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_____________________________________________________________________ 
 
Purpose of Policy: 
 
This policy is intended to ensure a consistent method of dealing with overtime. 
____________________________________________________________________ 
 
Policy Statement 
 
All staff overtime is to be pre-authorized.  This means that all employees are to obtain 
permission from their immediate supervisor prior to working any hours that are in 
addition to the standard operating hours.  Hours that are worked without prior 
authorization will not be compensated for. 
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