
TIME SHEET AND PAY VOUCHER 
SHORT-TERM---NON-CIVIL SERVICE (FC-42)  3836  
(No.48 Jun 2013)  

 
This section and its subsections present information on the emergency worker system 
which is used to augment human resources for incident management.  
 

DESCRIPTION OF THE FC-42                                     3836.1 
(No.50  Aug 2014) 
 
The FC-42 is a form used for recording emergency worker time on 
an incident. A discussion of the types and purposes of emergency workers is 
provided in Section 3836.2 below. The data in the FC-42 is used to prepare the 
emergency fire time check issued to the emergency worker for payment. 
 
The emergency fire time check is prepared and issued at the incident Unit.  All 
documentation, including the FC-42(s), are submitted to the incident Unit for processing. 
  

EMERGENCY WORKER: GENERAL POLICY  3836.2  
(No.48 Jun 2013)  
 
The term "emergency worker" generally describes people who are engaged on a short-term 
basis to perform emergency-related work such as firefighting, general support, vehicle 
driving, messenger/runner, dispatcher, tree faller, kitchen worker, general laborer, etc. Such 
workers are usually engaged locally (at or near the emergency) for the duration of the 
incident only, and are recruited from sources such as the general public, volunteer fire 
departments, retired annuitants, volunteer civic organizations and other government 
agencies. In all cases, their service must be directly tied to an incident.  
 
The Public Resources Code, Sections 4153 and 4155, authorize the summons and 
compensation of individuals for assistance in the suppression of fires. The need to 
augment regular CAL FIRE forces on extremely short notice during an emergency, and in 
locations that cannot be predetermined, generally requires the immediate temporary 
summoning of non-civil service employees. Nonetheless, it is CAL FIRE’s policy that the 
use of emergency workers is kept to a prudent minimum, that the worker be qualified for 
the duties assigned, and that the level of compensation be appropriate for those duties. 
Emergency workers are to be used only when it is not operationally feasible or 
practical to use regularly budgeted staff, and only when authorized by an order and 
request number. 
  

Emergency workers are hired for the classification and level of duties to be 
performed. When determining classification and the appropriate wage rate, consideration 
will not be given to the employee's prior work assignments or civil service classifications.  
 

  

http://law.onecle.com/california/public-resources/4153.html
http://law.onecle.com/california/public-resources/4155.html


CLASSIFICATION, LEVEL AND PAY RATES  
FOR THE EMERGENCY WORKER  3836.3  
(No.48 Jun 2013)  
 
There are eight emergency worker levels. Based on the assigned duties, select the most 
appropriate level from the duty descriptions listed in the Emergency Worker Rates and 
Classifications document located in the 3900 Rates Handbook, Section 3925.  
 

GENERAL REQUIREMENTS FOR ALL  
EMERGENCY WORKERS  3836.4  
(No.48 Jun 2013)  

 
This section describes the requirements for all emergency workers, regardless of the type of 
employment or the command organization of the incident.  
 

ORDER AND REQUEST NUMBERS ARE REQUIRED 3836.4.1  
(No.48 Jun 2013)  
 
Every emergency worker must have an order and request number, which is entered on the 
FC-42.  
 

SOCIAL SECURITY NUMBER IS REQUIRED  3836.4.2  
(No.48 Jun 2013)  
 
Each person authorized as an emergency worker must show his/her social security number on  
 

MINIMUM AGE 3836.4.3 
(No.48 Jun 2013) 
 
The minimum age for an emergency worker shall be 18 years old. 
 

FORM I-9 EMPLOYMENT ELIGIBILITY VERIFICATION 3836.4.4 

(No.48 Jun 2013) 
 
The Immigration Reform and Control Act of 1986 requires that all persons employed after 
November 1986 must complete, or have on file, a Department of Homeland Security, U.S. 
Citizenship and Immigration Services, Employment Eligibility Verification Form (Form I-9). This 
requirement applies to emergency workers. 
 
the FC-42. If the number cannot be provided, the person shall not be employed as an 
emergency worker. Section 1021.6 of the Personnel Handbook describes the responsibilities 
and procedures CAL FIRE must follow in order to ensure compliance with this law. CAL FIRE 
representatives responsible for obtaining emergency workers must be aware of the types or 
combination of documents required by this law to verify eligibility.  
See Employment Eligibility Verification (Form I-9).  
 

