIRCUIT COURT
ELKHART COUNTY
RESULTS AND COMMENTS
(Continued)

Olvera consistently reported 72 hours on her timesheet as clerical supervisor from April 2023
until August of 2023 when she received the email from Smith advising her to report 80 hours.
Olvera reported 80 hours per pay period beginning with the period ending on August 26, 2023,
until the implementation of the new timekeeping system in September 2024. In response to
the law enforcement inquiry "so previous to the time clock sometimes it sounds like there was
a lot of hours potentially you guys either worked over that weren't documented . . ." Olvera
stated, ". . . Orum, yeah. Or maybe, like, | am sure there's sometimes | am probably working
38 or 39 hours, but I'm not keeping minute by minute track like the time clock is now. And so,
now, | can visually see. Yes, | have made it, or no, | haven't made it."

According to both Cunningham and Benton, the clerical supervisor position was originally
classified as a salaried position on the County's Salary Ordinance. Both individuals were under
the impression that the extra 8 hours of pay received per pay period was a "perk” for being a
clerical supervisor.

Patricia Pickens, County Auditor, stated in an email on January 30, 2025, that the position became
an hourly position in 2016.

Timekeeping - RightStuff

Beginning in September 2024, the Clerk's Office implemented a new timekeeping system
"RightStuff." Hourly employees, including the clerical supervisors, clock infout and are compensated based
on the hours recorded in the new system. As per the interviews conducted by law enforcement officers of
the County Sheriff's Department on October 11 and October 18, 2024, all three clerical supervisors
questioned the number of hours they were required to work. The three clerical supervisors in the Goshen
office stated they met with Anderson in his office and asked him how to get their hours in to be able to be
compensated for 80 hours and not 72 hours biweekly. Each clerical supervisor reported in interviews
conducted by County Sheriff Officers that they received the following guidance from Anderson during the
group meeting the three had with Anderson in his office:

Cunningham's interview: The law enforcement officer asked, "What did you ask Chris, Chris
Anderson? What did you ask him? . .." Cunningham replied, "We had asked if, how we were
supposed to make up those four hours, like by working or what we were supposed to do.
Basically, what are we supposed to do." The law enforcement officer then asked, "And what
did he say?" Cunningham replied, "Uh, at that point, he had told us not to worry about it and
to stop clocking out at lunch.” The law enforcement officer asked, "Do not clock out at lunch?"
Cunningham replies, "Right." The law enforcement officer then said, "And the rules say you
have to clock out at lunch." Cunningham stated, "Right, so, um, | think we all did that maybe
one time, and then, we didn't feel comfortable with it . . ."

Benton's interview: "He had told us that, oh, um, you don't need to clock out during lunch and
still take a lunch, just, and that way you get the 80 . . ."

Olvera's interview: ". .. We asked Christopher, and he said no, um, it is supposed to be a perk
for you guys, you're ok." The law enforcement officer said, "Christopher, you mean Christopher
Anderson.” Olvera stated, "Christopher Anderson, yes. He's like, it is supposed to be a perk
for you guys. | know you guys come in early, and | know you guys come in late"

In the interview with the law enforcement officers of the County Sheriff's Department on October
11, 2024, Anderson was asked if he specifically recalled having a conversation with the three clerical
supervisors about not clocking out during lunch Tuesday through Friday. Anderson stated, ". . . | said stay
clocked in because | know you work your lunches and clock in when you get here. You guys arrive at 7:30.

You leave at 4:30 on those days. That's an hour right there . . ."
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CLERK OF THE CIRCUIT COURT
ELKHART COUNTY
RESULTS AND COMMENTS
(Continued)

Guidance Received and the Elkhart County Employee Handbook (Handbook)

The verbal and written guidance from former clerical supervisors, the former and current Clerks, as
well as Smith conflicted with the information stated in the Handbook related to payroll and timekeeping. For
example, the employee handbook states, "Work Hours' shall mean hours actually worked. . . ." and "Work
hours do not include meal periods . . ."

An acknowledgement of the receipt of the handbook was signed by each of the three clerical
supervisors, as well as by Smith and Anderson as follows:

Name Date Signed
Christopher Anderson 05-23-16
Carol Smith 09-09-19
Rebekah Benton 05-12-16
Tori Benton 12-30-20
Olivia Olvera 01-20-17
Above each of their signatures was the following statement in part: "...lagree itis my responsibility

to acquaint myself with its contents, keep up to date with its amendments and to adhere to the policies
outlined. . . ."

