[Clinic Name Here]
Over Time Policy

Employees at [Clinic Name Here] are not allowed to work any overtime hours, except where absolutely necessary, and only with the pre-approval of both the Office Manager and Doctor.
[bookmark: _GoBack]Time cards will be reviewed each week, and any employees with unauthorized overtime will be given a written or verbal warning.
Multiple violations of the over-time policy could result in employee termination.


I have read the Over Time Policy and understand it completely.  I agree to comply with this policy to the best of my ability.  

___________________________________
Employee Name


___________________________________
Employee Signature


___________________________________
Date
