HAZLEHURST CITY SCHOOL DISTRICT
119 Robert McDaniel Drive
Hazlehurst, MS 39083

Mr. Cloyd Garth Jr., Superintendent

Overtime Procedures

> ALL overtime must be pre-approved.

o To request approval complete the “Request for
Overtime” form and submit it to the
Superintendent.

o Once approved you will receive a copy of the
form and the original will be forwarded to payroll

> Employees that work unauthorized overtime will be
disciplined as follows:

1° dOffense counseled by their direct supervisor
2" o Offense- counseled by Superintendent
3" Offense- sent home for 1 day without pay
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o Subsequent offenses may result in termination
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