


LYNWOOD UNIFIED SCHOOL DISTRICT

EMPLOYEE OVERTIME LOG

Employee: EID/SSN#

Event:

Duties:

(Subtract Break)

Total Hours

Employee 

Signature:

Supervisor's 

Signature:

Date Date

Date

Location

Print Name (Last, First)

(i.e. football game, back to school night, year-end closing, graduation ceremonies, etc.)

Date     Start
Supervisor 

Initials

Total Hours

Director/Principal Cabinet Approval

Stop

Date

PRE-APPROVAL FOR ALL OVERTIME

1. Pre-approval by Director and Cabinet is required before any overtime is performed. 

2. Supervisor must sign for overtime hours worked.

3. Overtime log must be submitted with timesheet/timecard/punch card for daily/weekly hours worked.

Overtime will be delayed until steps 1 through 3 have been met.
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