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City Of
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Effective: October 1, 2007
Revised: September 6, 2016

Purpose

Policy

BadgeCard

Requirements

Termination

To enhance customer service by affording the public immediate identification of a City
employee, to provide security, convenience and peace of mind for the customer, and to
provide safety and security for every employee.

Fhe-Communications & Human Resources Bepartment-will issue all persons employed
by the City of Northfield #weone —(21) official identification (ID) badgescard. Each
Department Supervisor has discretion as to how their employees will display ID cards
while at work. A badgecard must be on hand and available wera-in-such-a-way-as-to
be clearly visible to the public ard-must-be-wern-atat-times-while working within the
City limits of Northfield.

The official identification badgecard will include the employee’s photo, first name
below photo, name of department, full name and job title on back of badgecard, Vision
and—Mission sStatements on back of badgecard and where to return the badgecard
should it be found.

If an employee loses or damages his/her badgecardeard, they need to contact the
Communlcatlons & Human Resources staff Depaﬁmem

bleuse—émss—jaeket—epsumatepfepmdeer—wenem)—Commumcatlons & Human

Resources shall make available a variety of options to the employee for attaching the
badgecard to the clothing.

Badge—ldentification Cards must be returned to the City at—the—conclusion—of
employmenton the employee’s last date of work for the City. priorte-the-issuance—of
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Violations

Any employee fails to foIIow supervisor

dlrectlon or repeatedlv Ioses thelr Identlflatlon Card Wh@—f&l—lS—tG—Wé&l’—hlS—Gl’—heF
F ackup will be subject to

d|SC|pI|ne up to and mcludlng dlscharge
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