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Staff Identification Procedure
[bookmark: OLE_LINK6][bookmark: OLE_LINK3][image: ]At Endeavour Foundation, our purpose is to make possibilities a reality for our customers and our people through having a professional, engaged, and flexible workforce that partners with people to aspire for more.
Policy supported
QD 5001 Code of Conduct
Purpose
The purpose of this procedure is to outline to employees how they enable their easy identification to customers and their families.  Clear identification of employees and contractors is important for the safety and security of our customers. 
Scope
All Endeavour Foundation employees and contractors. 
Definitions
Identification Card – Refers to an Endeavour Foundation branded identification card issued by Endeavour Foundation. 
Customer – reference to customer in this procedure refers to persons receive support and supported employees. 
Procedure
General
· All employees should have an Endeavour Foundation branded identification card.
· All contractors must always wear their own identification card while working on Endeavour Foundation premises.   
· If wearing an identification card creates a health and safety or quality concern, as it may in some workplaces, then employees/contractors should wear distinctive clothing, such as a high visibility vest or similar so that customers can easily identify employees. (for example, in most Endeavour Foundation Work Site employees will wear orange hi-vis shirts) 
· Images provided for identification cards will be also uploaded into PeopleSoft.  The images will not be used for any other purpose. 
· Noncompliance with this procedure may result in disciplinary action.
Identification cards
· Your identification card should be visible to customers, visitors and family members during your hours of work. 
· You must wear your identification card with a quick release lanyard for safety purposes. 
· You should not wear your identification card when you are not at work. 
· Your Endeavour Foundation identification card should only be used for work purposes. 
· Ensure your identification card is not obscured by stickers or badges.  
· Let your supervisor or manager know if you require a temporary card. 
· Temporary identification cards can be printed from the ID template located on QMS.  
· If you lose your card or it is badly damaged, you must report this to your manager in writing within 24 hours and arrange for a new card.  
· The identification card remains the property of Endeavour Foundation and will be returned to your manager or supervisor when you cease employment.  Your manager or supervisor will destroy and dispose of the card.  
· Failure to wear your identification impacts on the opportunity for customers and their supporters to readily identify employees.  
· A record is kept of each request for an identification card. 
· Employees can order replacement cards including where there is a change of position. 
Ordering a Card. 
· All cards for new employees are ordered by People Experience.  
· Replacement cards are ordered by individual employees. 
· Cards can be ordered via: SDpurchasing@endeavour.com.au 
· All cards will be sent to an employee’s manager for distribution.  
· If delivery of an ordered card is delayed contact SDpurchasing@endeavour.com.au for an update. 
The email to request a card should include a head shot, and incorporate the following information:  
· first name
· surname
· position – (as it is in PeopleSoft) 
· area – e.g. Service Delivery, People and Culture, Finance, etc
· each request should note if it is for a new employee or a replacement card. 
· name of the employee’s manager or supervisor. 
Details of Identification Card. 
Each Identification Card will include the following information: 
· first name
· surname
· position – (as it is in PeopleSoft) 
· area – e.g. Service Delivery, People and Culture, Finance, etc
· phone – 1800 112 112 (this number is not to be changed)
· headshot photo – provided electronically. 
The headshot can be taken on your mobile phone.   Specification for a head shot is: 
· in colour
· taken within the past 6 months, showing current appearance
· full face, front view with a plain background
· taken in normal street attire or EF branded shirt
· do not wear a hat or headgear 
· dark glasses or non-prescription glasses with tinted lenses should not be worn 
· image is easily visible – photo is not too dark or too light.
Distinctive clothing 
In some workplaces, such as Endeavour Foundation business services, the wearing of an identification card may not be suitable or practical. 
In such locations, employees should establish a local work practice, approved by their Operations Manager, to ensure consistent use of either a high visibility vest or hat a or coloured hair net or similar so that customers can easily identify employees especially in case of emergencies. 
Effectiveness Criteria
All employees and contractors can be easily identified by customers and their supporters.
Related policies and references
Template for temporary card QF 5231
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