
Emergency Contacts and Normal Work Hours 
Must be completed for all staff and volunteers and posted near workstation phones. 

If staffing patterns change, revise and send to the Head Start Office. 
 

Employee Name Typical Work 
Days and Hours 

Emergency Contact Name Emergency Contact 
Phone Number 

    

    

    

    

    

    

    

    

    

    

    

    

 
   

Team Leader Signature  Date 
 


