Overtime Procedures

It is recognized that from time to time overtime may be required. 

All overtime must be pre-approved by the Superintendent and/or Treasurer prior to any employee working overtime. Requests must be placed in writing, e-mail is acceptable.

The exception is emergency situations where obtaining prior permission may be difficult, impossible or allow a dangerous situation to continue and/or exist. An example would be snow removal prior to the start of a school day, boiler leak, etc.

Each payday the Assistant to the Superintendent-Payroll shall report all overtime to the Treasurer for his/her review.

