Fond du Lac County

EMPLOYEE IDENTIFICATION BADGE POLICY 
Fond du Lac County is committed to providing a safe and secure environment for the employees of Fond du Lac County and for the public utilizing Fond du Lac County services.  All Fond du Lac County employees, contracted employees, students/interns and volunteers shall display an identification badge while performing their job in Fond du Lac County facilities.  This policy will outline the responsibility, identification badge information, requirements for wear, new employee process, replacement of badges and use of employee identification badges.

RESPONSIBILITY TO NEW ISSUE BADGES

The responsibility to issue identification (ID) badges to new Fond du Lac County employees has been assigned to the Human Resources (HR) Department. 
IDENTIFICATION INFORMATION SHOWN ON THE BADGE

1. The front side of the identification badge will require the Fond du Lac County logo, a picture of the employee, first name, first initial of the last name (as a minimum), and the name of the department in which the employee will be working. 
· Certain jobs will require the position name following the employee name. 
2. Department Heads will have their full first and last name displayed.

3. There may be exceptions to the information displayed.  Exceptions will only be by authorization of the County Executive and/or the HR Director.

REQUIREMENTS FOR WEAR

1. All Fond du Lac County employees, contractors/temporary/limited-term employees, volunteers and students working longer than a three-month duration shall be issued an ID badge.  Departments need to make arrangements with HR for these ID badges to be issued.  Seasonal/temporary/limited-term employees and contractors working for less than three months can be issued temporary badges that do not require photos.   
2. All Fond du Lac County employees must wear their ID badge on the front of their person, on their outermost garment, with photo facing out, and with an approved card holder and worn at desk height or above if sitting and above waist height if standing. Badges must be visible at all times.  Fond du Lac County will issue each employee a plastic card holder and a lanyard.  If an employee wishes to wear a different type of ID card holder it will need to be work appropriate and approved for wear from their department head.    
Exceptions to the above requirement:

a. County personnel in uniform (Sheriff Office employees) with an approved badge visible on the uniform will not be required to wear an additional ID.  Law enforcement officers on assignment in plain clothes are exempt but must carry their badge with them while on duty.
b. Department Heads may exempt employees from wearing an ID if its wear is a safety concern.  Employees will still be required to carry the ID with them while on duty.
c. County Board Supervisors.

3. The ID badge shall be worn while performing duties as a Fond du Lac County employee in County facilities.

4. Department Heads and Supervisors will be responsible for ensuring that their employees are wearing the ID badge at all times.

5. Department Heads and Supervisors of volunteers, student and temporary or contracted employees shall contact the HR Department to have ID badges issued.  

NEW AND TRANSFERRING EMPLOYEE IDENTIFICATION BADGES

1. New employees will be given their identification card during employee orientation.  Volunteers/Interns will be issued identification badges on an appointment basis.

2. An Employee ID Badge Form must be completed by the Department Head or Supervisor of all new employees and employees transferring from another department.  A list of employees will be maintained by the HR Department.  

REPLACEMENT AND USE

1. If an employee forgets their identification badge, a temporary department badge can be obtained and worn for that day.  These should be obtained at the HR Department for employees that work in the Government Center.  Other employees shall have temporary badges available in their departments and those departments will be responsible for issuing and collecting them.

2. If an employee misplaces their identification badge, the employee should immediately notify their supervisor.

3. Fond du Lac County will provide the first ID badge at no cost to the employee.  Replacement of lost ID badges (second time) will be the responsibility of the individual employee.  The current replacement cost is $5.00 for the badge.   
4. If an employee has a name change, the employee must contact the HR Department for a new ID badge at no cost to the employee, but will need to return the old badge.  
5. If an ID badge is broken or worn, the employee will contact the HR Department for a replacement card at no cost to the employee (if the damage was not a result of the employee’s negligence).  The broken or worn out badge must be returned to the HR department to get a re-issued badge at no cost.  
6. Any employee who is found to have used their identification card for purposes other than authorized Fond du Lac County business, or who allows another person to use their identification badge, will be subject to the discipline process, up to and including termination of employment. 

7. Incidents of continued non-compliance of this policy will subject an employee to the discipline process, up to and including termination of employment.

WHEN AN EMPLOYEE, VOLUNTEER OR STUDENT LEAVES/LAST DAY
The department heads/supervisors are responsible for collecting the identification badge from the terminating person on the last day of employment, student internship or volunteer work, and delivering the card to the HR Department.

NON-EMPLOYEES IN UNAUTHORIZED AREAS

Employees should report to their supervisor incidents of non-employee(s) who are in unauthorized areas and who are not accompanied by Fond du Lac County staff.

Fond du Lac County
Employee ID Badge Form

In accordance with Fond du Lac County HR Policy, all employees are required to clearly display their photo ID badge at all times while in a county facility and have their ID with them while on duty.

There is no charge for the issuance of the first time lost Employee ID Badge, information changes, or worn out badges.  Employees will be charged $5.00 for a second lost or damaged photo ID.  







$5 Cost:


 First Employee ID Badge



 Lost Card (2nd time)

 Information Change




 Damaged Card

 Worn Out Card




 Other 






 Lost Card (1st time)


 Other 






Supervisor Signature (required for all reasons above)









Date: 





EMPLOYEE INFORMATION (Please Print)

Date:





Name for Front of Card: 



 

Full Legal Name (First, MI, Last) 





Department: 





I hereby acknowledge the information provided is complete and accurate.  I agree to notify my department head immediately if my ID badge is lost or stolen.  I also hereby authorize payment of the replacement fee, by payroll deduction, if required.

Employee Signature: 





Date: 




(Original to be placed in employee’s personnel file)
Revised 04/24/2019


