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PART TIME PHYSICIAN TIME AND ATTENDANCE

1. PURPOSE:  To define the Network 2 policy for ensuring that part time physicians are aware of and comply with time and attendance requirements prescribed by the Department of Veterans Affairs (VA).

2. POLICY:  Part time physicians are responsible for knowing and adhering to the VA’s regulatory requirements regarding time and attendance.

3. RESPONSIILITY:

     a.  Medical Center Directors are responsible for ensuring that part time physicians adhere to time and leave regulations prescribed by the VA, and for implementing corrective action when noncompliance is determined to have occurred.  

     b.  Human Resource Managers are responsible for informing part time physicians about the VA’s time and attendance requirements, and for having each part time physician sign a certification, which has been incorporated into this policy as Attachment A.  Human Resource Managers are responsible for retaining the   certifications.  Human Resource Officers are also responsible for ensuring that semi annual timekeeper audits are conducted on the payroll records of part time physicians, and that unit timekeeping training sessions are held annually. 

     c.  The Payroll Section of Human Resources is responsible for conducting semiannual audits and sharing audit results with Medical Center Directors and Human Resource Managers within three days of audit completion.  

4. PROCEDURES:

     a.  Certification:

          1.  As part of the new employee orientation process, each newly hired part time physician will be provided with a copy of the VA’s time and attendance regulations.  Prior to the completion of the orientation process, these individuals will be required to sign Attachment A.  Signed certifications will be retained in the HR Office.

          2.  Those individuals already employed by the VA who convert to part time status will be furnished with a copy of the VA’s time and attendance regulations within one pay period of their conversion.  They too will be required to sign Attachment A within 30 days of their conversion to part time status. 

     b.  Semiannual Audits:

          1.  The Payroll Section of Human Resources will conduct semiannual audits of time cards for part time physicians to ensure they are being annotated properly.  While the semiannual audits need not include a review of each part time physician on the payroll, the audits must be sufficiently broad to determine if there is overall compliance with the VA’s requirements regarding time and attendance.  The results of each audit will be shared with the applicable Medical Center Director(s) and Human Resource Officer so that corrective action, where necessary, can be implemented. Audit results will be shared with these officials within three days of audit completion.  

     c.  Unit Time Keeping Training:

          1.  Human Resources will conduct training for unit timekeepers on an annual basis.  At a minimum, the training will be designed to cover all aspects of the time and attendance requirements prescribed by VA policy for part time physicians.    

5.  REFERENCES:  VA Directive 5011, dated April 15, 2002 and VH Handbook 5001, dated April 15, 2002.

6.  RECISSIONS: None

7.  FOLLOW-UP RESPONSIBILITY:  Author:  Mark Antinelli, 315-425-2412, Network 2 HR Council.

8.  AUTOMATIC RESCISSION DATE:  February 14, 2006.







Signed 5/21/03 //

WILLIAM F. FEELEY

Network Director

Attachments:  A

Distribution:    Network 2 Medical Center Directors  

  Network 2 Care Line Managers

                        Network 2 Physicians

                        VISN 2 Network Web Site

Part time Physician Certification Form - Time and Attendance

I certify that have read the VA’s time and attendance requirements and fully 

understand their contents.  By signing this certification, I also agree to adhere to the VA’s requirements concerning time and attendance requirements.  

_______________________________                      _______________________

PHYSICIAN SIGNATURE                                       DATE

This form is to be retained in the HR Office 







