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16. Attendance Records 

 

All employees are responsible for ensuring that hours worked are documented on the 

appropriate timesheet(s).  Timesheets will be approved and submitted by the direct 

supervisor to payroll and considered final for that pay period.  Any errors or corrections 

to be made on the timesheet are to be resolved between the employee and supervisor.  

The supervisor will then contact the payroll department and corrections will appear on 

subsequent paycheques. 

 
 
 
 

 


