
Elementary & Secondary Office Organization  
Record Retention - Staff Emergency Cards

➢ Staff Emergency Cards – one active (completed annually) and one optional 

inactive file in alphabetical order .  

➢ The inactive emergency cards are kept for a period of time at the discretion of 

the principal. We are not required to keep the inactive emergency cards for 

staff.



Sample of Staff Emergency Card – Front Side



Sample of Staff Emergency Card – Back Side


