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http://www.vcemergency.com/
http://www.shakeout.org/
https://vcfd.org/public-info/ready-set-go
https://web.pulsepoint.org/
http://www.vchca.org/
http://www.caloes.ca.gov/
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Please add any proposals you have for preventing flood damage or future fire damage like "We should do 

'this'..." or "Next time we should ... to keep that from happening." 



 



NON-EXEMPT, PART TIME, AND CONTRACT EMPLOYEES ONLY - TIMESHEETS/LABOR 

Please use following instructions when filling out and submitting timesheets. 

Use timesheets as normal for non- _____________________ (project code) related activities. For ____________________ (project code) related 
activities, clear and defined hours are needed.  On a separate row(s) or on an attachment, please provide the below information.  (Your timesheet 
should mirror your Daily Activities Log. Please see example for more guidance) 

Under project column Project Code: 
Under date column applicable hours worked for (project code) 

_________________________that date 
Under hours 

NON-EXEMPT, PART TIME AND CONTRACT 
EMPLOYEES ONLY, please use the following 
categories Definition Examples 
Shelter – (location) 

__________________________________
_ 

Provided support to evacuation shelter Answered phones; registered patrons; 
purchased/distributed supplies; custodial 
cleaning 

Emergency Operations Center Provided administrative support to the 
Emergency Operations Center 

Took notes; prepared agendas; completed 
status reports; training; staff meetings to 
discuss strategy 

Emergency Protective Measures Provided efforts to protect District property Put out sand bags; cleaned restrooms; 
disinfected picnic tables; communicated 
with public (signage/website) 

Debris Removal Provided efforts to remove damage from 
CRPD property 

Removed downed trees/limbs; cleared 
clogged drains 

Restoration Work Provided efforts to restore CRPD property 
to pre disaster condition 

Repaired irrigation; repaired roof; 
replanted landscaping 



EXEMPT EMPLOYEES ONLY - TIMESHEETS/LABOR 

Please use following instructions when filling out and submitting timesheets 

Use timesheets as normal for non-_______________________ (project code) related activities. For _______________________ (project code) 
related activities, clear and defined hours are needed.  On a separate row(s) or on an attachment, please provide the below information.  (Your 
timesheet should mirror your Daily Activities Log. Please see example for more guidance)  

Under project column Project Code: 

Under date column applicable hours worked for (project code) 
__________________________ that date 

Under hours 

EXEMPT EMPLOYEES ONLY, please use the 
following categories: Definition Examples 
Emergency Operations Center – General 
Administration 

Regular administrative duties specific to 
incident 

Answered emails, coordinated staffing 

Emergency Operations Center – Training Attended training/meetings specific to the 
incident 

Attended/led training on personal protective 
equipment; staff meetings to discuss strategy 

Emergency Operations Center – Technical 
Assistance 

Provided information technology assistance Set up telecommuting, zoom meetings 

Emergency Operations Center – Other Additional incident duties not described 
above  

Inspected facilities for readiness 



NON-EXEMPT AND EXEMPT EMPLOYEES DAILY ACTIVITIES LOG 

 

For ____________________________ (project code) related activities, please attach a separate daily activities log with, at a minimum: 

• the date 
• hours worked at particular activity 
• FOR NON EXEMPT - a short activity description and location of work (specific park or building; or Districtwide (general/overall) or Open 

Space) 
• FOR EXEMPT - a short activity description and if possible, location of work (specific park or building; or Districtwide (general/overall) or 

Open Space 
• And if you telecommuted doing the activity 

Your Daily Activities Log (with more detail on the activity) should mirror your timesheet. 

Please see examples for more guidance. 

  

  



CAL CARD/MATERIALS PURCHASED/CONTRACTED SERVICE SUPPORT 

For fire related activities, clear and defined explanations are needed.   

Please use following instructions when coding and submitting invoices/Cal Card statements to your supervisor for processing by accounts payable 

Account Code  Code item as you would normally  
Project  under the account code, write 

(project code) 
“                                                “ 

 

Description Category Short description notes 
Please write one of the following 
categories as a description, plus provide 
a short description of what/why and 
the location: 

Shelter – (location) 
 
___________________________ 

PROVIDE SHORT DESCRIPTION OF WHAT/WHY; PROVIDE 
LOCATION OF WORK (SPECIFIC PARK OR BUILDING; OR 
DISTRICTWIDE (GENERAL/OVERALL) OR OPEN SPACE  

 Emergency Protective Measures  PROVIDE SHORT DESCRIPTION OF WHAT/WHY; PROVIDE 
LOCATION OF WORK (SPECIFIC PARK OR BUILDING; OR 
DISTRICTWIDE (GENERAL/OVERALL) OR OPEN SPACE  

 Debris Removal  PROVIDE SHORT DESCRIPTION OF WHAT/WHY; PROVIDE 
LOCATION OF WORK (SPECIFIC PARK OR BUILDING; OR 
DISTRICTWIDE (GENERAL/OVERALL) OR OPEN SPACE  

 Restoration Work PROVIDE SHORT DESCRIPTION OF WHAT/WHY; PROVIDE 
LOCATION OF WORK (SPECIFIC PARK OR BUILDING; OR 
DISTRICTWIDE (GENERAL/OVERALL) OR OPEN SPACE  

 Emergency Operations Center 
Support 

PROVIDE SHORT DESCRIPTION OF WHAT/WHY; PROVIDE 
LOCATION OF WORK (SPECIFIC PARK OR BUILDING; OR 
DISTRICTWIDE (GENERAL/OVERALL) OR OPEN SPACE  

 Other PROVIDE SHORT DESCRIPTION OF WHAT/WHY; PROVIDE 
LOCATION OF WORK (SPECIFIC PARK OR BUILDING; OR 
DISTRICTWIDE (GENERAL/OVERALL) OR OPEN SPACE  
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