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Emergency management worksheets 

 

 

 
 
 
 

Department of Industry 
Local Land Services 

•  Use response project task 
cost code for EM worksheet 
& SAPByDesign 

•  Enter standard hours (eg 7 
or 7.6hrs per day) into 
SAPByDesign & process as 
usual 

•  Process EM worksheet as 
below 

Other government agencies 

• Complete usual worksheets 
in accordance with own 
agency requirements 

• Process EM worksheet as 
below 

• Salary & overtime paid by 
own agency 

Contractors including 
employment agency 

personnel, supporting NGOs, 
students 

•  Complete usual timesheets 
in accordance with own 
agency/organisations 
requirements #  

•  Response supervisor to 
check hours of work and sign 
if correct 

•  If a usual timesheet does 
not exist, use an EM 
worksheet (see below) 

# Note – additional for employment agency personnel only 
• Personnel are paid hours worked according to the contract, which usually does not include overtime 
• Travel time is usually the responsibility of the employment agency unless included in the contract 

 
Processing Emergency Management Worksheets 

Initiate EM 
worksheet 
•At start of each rostered 

period 
•Cost code & Personnel ID 

received at induction 

Record hours of 
work / travel 
(separately) 
• Calculate totals 
• Minimum 30 min break 

every 5 hrs 
• See example below 

Verify attendance 
 

•By direct response 
supervisor 

• Daily (where possible) & 
on completion 

• Check for accuracy 

Approval 
 

•By officer with EM 
financial delegation 
(identified at 
induction) 

Copies to  
 

•Your Payroll 
Centre 

• Logistics 
• Own records 

Department of Industry and Local Land Services: Submit EM Worksheet through CSP Portal 
(on Intranet) – instructions on page 2. Payroll will process payments and Leave in Lieu. 
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Step 1: Access CSP Portal on the Intranet 

 

Payroll will 
process overtime 

payments and 
enter Leave in 

Lieu (regardless 
of when it 
occurs). 

 

 
 
 

Step 2: Attach and submit manual EM worksheet

 

Multiple 
worksheets for 
an employee 

may be attached 
to a single 

submission. 
 

First and last 
dates are 

inclusive of all 
worksheets. 

You will receive 

Attach worksheet/s 

Employee name appears here 

First date worked (from worksheet/s) 

Last date worked (from worksheet/s) 

Select Emergency Management Worksheet 

 an email with a 
CSP number to 

track your 
submission. 

Once all details are entered and signed worksheet is attached click save and submit. 
The save and submit buttons will only appear once a worksheet is attached. 
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