
Decision Tree- Emergency Work Rev. 12/2017

In a Holiday Week- for Activities Other than 521, Snow and Ice

Non-KOSE covered
employee?

Code time to the 
appropriate 
activity. 

Is the Exempt Employee 
performing Emergency 
work outside of normal 
work hours, including the 
holiday?

Is the employee in a 
Non-Exempt KDOT 
position?***

Is  the employee 
performing 
emergency work on a 
Holiday or on an 
observed Holiday?

Is the employee performing emergency work, 
outside their normal work hours, during a 
Holiday week, but not on a Holiday or an 
observed holiday?

**For Crew Card employees, submit the HW-EM event 
link that will generate the Form 12. 

*** Temporary Employees will always be coded to the 
appropriate activity, No Task.

KOSE
covered 
employee?

Start Here

Is the employee 
performing emergency 
work on a Holiday or an 
observed holiday?

No

No

No

No

No

Yes

Yes

Yes

Yes

Yes

Code time to Activity 
521 Task AD-EM File 
DOT 12 **

Code time to the 
appropriate 
Activity AD-EM

Code time to the 
appropriate 
Activity 

Yes

Yes

Code time to 
Appropriate Activity 
AD-EM File DOT 12 
**


