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Protocol – Issue and Control of Identification Badges and Name Badges 

INTRODUCTION 

It is a requirement of the Trust that all employees are issued with an identification badge.  The Trust will also issue name badges to all employees and bank workers who deliver front line services on behalf of the Trust.  Staff are expected to wear either an identification badge or a name badge in their workplace or when visiting a facility.  This procedure is designed to ensure the Trust manage and control the issue of badges.  

It is expected that identification and name badges will be issued within 3 months of an employee or bank workers start date, should there be a delay in the process your Development Officer will be notified.

1. NEW STARTS
The People team within Organisational Culture will process and request an ID badge and name badge, where applicable, for any new employee.  The People team will contact the employee to request a suitable passport style photograph for inclusion within ID badges.  ID badges will be passed to Development Officers who should complete the spreadsheet ‘ID Badges - New and Replacement’, which can be found here once the badges have been issued to the employee.

Please note: ID badges will only be requested when an employee number has been provided by EAC Payroll.

2. EMPLOYEE’S RESPONSIBILITIES
It is the employee’s responsibility to ensure that their ID Badge or name badge is worn and is clearly visible to others.  Employees are required to wear either their name badge or ID Badge at all times on Trust business (i.e. during and out-with core hours of business).   The badge must not be defaced, pierced or partially obstructed in any manner.  Stickers, pins or other items affixed to the badge will detract from its purpose and performance.  Employees must report lost, damaged or stolen ID Badges as soon as possible to their Development Officer. This information should then be emailed to EALeisureHR@ayrshire360.com informing the People team and a new badge will then be requested.

3. LOST ID BADGE PROCEDURE
It is the employee’s responsibility to ensure that any lost/stolen ID badges are reported to their Development Officer, who should then contact the People team, by completing a Lost Badge Form which can be found here.  Lost/stolen ID badges should be reported to the police, where an incident number will be given.  This should be emailed to the People team and a new badge will then be requested.  Should additional information be required, a member of the team will liaise directly with the employee.  A replacement badge will then be issued.

4. REPLACEMENT NAME BADGE PROCEDURE
It is the employee’s responsibility to ensure that any lost/stolen/damaged name badges are reported to the People Team, by emailing EALeisureHR@ayrshire360.com where a replacement name badge will be issued.

5. LEAVERS
When an employee leaves employment, it is the responsibility of the Line Manager to retrieve the ID Badge and name badge, where applicable, and forward them to the People team. This should be accompanied with the Termination Notification form which can be found here. The Development Officer should then complete the spreadsheet ‘ID Badges –Terminated’ which can be found here. 
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