Handbooks were subsequently updated, but the policies regarding "Work Hours" and meal periods
remained unchanged. Each time the handbook was updated, employees were required to electronically
certify their acknowledgement of the handbook.

Indiana Code 5-11-9-4 states in part:

"(a) The state board of accounts is hereby authorized to prescribe the forms of accounts and
vouchers provided for by sections 1 and 2 of this chapter.

(b) The state board of accounts shall require that records be maintained showing which hours
were worked each day by officers and employees:

(1) covered by section 1 or 2 of this chapter; and

(2) employed by more than one (1) public agency or in more than one (1) position by the
same public agency described in section 1 or 2 of this chapter . . ."

Indiana Code 35-44.4-1-3 states in part:

"(a) A public servant who knowingly or intentionally:
(1) hires an employee for the governmental entity that the public servant serves; and

(2) fails to assign to the employee any duties, or assigns to the employee any duties not
related to the operation of the governmental entity; commits ghost employment, a Level
6 felony.

(b) A public servant who knowingly or intentionally assigns to an employee under the public
servant's supervision any duties not related to the operation of the governmental entity that the
public servant serves commits ghost employment, a Level 6 felony.

INDIANA STATE BOARD OF ACCOUNTS



CLERK OF THE CIRCUIT COURT
ELKHART COUNTY
RESULTS AND COMMENTS
(Continued)

(c) A person employed by a governmental entity who, knowing that the person has not been
assigned any duties to perform for the entity, accepts property from the entity commits ghost
employment, a Level 6 felony . . ."

Each unit is responsible for complying with the ordinances, resolutions, and policies it adopts.
(Accounting and Uniform Compliance Guidelines for Counties of Indiana, Chapter 1)

The County Employee Handbook states in part:

"2.01 Matters of Interpretation

. . . H. "Work Hours' shall mean hours actually worked by an individual employee as an
employee of the County. Work hours are recorded and certified by the Department Heads and
Elected Officials on the County standard attendance report for non-exempt employees. Work
hours may include break periods, if granted, and the actual time spent in required training.
Work hours do not include meal periods; time spent 'on-call' but not worked; travel time to and
from work; vacation time, sick time or compensatory time off. . . .

3.07 EMPLOYEE WORK SCHEDULES

. . . Each Department Head or Elected Official is, on the other hand, responsible for the
scheduling of employee work hours to cover the designated hours of operations to provide
services to the public.

The Standard work week for full-time County employees with a standard work week of 7
consecutive 24 hour periods, consists of 30, 36, 37.5 or 40 hours per work week. . . .

Each Department Head/Elected Official or a designated supervisor is responsible for
monitoring and recording employee work hours, and submitting a record of each employee's
worked and/or other payable hours to the Auditor's Office (Payroll) every two weeks at the
close of the bi-weekly pay period. . . .

5.04 EXEMPT VS. NON-EXEMPT STATUS

. . . Non-exempt employees are compensated based on their actual hours worked, and may
routinely work a 30, 36, 371/2, or 40 hour work week. . . .

GUIDELINES FOR RECORDING TIME WORKED

Exempt and non-exempt employees are required to keep an accurate record of time worked,
by recording their schedules of work including any authorized time off, using the County
prescribed timekeeping software, and by submitting this time to their supervisor on a bi-weekly
basis for approval and payment. . . ."

INDIANA STATE BOARD OF ACCOUNTS



CLERK OF THE CIRCUIT COURT
ELKHART COUNTY
RESULTS AND COMMENTS
(Continued)

CRIME INSURANCE POLICY

The County has the following insurance policies that include employee dishonesty coverage:

Crime Insurance Cowverage

Type Period Amount
Employee Dishonesty  05-01-16 to 05-01-17 50,000
Employee Dishonesty  05-01-17 to 05-01-18 50,000
Employee Dishonesty  05-01-18 to 05-01-19 50,000
Employee Dishonesty  05-01-19 to 05-01-20 50,000
Employee Dishonesty  05-01-20 to 05-01-21 50,000
Employee Dishonesty  05-01-21 to 07-01-22 50,000
Employee Dishonesty  07-01-22 to 07-01-23 100,000
Employee Dishonesty  07-01-23 to 07-01-24 100,000
Employee Dishonesty  07-01-24 to 07-01-25 100,000

INTERNAL CONTROLS

Internal control activities were not properly designed to ensure that clerical supervisors were com-
pensated for the actual hours worked. For example, Smith reviewed the clerical supervisor's timesheets
for the purpose of ensuring that leave time was accurately reported and not to ensure that the hours
reported were for actual hours worked.

