Emergency Contact Information
Purpose:
It is the intent of the following policy to articulate how staff emergency contact information is to be maintained and updated at each program site.
Policy:
Emergency contact information on employees shall be maintained at the program site for which the employee is assigned to facilitate appropriate notification as needed.  This information shall be maintained in an area accessible and familiar to all staff in the facility and shall be updated annually or as new information becomes available.
Procedure and/or Process:

New hires will provide the Human Resource Manager emergency contact information on the designated form at the time of new hire orientation.

The Human Resource Manager will provide this information to the supervisor of the site of the employee to maintain the information in a location accessible to all employees at the facility.

The Human Resource Manager shall maintain a copy of the Emergency Contact information in the employee’s personnel file.

Emergency contact information should be updated annually.
Emergency contact information should only be released on a need to know basis.
Rev. 4/08, 10/10, 2/22
Page 1 of 1
P-1182

