
Emergency Contact Guidelines for Staff 

Date: [Insert Date] 

Dear Team, 

In light of our ongoing commitment to safety and well-being, we would like to remind all staff of 

the importance of having updated emergency contact information on file. In the event of an 

emergency, it is crucial that we are able to reach your designated contacts swiftly. 

Emergency Contact Information 

Please ensure that you provide the following information: 

• Full Name 

• Relationship to You 

• Contact Number 

• Email Address (if applicable) 

How to Update Your Contact Information 

To update your emergency contact information, please follow these steps: 

1. Log in to the employee portal. 

2. Navigate to the 'Personal Information' section. 

3. Edit your emergency contact details as necessary. 

4. Save your changes. 

We encourage everyone to update their information by [Insert Deadline]. Having accurate and 

accessible emergency contacts is vital for ensuring your safety. 

If you have any questions or need assistance, please do not hesitate to contact HR. 

Thank you for your attention to this important matter. 

Sincerely, 

[Your Name] 

[Your Position] 

[Your Organization] 