The time reported on the timesheets submitted by clerical supervisors and other hourly employees
within the Clerk's Office did not show which hours were worked each day, including the time of day they
began and ended each workday. Instead, the total number of hours worked for a particular day was
reported.

A signature stamp with the Clerk's signature was not properly safeguarded. For example, Anderson
stated that he would allow Smith, and in rare instances Office Managers, to use his signature stamp.

There was no one from the County ensuring that individuals in the Clerk's Office were adhering to
the policies and procedures outlined in the employee handbooks adopted/approved by the Board of County
Commissioners. Current and former Clerks and supervisors were giving guidance that was directly contrary
to the policies and procedures specified in the handbooks.

The Indiana State Board of Accounts (SBOA) is required under Indiana Code 5-11-1-27(e) to define
the acceptable minimum level of internal control standards. To provide clarifying guidance, the State
Examiner compiled the standards contained in the manual, Uniform Internal Control Standards for Indiana
Political Subdivisions. All political subdivisions subject to audit by SBOA are expected to adhere to these
standards. These standards include adequate control activities. According to this manual:
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CLERK OF THE CIRCUIT COURT
ELKHART COUNTY
RESULTS AND COMMENTS
(Continued)

"Control activities are the actions and tools established through policies and procedures that
help to detect, prevent, or reduce the identified risks that interfere with the achievement of
objectives. Detection activities are designed to identify unfavorable events in a timely manner
whereas prevention activities are designed to deter the occurrence of an unfavorable event.
Examples of these activities include reconciliations, authorizations, approval processes, per-
formance reviews, and verification processes.

An integral part of the control activity component is segregation of duties. . . .
There is an expectation of segregation of duties. If compensating controls are necessary, doc-

umentation should exist to identify both the areas where segregation of duties are not feasible
or practical and the compensating controls implemented to mitigate the risk. . . ."
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Bradley D. Rogers, President
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COMMISSIONERS (574) 534-3541

ccommissioners@elkhartcounty.com

ELKHART COUNTY

May 21, 2025

Indiana State Board of Accounts
302 West Washington St. Room E418
Indianapolis, IN 46204-2765

Re:  Elkhart County Commissioners’ Response to SBOA Results and Comments
Special Compliance Report of Clerk of the Court
Elkhart County, Indiana
January 1, 2017 to September 30, 2024

The Indiana State Board of Accounts (SBOA) was notified, in accordance with
Indiana Code § 5-11-1-27, that clerical supervisors, at the instruction and direction of the
Elkhart County Clerk (Christopher Anderson) and Chief Deputy (Carol Smith), were
reporting hours as worked, and being paid for such hours, that were not worked. SBOA
conducted a special investigation and provided the County Commissioners with its
Results and Comments. This letter provides a description of conclusions drawn by the
County Commissioners after reviewing the facts confirmed by SBOA.

The Elkhart County Commissioners designed policies and internal control
mechanisms to ensure employees are only compensated for actual hours worked
according to Indiana law. The following are Sections of the Elkhart County Policy and
Procedure Manual (Manual) and Elkhart County Employee Handbook (Handbook) that
the Elkhart County Commissioners used to establish policies and internal controls:

1. Section 2.01.W of the Manual and Section 2.01H of the Handbook states, in part:

“Work Hours" shall mean hours actually worked by an individual employee as an
employee of the County. Work hours are recorded and certified by department
heads and elected officials on the County standard attendance report for non-
exempt employees....Work hours do not include meal periods....

2. Section 3.05.11 of the Manual states, in part:
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All supervisors, department heads and public officials are charged with monitoring
the conduct of their respective employees, setting a positive example for their
employees and ensuring that employees understand and practice sound ethical
practices in the work environment.

3. Section 3.07.II1.A of the Manual states, in part:

Each department head or elected official is responsible for scheduling employee
work hours each pay period.

