SAMPLE EMERGENCY INFORMATION FORMS








Many agencies already utilize some type of form on which employees record the names of persons to be contacted in case of emergency.  The Address and Emergency Information (CPOA 01) form was developed as an example of the type of information which should be maintained for every employee.  Completion of this form, or one similar to it, should be mandatory for ALL employees.





The Instructions in the Event of Death (CPOA 02) form was developed to record the employee’s specific directions and other personal information that will be extremely useful to agency management in the event of the employee’s death.  Completion of the this form by employees should be recommended but not required.  The completed CPOA 02 should be placed in a sealed envelope and maintained either by the agency or in an alternate location of the employee’s choosing (i.e., attorney or close friend).  The agency should note the alternate location in the employee’s personnel file.





To be of value, both forms must contain current information.  The forms should be reviewed annually by the employee.  It is suggested that review of the forms be part of the annual performance evaluation process.  





These forms must be maintained in a location that is accessible to agency supervisors at all times.  They will be of no use whatsoever if locked up in a personnel office across town when the emergency occurs.














