Absence Procedures

All absences are reported via the Kiosk system. Supervisors will regularly review Kiosk to approve, disapprove or comment on an absence.

Payroll will verify the absence using Renhill data, regular time sheets, substitute time sheets, or other means as established (i.e. building sign in sheets).

Payroll will, as needed, upload the absence data, to the payroll system(USPS).

Any discrepancies on absence reporting shall be immediately reported to the Treasurer.