4. Section 3.07 of the Handbook states, in part:

The Board of Commissioners is responsible for the establishment of the specific
days and hours of operation of all County facilities. While exceptions may exist,
they are subject to the review and authorization of the Board. Each Department
Head or Elected Official is, on the other hand, responsible for the scheduling of
employee work hours to cover the designated hours of operation to provide services
to the public.

The standard work week for full-time County employees with a standard work
week of 7 consecutive 24 hour periods, consists of 30, 36, 37.5 or 40 hours per
work week.

Each Department Head/Elected Official or a designated supervisor is responsible
for monitoring and recording employee work hours, and submitting a record of each
employee’s worked and/or other payable hours....

5. Section 3.07.I11.C.3 of the Manual states, in part:

Supervisors are responsible for monitoring the attendance and punctuality of
employees.

6. Section 5.04 of the Handbook states, in part:

Non-exempt employees are compensated based on their actual hours worked, and
may routinely work a 30, 36, 37% or 40 hour work week.

Non-exempt employees will earn their base rate of pay for all hours worked up to
40 hours in a work week and may earn overtime (1% times their base rate of pay)
for hours worked in excess of 40 hours in a work week.

Exempt and non-exempt employees are required to keep an accurate record of time
worked, by recording their schedules of work including any authorized time off,
using the County prescribed timekeeping software, and by submitting this time to
their supervisor on a bi-weekly basis for approval and payment. A department may

www.elkhartcounty.com
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require their employees to record their time worked by clocking in and out using a
time clock.

7. Section 5.04.1I1.B.2.f of the Manual states, in part:

Total hours recorded in a work week should equal the number of hours approved
for the position based on their normal work schedule and consisting of time actually
worked....

8. Section 5.04.111.B.3 of the Manual states, in part:

Supervisors are responsible for monitoring employee work time and certifying the
accuracy of the employee’s completed bi-weekly time sheet.

9. Section 5.04.111.B.5.e of the Manual states, in part:

Each department head or elected official is responsible for monitoring, recording,
and ensuring the accuracy of the compensatory time earned and taken by each
employee.

Employees, including Christopher Anderson, Carol Smith, and the clerk supervisors, are
required to sign a written acknowledgement of their receipt of the Employee Handbook
and confirm in that acknowledgment the following “I agree it is my responsibility to
acquaint myself with its contents, keep up to date with its amendments and to adhere to
the policies outlined.”

The highest officer in the Elkhart County Clerk’s office is the elected official known as
the Elkhart County Clerk, currently Christopher Anderson. The Elkhart County Clerk’s
respective employees include the Chief Deputy, currently Carol Smith, and the clerk
supervisors. The only individuals capable of verifying the accuracy of hours worked by
an employee in the Clerk’s office are the employee, the supervisor of the employee, and
the Elkhart County Clerk. The policies and internal controls designed and implemented
by the County Commissioners require the Clerk and Chief Deputy to monitor clerk
supervisors” work time and certify that the clerk supervisors’ completed time sheets are
accurate and do not falsely report hours that were not worked. As an additional measure,
the County Commissioners adopted a new timekeeping system to support the existing
internal control measures.

According to the facts outlined in the SBOA Results and Comments, the current Clerk,
Christopher Anderson, and his Chief Deputy, Carol Smith, advised specific supervisors
of the Clerk’s office to falsely report hours on their time sheets that were not worked. The
SBOA Results and Comments recognize that following such improper advice the Clerk
and Chief Deputy failed to comply with the Elkhart County policies and internal control
measures put in place by the County Commissioners.

www.elkhartcounty.com
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It is the County Commissioners' position that proper policies and internal control
measures were designed and adopted. It is also the position of the County Commissioners
that the individuals responsible for failing to adhere to the internal control policies are the
County Clerk and his Chief Deputy. The County Commissioners request SBOA
specifically identify whether the SBOA special investigation costs are to be paid directly
by the County Clerk and his Chief Deputy as the responsible officials and employees or if
they are supposed to publicly request an appropriation from the County Council to use
taxpayer money to pay for the SBOA special investigation costs caused by their actions.

