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EMPLOYEE IDENTIFICATION BADGES
I. PURPOSE 
To establish policy on the use, display, and replacement of identification badges for Department employees.  This policy is part of the Department’s efforts at increasing security measures to safeguard staff and maintain confidentiality of information.
II. SCOPE
Department wide.
III. DISPLAY OF BADGES
Department employees must wear their identification badges at all times while on duty.
Badges will be clearly displayed at all times in such a way that the employee information on the card can be seen without obstruction.
Employees may not put any sticker or pin or any other object on their card that in any way obscures the name, picture, location, department name or any information displayed on the face of the card.
IV. SPECIAL CONDITIONS
Employees may be granted a waiver by program management under special circumstances not to display their badge while on assignment in the field. This may occur in situations where a breach of confidentiality could happen.
Employees shall not lend their ID badge to another individual to gain access to a building or work area.
Employees will be granted building access to their official domicile and other facilities, as determined necessary by Division management and the approval of the Bureau of General Services (BGS). Employees visiting a Department facility/office for which they do not have building access will be required to sign in with a receptionist. 

V. ID BADGES, PROPERTY OF
Identification badges are the property of the Department and must be turned in to the supervisor upon leaving employment at the department.  
VI. SUPERVISORY RESPONSIBILITY
Supervisors are responsible for retrieving badges from employees upon termination and returning the badges to the BGS. Supervisors will notify BGS via an email to DHSS.IDBADGEREQUEST@HEALTH.MO.GOV when employees transfer from their organizational unit/building, as access levels may need to be changed.  Refer to Administrative Policy 21.5 for building access approval.

VII.   VISITOR AND TEMPORARY BADGES
Non-DHSS employees or personal visitors to the building will be asked to sign in at the front desk, and will then be given a visitor pass to wear while in the building.  Visitors are to be escorted by an employee to and from the lobby when entering and exiting the building. Visitors are requested to sign out when leaving. 

Employees who enter the building with a visitor must assure that the visitor has signed in and been given a visitor pass.
Local, state or federal employees who are visibly wearing an identification badge issued by their organization or law enforcement personnel who are in uniform and on official duty will not be issued a visitor’s pass while in a Department facility. However, these visitors must sign in and be escorted by an employee to and from the lobby when entering and exiting the building.
Employees who do not have a badge must use a temporary access badge until a permanent or replacement badge has been issued. New hires who need building access will be given a temporary access badge from the BGS, which must be exchanged for their permanent badge when it is ready. If the temporary access badge is lost, then a $4.00 fee will be charged. This fee needs to be paid to the Division of Administration/Fee Receipts Unit, and the receipt given to the BGS.  
Please contact BGS to arrange for special badges for workers not on the Department’s payroll, such as volunteers, or temporary workers.

VIII.   REPLACING BADGES

A. Employees must notify their supervisor of the need to replace their badges.

B. Supervisors must notify General Services to de-activate electronic access.

C. Lost ID badges that are found must be immediately returned to BGS.

Replacement identification badges needed due to normal wear, name change, or work location change will be replaced at no charge. To obtain a replacement, contact the  BGS via an email to the DHSS.IDBADGEREQUEST@HEALTH.MO.GOV along with a JPEG photo, full legal name, date of birth, location, social security number and work phone number to have a new badge issued.

Employees who have lost their badge, broken the badge due to negligence, or wish to have a new photo taken must complete the Identification Badge Replacement Request form (DH-81) and pay a $4.00 fee. The instructions for completing this transaction are located on Administrative Policy form 11.20A (Identification Badge Replacement Request). Then contact the BGS via an email to the DHSS.IDBADGEREQUEST@HEALTH.MO.GOV along with a JPEG photo, full legal name, date of birth, location, social security number and work phone number to have a new badge issued.
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