HOWELL PUBLIC SCHOOLS

LEAVE REPORT

Social Security # - Obtain Social Security number from Summary Time Sheet

Days Leave         -  Enter 0.50 for ½ day or 1.00 for one (1) day

Reason                -  Enter the reason code as it appears on the time sheet

Location #           -  Enter pay location number

Date                     -  Enter month and day eg. 06/14

Name                   -  Employee name

PLEASE TYPE 
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         Pay Location                                   

     

Pay Ending
Codes:


	01 – Personal Illness


	02 – Family Illness


	03 – PB


	09 – Vacation


	10 – Substitute Work


	00 – Absent w/o Pay


	H - Holiday