ELKHART COUNTY COMMISSIONERS

/7 \'Zjuzanne M. Weirick, Vice President

Bob Barnes, Member

www.elkhartcounty.com
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May 21, 2025

Indiana State Board of Accounts
302 West Washington St. Room E418
Indianapolis, IN 46204-2765

Re: Elkhart County Council’s Response to SBOA Resulis and Commentis
Special Compliance Report of Clerk of the Court
Elkhart County, Indiana
January 1, 2017 to September 30, 2024

The Elkhart County Council is aware that SBOA conducted a special investigation regarding
improper instructions and directions given by the Elkhart County Clerk (Christopher
Anderson) and Chief Deputy (Carol Smith) to supervising employees, authorizing them to
report hours as worked, and be paid for such hours, that were not worked. The County
Council has received the SBOA Results and Comments and a copy of the Elkhart County
Commissioners' Response Letter. The Elkhart County Council supports and agrees with the
response issued by the County Commissioners, with ocne point of contention. The Elkhart
County Council does not believe that Elkhart County taxpayers, through Elkhart County
funds, should be required to pay any SBOA special investigation costs, for the SBOA
Results and Comments that merely summarize facts from documentation and evidence
already gathered and investigated by Elkhart County officials, including the Elkhart County
Sheriff. The Elkhart County Council has no intention of authorizing an appropriation
request to pay such expenses. The Elkhart County Council requests SBOA to either waive
such expenses in this circumstance or direct the County Clerk and his Chief Deputy, as the
responsible officials and employees, to pay the expenses incurred from the audit.

ELKHART COUNTY COUNCIL

A W A=y

Thomas Stump, President
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ChristopherAndarson —Response to SBOA Speclal Compliance Report 1:1:17 thru 9-30-24
Submission Date — Friday, May 23, 2025
Time Sheets - Background

‘Sinca 207 1 the Clerk’s Office has utilized three (3) different timesheets to log hours
worked. Examples of twa of tha time sheets are attached.

employees log tha number of haurs they worked each day (example 7], but not tha specrﬂq
hours’ (example =8amto 12 noonand 1 pm tod pm). There was also an areato Indicate
hollday hours, vacation hours taken. and sick hours taken These time sheats were then turned
Initd the Supervisers who theh subsequently. turnad them'in to the Clerk and tha Chiet Deputy
for caldulation anhours worked, hollday hours, vacation hours taken, and sick hours taken.
These hours weré balanced against absence reports provided to the Clark’s Office by Payroll,
After calculation, balancing, and approval, these time sheets ware submittad to tha Audjtor.

.Agnce'ayaar part of the Payroll process was indicating which employees had
the duthority to'calcutate, balance, and approve time sheets (unknowi form nuniber, no
example), Thisauthoifzation process began prior to 2004, 'Far the Clerk’s Office this cansisted'
of the Clerk,the Chief Deputies. and the Office. Managars in'Elkhart and Goshen.. This approval
wasranewed svery year. atthe beginning ofthe. year,

The approval of timesheets wag in the form of a signature. This could be.the Clerk's.
actual sighiature, the-Clerk’s signature stanip.(with or without initials) as itis ysed on Court
., documients, of on rate occasions the Sighature of oné.of the ‘dther alithotized individuals.
This timesheet process remained in place until sometime.in late 2014,

Iri late 2014; the Clark’s Offlce was provided with semi-locked Excel spreadstiets
speglfically designed for each Individual employee (Unknown form nimber). The employees’
antered their hours worked as a numberrather than thé dctusl holirs worked. The spreadsheet
self-calculated the total hours worked, including straight overtime, and time-and a half

, Qvertime, Italso self-calculated the hours logged:for Hollday; Vacation timie taken, end Sick
time taken. Additionally, It self-calculsted gach employees pay based on (ocked'pay rates
Within the spreadshest,

]
. Supervisory staff the balanced and approved tha time sheets based onabsence reports
'f:rowdad by Payroll Time sheets were then submitted to Payroll

Again, a'once a year part of tha Payroll process was indicating which employees had the

authority to calculate, balance, and approve the Excel time sheets. This portion of the'process
ended the beginning of 2017.:
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‘These Excel time sheets were utllized by the Clerk's Offica until September 2024, when
office trangitloned taithe time clock progess currently in place.
{Employeé Hours

