Instructions for Updating Emergency Contact Information in Oracle & Telestaff

At this time, employee Emergency Contact Information cannot be updated via the
ESS. Employees must complete a revised Personal Data Form and submit the form to
Records Mgmt — EOB — 12th Floor or email the form to:
Records.OHR@montgomerycountymd.gov

The form must be signed prior to submitting to Records Mgmt.

Employees should keep a copy of the revised form for their records and check the ESS
to verify that their change was made.

Employees should also update their emergency contact information in Telestaff in the
“Other(s)” section.
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The Personal Data Form can be found on Quicklinks — Forms and Documents.
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