Procedure for ID Badges
· The Contracts Manager is responsible for ensuring that all employees have ID badges

· The Contracts Manager also supplies the badges and any queries should be directed to him
· Any new employee is asked to supply 3 passport photos for the badges at their induction and all current employees have been asked to provide them
· There is an ongoing list of ID badges issued on the screen and a folder with a paper copy in the filing cabinet by the staff notice board
· When an ID badge is issued, the operative should initial or sign the list (next to their name and the ID number that has been issued)
· If a badge is lost or stolen, this needs to be reported immediately to the Kingspan office. A stop will be placed on the card and a replacement badge will be issued with a new ID number

· This ID number is required for purchases on the Kingspan account 
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