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DATE: March 12, 1996

REPLACES: July 10, 1992

ISSUING OFFICE:  OAM, EO

TIMEKEEPING

TOPIC:

Timekeepingtc \l2 "Timekeeping
PURPOSE:

To ensure that all ORS Divisions and the Offices of the Associate Director of Research Services are performing their timekeeping duties in accordance with Office of Inspector General, DHHS and NIH guidelines.

REFERENCE:
NIH Timekeeping Policy Manual

COVERAGE:
All ORS personnel.

POLICY:

All ORS Divisions and Offices will keep their time and attendance records correct and in accordance with these procedures.

PROCEDURES:
A.
Administrative Leave Records (NIH-2386-3) must be properly prepared and maintained at least weekly by each timekeeper in accordance with the sample leave record distributed at the beginning of every leave year.

B.
At their discretion, Leave Approving Officials (LAO) may request medical certification from employees who are on sick leave.

C.
Timekeepers must post retroactive leave on the administrative leave record in accordance with the NIH Timekeeper Manual.

D.
Timekeeping records must be safeguarded by the timekeeper in a locked drawer or file.

E.
LAOs should review their employees( administrative leave records every pay period to ensure they are complete and correct and to spot potential abuses.

F.
New LAOs will be required to attend the NIH training course, (Time and Attendance for Leave Approving Officials(.  This course provides an overview of basic timekeeping policies and describes a LAO(s role and responsibilities.

G.
Timekeepers may not keep their own time.

H.
Timekeeping records must be kept at the work site for a period of three years.  

All previous ORS policies inconsistent with the provisions of this ORS policy are superseded.