‘From the beginning of 2011 through current; some employees were always salary, some
employees were salary and’became hourly; and some amployees were slways huurly The
riumbar of hours worked by each employae depended on tha pogition that the employee was
in; salary B0 hours (Chiéf Deputiés, Office Managers and Supervisors), salary 72 hours
(Supemsars). hourly 80 hours (Office Managers-and SUpewIsors) .and hourly 72 hours (regular’
ataff) Lunch hours are scheduled butIf. stafﬁng levels requnrs, -anemployee may. leave late and;
or return early, or not take lunch.at all, Employess takmg lunch at their desk while continulng to
workisvery common.,

All"erhblo’yeé's a're ihfoinied'tb [o’g'ihelr houié wo'rl(eél ‘hbllda‘y&' \iaceitton tinie takeni
last nut. For OH“ ce Managers and Superv:sors workingthrough lunch or at least part of lunch.
wasg gn.ran during any particular wesk and regularly happened Regular: employees were also
Informed that working through Lunch, of at least part lunch, was a given at some;point In time
during any particularwaek, depénding an staffing. As previously tatad, an employees taking
lunch attheir desk while continuing to work is very.common,

This aflows all employees {Gffice Managers, Supervisars, and regular staff) to easily
workthelr scheduled hours in any given week; and In most Instances; exceed their scheduled
Hours.

Employee Statements

.Every,day in the:Clerk’s Office Is. busy Offices are busy ondifferent: days dependlng on
the particular Court and the types of cases filed in‘edch’ individual Court,-Monday’s in all
‘Clerk’s offices are extrarmsly busy.

i Firstin'and last outon any gwen day fs at least 45 minutes on top of hours of operation.,
Addltlonally, depending on staﬁlng. which has decreased significantiy.since 2011, ]tis not.
tncomron for some staff (Office Managers and Supgwlsg[g particulariy) o a_;_r__{ge well before
‘business hours; work a portion of their lupch, and then'stay beyand the office closing.

Theword perk is used to describe Supervisot’s hours In Instances by both Supervisors
and Administrative'staff. The parkis not working less hours and- getting pald for more, the: perk
Is be:ng abie to flex those hours around the necessities of the office; busy. not busy, staffed
under.staffed. If the: Supervisor of aparticular Clerk's office has a busy day'in.week one'of a
‘pay period and knows thatthere Is a day. Inwéek two of a'pay period-that will be slow, they are
abile {o fléx those extra hours fromweek one to week two, still getting their hours in.
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A perfectexample is the Superior 4 Clerk’s Office. Tuesdays are traffic court night.
Genarally, one of the staff members in that Clerk’s Office stays late on Tuesday nights and is
allowed to flex that time to another day on which the can leave the office early. This type of
sitUation also.happensn all the other offlces. Other situations when this type of flex of hours
occurs.is during the preparation of appeals, expansive document copy requests, and last
minute public assistance at the countsr.

Generally, it is a misunderstanding of the word perk. 1t is the flexibility to adjust a
schedule to nmieet the staffing needs of the office, making sure that the work is done and hours
are worked.

Resolution

With the transition to the time clock, the documentation of hours worked is now &
function that takes care of itself. An employee's clockin time is established. The clock out
time and clock in time for lunch is established; even whether or not they took lunch or worked
through it is established. Finally, the clock out time at the end of the day is established.

While there are employees who clock in and out just meeting the 72 or 80 hours that are
required, a vast majority of staff work extra hours here and there resulting in many maore hours
worked than originally scheduled. This is indicated by the attached timeclock vouchers.

As an additional approval level, all administrative and supervisory staff will review
timeclock hours, providing another layer of approval.

In conclusion, while there was obviously a misunderstanding of perk, overany given:
extended period of time, all staff members have worked equal to, or, in most cases, more than
the required number of hours.

Date W% 13 1D1S Signature_&y_}n&g_@ﬂim—

Printed Name -Cupimmeuse Anpepige,
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ELKHART COUNTY EMPLOYEE ATTENDANCE REPORT

'Pay Date
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CLERK OF THE CIRCUIT COURT
ELKHART COUNTY
EXIT CONFERENCE

The contents of this report were discussed on May 14, 2025, with Christopher Anderson, Clerk of
the Circuit Court; Patricia Pickens, County Auditor; Thomas Stump, President of the County Council;
Douglas Graham, County Council member; and Brad Rogers, President of the Board of County
Commissioners.
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