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Department of
Primary Industries

Emergency management worksheets

Department of Industry

Local Land Services

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

e 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

e Salary & overtime paid by
own agency

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

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

o |f 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 Record hours of Verify attendance Approval Copies to
worksheet work / travel
o Sl off el osiEa] (separately) By direct response By officer with EM *Your Payroll

period e Calculate totals supervisor financial delegation Centre
« Cost code & Personnel ID « Minimum 30 min break * Daily (where possible) & (identified at o Logistics
received at induction every 5 hrs on completion el * Own records
® See example below e Check for accuracy

% | ;Ea"mm Emeargancy Management Workshaat :\.t:'gd In[:;y X ws O3 22\':]'

Mame: Sarah Smith :::-::Iam, LR Len, seser Lcc m:::! OWMEEEEE:E:«L. Operations
Personnel ID No: 78 Employee No: 500513 LEAWEINLIEUFORTRAVEL  lcosTcobe:  1120-4 | STAFT PAYROLL CENTRE USE
Cay|  Date TI;“":::I:]‘ :::;ll {L“‘:::') ‘(‘)_‘":_:: ‘;‘,‘,’:’hf::;’ ;:i‘“"?‘:‘: t-"EE:-I E":::’L"‘ varted | ke | oomt h':-::“u Location t::‘l": st | Tz | or |oTe

meal breaks} | hrs) foumey | joumey | travel time

[man|  nma

Tue|  MA

Wed NA

Tha | 04022016 T.00 30 [ 30 | 1900 11.0 7 4.5 600 | 700 | 15m | 45m Dubbo £ s

7.00 a0 | 30 | 1830 105 7 40 845 | 7.00 | 15m 0 Dubbo £ fasas

s 7.00 30 | 30 | 1900 11.0 0 1.0 645 | 700 | 15m 0 Dubbo £ fasas

Sun [OT/O2016 r.oo 30 17.00 a5 o a5 545 roo 15 m Q Dubbo o foacs

o |DETZZOIE] 700 a0 | a0 | 1mo0 100 i 35 100 | 1900 | 15m | 45m Dubbo £ st

Tue|  NA Tota| & enterbeldwas |

e A dlhlr-m-ss‘luz b LIL J

Th|  HA \

P | MA

sa | mA

Sun MA l Trangfar el ]

To be signed and verified by your i e daily and on i) ToTAL | 1.5nr TOTAL

Forward to your Payroli Gentre for processing. | elect to be reimbursed as follows (tick)

Keep a copy and provide a copy fo the Logistics Section.

‘L’mh:"; | X | 475  hrs payment for difected exXcess hours

Signaue: Tarsh Srith OATEZ0IE | work locaBion (al overtine rales)

Attendance verifiied w SUPCIViSor l_l hrs 10 be taken as Leave in Licu for directed excess hrs
Prind. Larry Jones Sigrrenlure. & Dowes 0022016 el overtime rales)

0O/ and travel ime authonsed bynﬂlr.er ‘with EM financial ﬂele_rﬁllnll |i| 148 hrs 1o be taken as Leave in Lieu for traved

Print Connle Bell Sigmatre: P DRDZ2016 {af singie rates)

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
Department of Industry

B c—a

# Home & Finance ¥ Human Resources [ Technology [ MyTickets  [B} Project Request  ¢% Submit Requestfor Change il Code of Conduct

&% Create/Vary/Delin it Role

&% CreatefVary/Delin it Org Unit

) Change Of Addii. al Hours

CSP Service Centre Payroll wil

process ove rtime
I[E Flex Balance Update

payments and
PR Welcome enter Leave in

i Cash:]"uwe e My Open Ticket / Approvals Lieu (regard.less
& New Super Fund of when it

© Legal Name Change occurs).

. Transferred Officer

+& Non Payroll

+2 Letter Of Offer

ies Management ... to Finance ... to Human Resources ... to Technology

Lo

NSW Department of Industry
CSP Service Centre Support Hours: Monday to Friday 7:30 am - 5:30 pm

Phone: 02 6363 7676

Step 2: Attach and submit manual EM worksheet
Pl C— @F
Department of Industry

A Home  $ Finance B Human Resources [ Technology B My Tickets

[} Project Request  ¢% Submit Request for Change il Code of Conduct

EiSave g Abandon {7 X | [l lockee R @v | K= ¢  Recodlofl 5 @

Submit Manual Worksheet
Use this form to submit 3 Manual Worksheet, Manual Qvertime or Penalty Claim Form. Do not use this form
10 submit your Fisheries Time sheets,

To comply with processing requirements you must attach a scanned copy of your signed warksheet/form by
using the attachment link on the battom of the form

, Multiple
@CIl(kloalta(hynurs\gnedwnrkﬁheelﬁoﬂ 4— AttaCh WorkSheet/S WOTkSheFe)tS fOI'
. an employee
i @2 4— Employee name appears here may be attached
Date From: to a single
ey Zi4— First date worked (from worksheet/s) submission.
Date To:
[aemmrsyyy H4— Last date worked (from worksheet/s) First and last
Type of manusl form: dates are
Emergency Management Worksheet | 4— Select Emergency Management Worksheet inclusive of all
Comments worksheets.

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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