Identification Badges
The following regulations shall be observed relative to employee identification badges:

1. All employees will be issued an employee identification badge as required. The District will
provide the initial badge. The employee will bear the cost of any replacement badge(s) unless
replacement is due to normal wear and tear.

2. Employees may not alter, conceal or place unauthorized items or ornaments/pins on their
employee identification badge.

3. All employees must wear the badge at all times when on District property. The badge must be
worn so that it is easily visible.

4. When an employee leaves employment, he/she must turn in his/her identification badge to
his/her immediate supervisor or available administrator. The supervisor/administrator will
forward the returned badge to the Central Office Human Resources Designee.

5. Employees shall not allow another employee to use their badge to gain unauthorized access to
any District facility.

Broken and/or lost badges can be replaced by completing the ID Badge Replacement Form. (Instructions
listed on form.)



https://core-docs.s3.amazonaws.com/documents/asset/uploaded_file/600933/badgereplacementform-CHARLTON.pdf