 
 

http://calfireweb/library/handbooks/3900/3925.pdf


OATH OF ALLEGIANCE  3836.4.5  
(No.48 Jun 2013)  
 
Pursuant to Government Code Section 3102, each person engaged as an emergency 
worker on the FC-42 must read and sign the Oath of Allegiance or he/she cannot be 
summoned for work. This reading and signing must be witnessed by a permanent 
CAL FIRE employee.  

 
If a person engaged as an emergency worker will not sign the Oath of Allegiance because 
of a conflict with their religious beliefs, he/she shall write the following statement in its 
place:  
“Due to a conflict with my religious beliefs, I cannot sign the normal oath of 
allegiance.  However, I do solemnly affirm that I am a law-abiding citizen.”  
 

RESTRICTIONS ON THE USE OF EMERGENCY WORKERS  3836.5  
(No.48 Jun 2013)  

 
Generally, an emergency worker is not paid for a 24 hour day. An emergency worker is 
paid for actual work time and travel to/from the incident from the point of summons. 
Off-shift time (including sleep time) is not paid unless they are ordered available for 
immediate emergency response (standby). These restrictions apply regardless of the 
funding source for payment (e.g., federal, Schedule A, etc.).  

 
SHIFT RESTRICTIONS ON EMERGENCY WORKERS  3836.5.1  
(No.48 Jun 2013)  

 
Work shifts exceeding 16 hours in an operational period for emergency workers 
involved in support functions are unacceptable except in unusual circumstances, 
which must be clearly justified in writing by the CAL FIRE supervisor responsible.  
Work shifts for emergency workers involved in direct suppression activities may exceed 
16 hours if operationally required, such as in the first 24 to 36 hours of an incident until 
adequate resources are available. Beyond the first 36 hours, shifts longer than 16 hours 
must be justified in writing by the supervisor. In no event is off-shift or sleep time 
compensable.  

CIRCUMVENTION OF BUDGET AUTHORITY 
NOT ALLOWED 3836.5.2  
(No.16 March 2002)  
 
It is not acceptable to augment the budgeted length of fire season or engine staffing standards 
using the FC-42 process, nor shall the FC-42 be used in lieu of unplanned overtime unless 
operationally justified. The former seasonal employee engaged as an emergency worker is 
subject to the same rules and restrictions imposed on other emergency workers. See Sections 
3821.9 (F) and 3836.5.1. 
 

  



CIRCUMVENTION OF BUDGET AUTHORITY NOT ALLOWED  3836.5.2  
(No.16 March 2002) 
  
It is not acceptable to augment the budgeted length of fire season or engine staffing 
standards using the FC-42 process, nor shall the FC-42 be used in lieu of unplanned 
overtime unless operationally justified. The former seasonal employee engaged as an 
emergency worker is subject to the same rules and restrictions imposed on other 
emergency workers. See Sections 3821.9 (F) and 3836.5.1.  
 

EMPLOYMENT OF EMPLOYEES’ RELATIVES  3836.5.3  
(No.48 Jun 2013)  

 
A CAL FIRE employee shall not summon for work or directly supervise his/her own family 
members using the FC-42 process. "Summon" means any participation in the FC-42 
process where the potential for a conflict of interest can reasonably be inferred. Family 
member is defined as: personal relationships which include, but are not limited to, 
association by blood, adoption, marriage, and/or cohabitation; e.g., husband, wife, father, 
mother, son, daughter, brother, sister, grandparent, grandchild, uncle, aunt, first cousin, 
nephew, niece, in-laws, stepfather, stepmother, stepson, stepdaughter, stepbrother, 
stepsister, half-brother, half-sister, and two people living together.  

 
ENGAGING FORMER SEASONAL EMPLOYEES  
USING THE FC-42  3836.5.4  
(No.16 March 2002)  

 
For unexpected events, it is acceptable to engage a former CAL FIRE seasonal 
employee on an FC-42, provided the summons is directly related to a specific incident 
and authorized through an order and request number.  

 
NOTE: The FC-42 process shall not be used to circumvent the nine months 
employment limitation for temporary employees.  
 

OFF-SHIFT STATE EMPLOYEES  3836.5.5  
(No.48 Jun 2013)  
 
Current CAL FIRE employees may not be engaged through the FC-42 process, even if 
off-shift.  For other state employees who are off-shift, refer to the 1000 Personnel 
Handbook, Section 1021.11, regarding dual appointments.  
 

RETIRED ANNUITANTS  3836.5.6      
(No.48 Jun 2013)  
 
Retired annuitants shall not be employed through the FC-42 process. Refer to the 1000 
Personnel Handbook, Section 1024, for procedures on hiring retired annuitants.  
 

