The University of Texas-Houston

Department of Internal Medicine

Administration
Policies and Procedures
All policies, procedures, rules and regulations of the Department of Internal Medicine are subordinate to those established by the UTHSC-H, the UT System Board of Regents, and local, state, and federal law.

SUBJECT:
Time and Attendance Reporting
POLICY OVERVIEW:

All University of Texas Health Science Center at Houston (UTHSC-H) employees must submit a written record reflecting their hours worked and hours absent from work.  This written record will vary relative to the classification of the employee and/or the employees pay type.  Student appointees are not considered to be employees and are exempt from time and attendance record keeping.  (Refer to UTHSC-H Handbook of Operating Procedures, Section 2.16 Appointment Status.)  Such records will include time and attendance, vacation and sick leave accrual and use, and the reasons for all leave of absence, regardless of whether they are paid or unpaid.a
The president is ultimately accountable for maintaining accurate time records that support university policy on absences, vacation time, and compensatory time.  The president may delegate this responsibility to the heads of the various operating units, and they in turn may delegate this responsibility to the department heads.  The head of each primary operating unit is responsible for verifying and assuring the units compliance with policy.

PROCEDURE:


· Employees of the Department of Internal Medicine  are required to complete time reports on a biweekly or monthly basis, dependent upon pay status.  Time reports must be signed by the employees supervisor and must be forwarded to the timekeeper  by the end of the last day of the pay period.  Overtime pay on time reports submitted after the deadline will not be processed until the next pay period.  Failure to comply in a timely manner may require disciplinary action.

· Absence Request/Report forms should be attached to the employees time sheet if leave time was used during the pay period.

· Casual employees and employees submitting approved overtime must submit bi-monthly time reports (signed by immediate supervisor or designee) to Administrator by noon on each Monday prior to next pay check date.  Failure to do so will delay receipt of check.  Submission of these time sheets does not eliminate the need to complete weekly time sheets.

· Individual areas may find it necessary to establish guidelines and policies which are specific to their areas.  These policies must be developed with the Administrator.

· Attendance and punctuality are a part of the formal evaluation form and both positive and negative aspects will be documented on the annual evaluation form.

· Time cards, time sheets, and request for leave authorizations are the documents that must be maintained for four years in an active file in a departmental office.  However, the cumulative time record should be maintained until four years after the separation of  an employee.  When an employee transfers to another department, the losing department is responsible for providing the gaining department with a copy of the Cumulative Time Record, reflecting current leave balances.  The reporting documents of employees who have separated from the department must be maintained for  four years from the date of separation.  If an area within an organizational entity closes permanently, its reporting documents will be retained by the organizational entity.  If an organizational entity is permanently closed, its reporting documents should be forwarded to Records Retention.

a Tex. Rev. Civ. Stat. Ann. Art. 5996a (Supp. 1988)

Related Standards:

UTHSC-H Handbook of Operating Procedures
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