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Presenting officer (if different to above)

Summary of Audit Area 

The contract to supply agency workers was retendered in 2016/17 and was 
taken over by the new provider, de Poel, in October 2016.  Agency staff are 
engaged by Gloucestershire County Council (GCC) through this organisation 
which acts as a broker to liaise with recruitment agencies, rather than GCC 
dealing directly with them.  In addition, the organisation ensures that all 
necessary recruitment checks have been completed by the agencies in 
advance, with the goal to save time for GCC recruitment staff and enabling 
the agency worker to start without any delay.

The contractor’s timesheet and vacancy management system (e-tips) 
requires GCC managers to approve agency worker’s timesheets on a weekly 
basis, however should they fail to do this, e-tips will auto-approve the 
timesheets to enable the individual agencies to pay their staff.  To put the 
audit into context, during February 2017, 392 agency staff timesheets were 
submitted, totalling £348,828.

Summary Terms of Reference of the Audit

The audit reviewed:

 The operating effectiveness of the systems and processes in place for 
authorising timesheets and payment of invoices (in particular 
timesheets which are auto-approved for payment); and

 Whether there is a framework in place to enable compliance 
monitoring and that management action is being taken where there is 
a significant level of auto-approved timesheets being processed.

Risks

 Agency staff being paid for hours not worked;
 Duplicate or excessive payments made;
 Fraudulent payments made; and
 Budget overspend.



Key Findings

Finding

The audit review identified a number of areas of good practice present within the 
process for the approval of agency staff timesheets, including:

 E-tips system access is controlled through a user specific username and 
password and all system users are offered training;

 There are clear targets regards timesheet submission and approval 
timings, with timesheets which have not been approved by this deadline 
being auto-approved within e-tips;

 Monthly reporting from de Poel of the total number of processed 
timesheets and the number of auto-approvals, with detail by cluster area 
only; and

 Monthly contract monitoring sessions between de Poel and GCC (including 
representatives from HR, Adult Services and Children’s Services), which 
include review of de Poel reports and contract specific Key Performance 
Indicators (KPIs).

The audit also identified a number of observations where an improvement in 
controls should be considered and actioned:

 The monthly reports from de Poel confirm that the current levels of agency 
timesheet auto-approval are significant e.g. 48% of timesheets were auto-
approved in February 2017, which is similar to other months.  The final 
quarter of 2016/17 showed a 56% auto-approval rate.  Discussion with 
officers confirmed that although this KPI is monitored through the contract 
monitoring meetings on a monthly basis, no targeted action at service/user 
level had been completed to date due to the current detail available within 
de Poel reports only being at cluster level.  It is understood that reports by 
responsible manager were part of the contractor’s tender submission; 

 Audit discussions with a sample of timesheet approvers identified that not 
all had been trained on the system; and

 Potential system improvements include e-mail notification to timesheet 
approvers that timesheets were awaiting approval within e-tips (a function 
available through the previous contract).

Recommendation

Management should review the current level of agency staff timesheets 
auto-approval and consider whether formal documented process change is 
required.

This should include (but is not exclusive to):

 Mandatory training for both new and existing system users;
 Update and re-communication of agency timesheet approval 



requirements and confirmation of the monitoring approach; and
 Centralised monitoring of auto-approval rates at a service and user 

level, including targeted actions where levels of auto-approval are 
found to be inappropriate.

It is understood that an e-tips system upgrade is due within quarter two of 
2017/18.  The above points could be consolidated into an action plan, for 
delivery alongside and post system upgrade.

Action taken as at December 2017 and/or proposed:

Following the appointment of a new Recruitment & Resourcing Manager, BSC 
Recruitment Team have now started to review the level of auto-approvals being 
made and are currently working with de Poel to develop a more detailed report of 
auto-approval of timesheets at both a service and user level. More work is 
scheduled in relation to this for Q4 2017-18. 

Ahead of a planned launch of the new etips system all users were invited to 
attend refresher training – which included a section on time sheet approval 
process and the importance of signing off timesheets. 

DePoel also re-sent the guidance to users on how to complete the timesheeting 
function to refresh users on the importance of authorising timesheets and not 
letting them auto approve unless there is no other option. 

Unfortunately due to technical issues with the new etips system (in respect of 
migration of data from the existing to the new system) the roll out of the new etips 
has been delayed until Q4 2017-18. At the date of submission we are waiting on a 
confirmed date for transfer to the new system. 

Due to the original refresher training having taken place in August 2017 further 
refresher training will be arranged for all users. 
 