  

http://calfireweb/library/handbooks/1000/1024.pdf


GENERAL PROCESSING RULES   3836.6  
(No.48 Jun 2013)  

 
When workers are dispatched from one incident to another, or hired on a new 
incident in the same work period, they should be instructed to take their copy of the 
FC-42 to the Finance Section upon arrival at the new incident. This will allow the new 
incident to calculate overtime pay when appropriate.  

 
PAYEE CERTIFIES TO SINGLE SUBMITTAL OF CLAIM  3836.6.1  
(No.48 Jun 2013) 
  
The emergency worker must sign the FC-42 attesting that the information contained on 
it is true and that no other claim has been or will be made for that same period of work. 
An emergency fire time check will not be issued if the emergency worker has not signed 
the certification.  
 

VERIFICATION AND PAYMENT  3836.6.2  
(No.48 Jun 2013)  
 
In all cases, the signatures of the Personnel Time Recorder (PTR) and the official 
approving payment shall be permanent CAL FIRE employees authorized by the Unit 
Administrative Officer, Finance Chief or Incident Commander. The same individual 
cannot sign the FC-42 as both the PTR and the official approving payment.  
The person signing the emergency fire time check cannot, under any circumstances, 
serve as PTR or the official approving payment. Payment will not be made from an 
FC-42 unless it contains valid CAL FIRE signatures.  
No employee may act as PTR or the official approving payment for a family member 
being paid under the FC-42 process. See Section 3836.5.3 for the definition of family 
member.  
 

MULTIPLE FC-42s FOR THE SAME EMERGENCY  
WORKER FOR THE SAME PAY PERIOD  3836.6.3  
(No.16 March 2002)  

 
Each FC-42 must always be fully completed and signed. This also applies to those 
circumstances where more than one FC-42 is needed for the same emergency worker.  

 
  



PAY PERIOD, TIME FRAME AND DATE 
REQUIREMENTS FOR FC-42 PROCESSING 3836.6.4 
(No.50  Aug 2014) 
 
Pay period requirements must be met when processing FC-42s for emergency 
workers.  The standard pay period (see Exhibit 23, FC-42 Bi-Weekly Pay Schedule 
FY2014-2015) consists of 14 days and pay is due within 14 days after the end of each 
pay period.  This could result in the issuance of more than one emergency fire time 
check to emergency workers when an incident occurs between pay periods.  The 
exception to the 14-day work period is the local government temporary worker 
who may have a 28-day pay period when the 7K exemption is exercised (see 
Section 3836.7.2).  The FC-42s shall be given to the incident Finance Section 
prior to the release of the emergency worker(s).  This information is necessary 
for cost estimates, accountability and Activity Reporting and Cost (ARC) billing 
packages, when required.   
 
 NOTE:  A new FC-42 must be done for each 14 or 28 pay period and is  not 
tied to a calendar month. 
 

TIMEKEEPING RULES  3836.7  
(No.48 Jun 2013) 
  
Timekeeping is recorded by two different methods: one for the emergency worker 
and one for the local government temporary worker meeting the 7K exemption 
criteria.  
 

TIMEKEEPING FOR EMERGENCY WORKERS (EXCEPT LOCAL 
GOVERNMENT TEMPORARY WORKERS WHO MEET THE  
7K EXEMPTION CRITERIA)  3836.7.1  
(No.48 Jun 2013) 
  
Emergency worker timekeeping is based on a 40-hour, 7-day work period concept. The work 
period consists of seven calendar days and uses a standard Sunday through Saturday work 
period. Overtime is earned after 40 hours of work within each work period.  

 
TIMEKEEPING FOR LOCAL GOVERNMENT TEMPORARY  
WORKERS WHO MEET THE 7K EXEMPTION CRITERIA  3836.7.2  
(No.48 Jun 2013) 
  
Section 7(k) of the Fair Labor Standards Act (FLSA) provides a partial overtime pay exemption 
for public employees performing fire protection activities.  Under Section 7(k), when a public 
employer establishes a work period between 7 and 28 consecutive days, overtime 
compensation is not required until the employee satisfies the maximum hours standard under 
the regulations.  For additional information, go to:  
http://www.dol.gov/whd/opinion/FLSA/2009/2009_01_16_19_FLSA.htm  
 
Local government temporary workers who meet the 7K exemption criteria may have their time 
kept on the regular 28-consecutive-day work period. Overtime will be earned after 212 hours 

http://www.dol.gov/whd/opinion/FLSA/2009/2009_01_16_19_FLSA.htm
http://calfireweb.fire.ca.gov/library/handbooks/3800/Exhibit23.pdf


during the 28-consecutive-day work period or the equivalent ratio for a partial work period.  
 
