APRIL 10, 1996 	VA DIRECTIVE 5610.4





TIME AND ATTENDANCE RECORDS


1. PURPOSE





a. This Directive revises Department of Veterans Affairs (VA) policy for documenting time and attendance for all VA employees.





b. This policy revision prohibits the use of sign-in/sign-out sheets, including VA Form 5283, Weekly Attendance Record (Flexitime), for employees with flexible work schedules.





2. POLICY. 





a. VA policy MP-5, Part I, Chapter 610, Section B, paragraph 6b, Time and Attendance Records, is changed as follows:





(1) The number of hours worked, hours in pay status, and hours absent will be kept for each employee, including supervisors, in any work unit using flexible work schedules to compute and account for pay, leave, and allowances. VA Form 5631, Time and Attendance Report, or an electronic time and attendance system authorized for use in VA, must be used as the official means to record, certify, and report employee’s time and attendance.





(2) When the employee’s work schedule is the same as that of the timekeeper’s or supervisor’s, no documentation, other than the Time and Attendance Report or electronic system, will be used to certify employee attendance. When the employee’s work schedule varies from that of the supervisor, one of the following methods, or some other method which assures attendance data integrity, may be used to provide reasonable assurance of employee attendance: (a) observation by another supervisor; (b) occasional telephone calls to the employee when the employee is scheduled to be on-duty; or (c) determining reasonableness of work output for time spent.





(3) Sign-in/sign-out sheets, including VA Form 5283, Weekly Attendance Record (Flexitime) will not be used. In rare situations, such as to record the attendance of employees with attendance problems, alternative methods should be used to assure employees’ attendance. This may include logging on to a computer terminal, reporting in to a supervisor on duty, or a personal log maintained by the employee. Alternate reporting requirements should be limited to specific time periods and designated in writing.





b. VA policy MP-5, Part I, Chapter 610, Section B, paragraph 7c is changed as follows: Under fixed work schedules, such as compressed work schedules, the supervisor usually has personal knowledge of each employee’s number of hours worked, number of hours in pay status, and hours absent and can, therefore, certify each employee’s entitlement to pay without the use of special time accounting procedures, including sign-in/sign-out sheets. VA Form 5631, Time and Attendance Report, or an electronic time and attendance system authorized for use in VA, is the official means for certifying and reporting an employee’s time and attendance.





3. RESPONSIBILITIES OF SUPERVISORS. Supervisors will assure that employee time and attendance data, certifications, and approvals are accurate.





4. RELATED DIRECTIVES. MP-5, Part I, Chapter 610, Section A, Hours of Duty, is currently under revision. The policy contained in this Directive will be incorporated into the revised issuance.


�
TIME AND ATTENDANCE RECORDS





1. REASON FOR ISSUE: This Directive revises Department of Veterans Affairs (VA) policy for documenting employee time and attendance.





2. SUMMARY OF CONTENTS/MAJOR CHANGES: This Directive prohibits the use of sign-in/sign-out sheets, including VA Form 5283, Weekly Attendance Record (Flexitime) for employees with flexible work schedules.





3. RESPONSIBLE OFFICE: The Office of Human Resources Management (05)





4. RELATED DIRECTIVES: MP-5, Part I, Chapter 610, Section B, Flexible and Compressed Work Schedules, is currently under revision and will be issued as VA Directive and Handbook 5610.X, Alternative Work Schedules. The policy contained in this Directive will be incorporated into the revised issuances.





5. RESCISSION: This Directive will remain in effect until canceled or superseded.
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PURPOSE: To amend MP-5, part I, chapter 610, Section B, "Flexible and Compressed Work Schedules" to prohibit the use of VA Form 5283, Weekly Attendance Record (Flexitime), or any other sign-in/sign-out sheet, for employees with flexible work schedules.





BACKGROUND: VA policy (MP-5, part I, chapter 610) requiring the sign-in/sign-out procedure was implemented in the mid-1980's as one way to meet GAO policy requirements of affirmative or personal knowledge of an employee's attendance. However, GAO policy said that documentation requirements could be met through means other than through the use of sign-in/sign-out sheets. As a result, VA Directive 5610.1 dated March 3, 1995, gave supervisors the option to use the sign-in/sign-out sheet or some other method to document employee attendance.





DISCUSSION: GAO policy was revised effective March 22, 1996 (see attached). The revision was issued to be consistent with advancing technology, current initiatives to simplify administrative time and attendance procedures, and Vice President Gore’s reinventing Government initiatives. The revised GAO policy gives Federal agencies flexibility to establish a system using internal controls to ensure proper authorization and approval of time and attendance transactions and maintenance of accurate records. It eliminates any specific procedural requirements for documenting attendance. It allows for methods, such as automated timekeeping devices, to record attendance and has no requirement to have employees self-record attendance data.





Consistent with the revised GAO policy, VA is eliminating the option to use sign-in/sign-out sheets, including VA Form 5283, Weekly Attendance Record (Flexitime), to document the attendance of employees on flexible work schedules. Instead, when an employee’s work schedule varies from that of the supervisor, observation by another supervisor, determining reasonableness of work output for time spent, or some other method may be used to provide reasonable assurance that the employee works when scheduled. For employees with attendance problems, we suggest other methods to document attendance, such as reporting to a supervisor on duty.





IMPLICATIONS:


Since this policy covers bargaining unit employees across the nation, negotiation with national unions will be necessary which could take up to 30 days or more. Individual facilities may also request local negotiation of impact and implementation.


Since some work units that use flexible work schedules have employees that are remotely located or have employees working a wide variety of different tours of duty, elimination of the sign-in/sign-out sheet may place a hardship on some supervisors to document attendance. As a result, policy implementation may not be well received by some supervisors/managers.