For those infrequent initial attack incidents where an emergency worker is used, the Incident 
Commander or designee will serve as the PTR for FC-42s and the incident Unit will complete 
the document.  
 

HOW TO COMPLETE THE FC-42 3836.8 
(No.48 Jun 2013) 
 
See Exhibit 26 for detailed instructions on completing the FC-42. 

 
FC-42 PROCEDURES AT CAL FIRE INCIDENT WITH NO   
FINANCE SECTION  3836.9 
(No.48 Jun 2013) 
 
For those infrequent initial attack incidents where an emergency worker is used, the Incident 
Commander or designee will serve as the PTR for FC-42s and the Incident Unit will complete 
the document. 
 

FC-42 PROCEDURES AT A CAL FIRE INCIDENT WITH  
A FINANCE SECTION  3836.10  
(No.48 Jun 2013)  
 
For incidents where a Finance Section or PTR has been activated, the emergency worker 
must check in with the PTR upon going off shift each day. The PTR will complete those 
sections of the FC-42 indicated in the instructions in Exhibit 26. For emergency workers 
assigned away from the incident base, see Section 3836.12.  
  

ASSISTANCE TO OTHER AGENCIES; JOINT INCIDENTS 
WITHOUT A CAL FIRE INCIDENT COMMANDER  3836.11  
(No.48 Jun 2013) 
  
This section addresses incidents where CAL FIRE provides mutual/automatic aid, 
assistance-by-hire, or where CAL FIRE has a jurisdictional interest but the Incident 
Commander is from another agency. The use of CAL FIRE-paid emergency workers is 
rare in these situations, but might occur. The FC-42 process will be handled as described 
in Section 3831 for the FC-33.  
 

EMERGENCY WORKERS NOT ASSIGNED TO INCIDENT  
BASE  3836.12  
(No.48 Jun 2013)  

 
For emergency workers used for support functions away from the incident base, the time 
recording portion of the FC-42 will be completed by the emergency worker's immediate 
CAL FIRE supervisor. The supervisor will submit the FC-42 for final processing and 
payment. The paying Unit is responsible for getting a copy of the FC-42 and pay 
information to the incident Unit or whoever is assigned the cost recovery duty.  
 

http://calfireweb/library/handbooks/3800/3836.pdf
http://calfireweb.fire.ca.gov/library/handbooks/3800/3831.pdf


USE OF THE PERSONNEL AND EQUIPMENT REPORT 
(FC-33) AS INPUT DOCUMENT TO FC-42  3836.13  
(No.48 Jun 2013) 
  
As noted in Section 3831, when an emergency worker works on multiple incidents within 
one period of work, FC-33s may be used to record the time worked on each incident. This 
information must be transferred to a FC-42.  One FC-42 should be used to summarize 
multiple FC-33s for an emergency worker.  
 
 
 

CALIFORNIA EMERGENCY MANAGEMENT AGENCY  
RESOURCES NOT ALLOWED ON FC-42  3836.14  
(No.48 Jun 2013) 
  
Resources ordered through the California Emergency Management Agency (Cal EMA) fire 
mutual aid system will be billed and paid for through state Cal EMA procedures. Cal 
EMA-ordered personnel will not be paid using CAL FIRE's FC-42 process.  
 

RECORDING LOCAL GOVERNMENT PERSONNEL ON FC-42  3836.15  
(No.48 Jun 2013)  
 
See Section 3826.  
 

CALIFORNIA NATIONAL GUARD (CNG) PERSONNEL ON FC-42  3836.16  
(No.48 Jun 2013)  
 
California National Guard (CNG) personnel cannot be paid by the emergency worker 
system (FC-42). The Department of Military invoices CAL FIRE for payment. For current 
payment policy and procedures, contact Fire Protection, Cooperative Fire Unit.  
 
 
(see next section)  
 
(see HB Table of Contents)  
 
(see Forms or Forms Samples)  

http://calfireweb/library/handbooks/3800/3837.pdf
http://calfireweb/library/#handbooks-3800
http://calfireweb/library/#forms
http://calfireweb.fire.ca.gov/library/handbooks/3800/3831.pdf
http://calfireweb.fire.ca.gov/library/handbooks/3800/3826.pdf

