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Purpose
Facilities Operations and Development (FOD) is committed to providing a secure and customer- focused workplace.  As part of this goal, FOD has established an identification badge system for all FOD staff members to readily identify staff members and other authorized personnel and to provide access to some campus buildings.  Failure to follow the policy noted below will be considered a violation of university policy and may result in disciplinary action.
Guidelines
1.  Definitions

A.
BuckID – The official university ID for faculty, staff, and students.  The BuckID can serve a number of purposes.  See buckid.osu.edu or call (614) 292-0400 for additional information.  Because Athletics recognizes only the BuckID for entry into athletic events, the FOD ID badge will not be used as a replacement for the BuckID.
B.
FOD ID Badge – The official identification badge for all FOD employees.  The FOD ID Badge is used for staff identification across campus and to provide access to some campus buildings.  The FOD ID Badge consists of a hard plastic card that displays the FOD departmental logo, web site address, and phone number;  an accurate image of the staff member;  the staff member’s full name and signature;  and BuckID’s ISO number.

C.
Staff Member - For the purpose of this policy, staff member shall refer to regular and temporary full-time and part-time employees and student employees.
2.  Requirements

A.
Because the policy and procedures described herein are intended to provide for the safety and security of FOD staff members and the university community, all staff members are expected to fully comply with all provisions of this policy.  Any staff member who is found to be in violation of this policy may be subject to corrective action.

B.
FOD Human Resources (FOD HR) will provide all new staff members with a copy of this policy.  New staff members are required to sign an acknowledgment form, which will be kept in the staff member’s personnel file.

C.
All staff members are required to wear the FOD ID badge at university work sites during working hours.  FOD ID badges are to be prominently worn so the photo is clearly visible to others.  This requirement may be temporarily suspended at the director’s or supervisor’s discretion when wearing the FOD ID badge presents a safety issue.  FOD ID badges shall not be defaced or altered with pins, stickers, decals, etc.

D.
Staff members are responsible for safeguarding their own FOD ID badge and BuckID. Any lost or damaged FOD ID badge or BuckID should be reported immediately to the employee’s supervisor, who is responsible for reporting the lost or damaged FOD ID badge or BuckID to FOD HR.

E.
No staff member shall have more than one (1) FOD ID badge.

F.
A staff member who is on administrative or extended leave is required to turn in his or her FOD ID badge and keys to his or her supervisor or the appropriate designee prior to the start of the leave.  If the staff member separates from the department after the extended leave, the FOD ID badge should be returned to FOD HR, and keys should be returned to the Key/Card Control Center.


Regardless of clearance level, an employee who is placed on leave as the result of disciplinary action must turn in his or her FOD ID badge and keys to his or her supervisor or the appropriate designee prior to the beginning of the leave.

G.
FOD ID badges and BuckIDs are the property of the university and are to be returned upon separation from the department or university.  Supervisors or the appropriate designees are expected to collect the staff member’s FOD ID badge and BuckID on the last day of employment with FOD.  If the employee is transferring to another university department, the BuckID should not be collected.  Collected IDs should be returned to FOD HR.  Student employees are not required to turn in the BuckID.

3.  Responsibilities

A.
Director – Designated FOD Senior Leadership staff members who are responsible for ensuring that this policy is fully implemented and adapted to the needs of their service areas.  Directors will assume responsibility for compliance within their service areas.

B.
Supervisor – FOD employees in supervisory titles who are responsible for enforcement of the requirements of this policy.

Procedure
1.  Issuance of Badges

A.
FOD ID badges and BuckIDs will be issued by BuckID Services, 3040 Ohio Union, 1739 N. High Street, only with a completed BuckID and ID Badge Request form issued by an authorized member of FOD HR.  BuckID requirements for primary and secondary ID documents match those of the State of Ohio Bureau of Motor Vehicles.  The requirements are online at bmv.ohio.gov/acceptable_id_documents.stm.
B.
New Staff Members – New non-student staff members are required to obtain an FOD ID badge and BuckID within the first two (2) weeks of employment.  New student employees will obtain a BuckID as required by university guidelines and are required to obtain an FOD ID badge within the first two (2) weeks of employment.  FOD HR will provide all new staff members with the BuckID and ID Badge Request form during new employee in-processing.

C.
Replacement IDs – Supervisors should report lost or damaged FOD ID badges and/or BuckIDs to FOD HR immediately.  After notification from the supervisor, the staff member should report to FOD HR to obtain a BuckID and ID Badge Request form, and report to BuckID Services to obtain the new ID(s).  If either ID is lost, staff members will be required to replace both the FOD ID badge and the BuckID.

2.  Fees

Fees are outlined in the chart below.  The fees listed below are the responsibility of the staff member.  BuckID Services accepts the following forms of payment with appropriate identification: cash, check, MasterCard, Visa, or Discover.  Fees are subject to change by BuckID Services.

	Scenario
	Cost to Staff Member

	New Staff Member – will receive BuckID and FOD ID Badge.
	No cost to staff member.

	Damaged, Name Change, or Upgraded BuckID – staff member must turn in the current ID to BuckID Services - replacement BuckID will be issued.
	•
If current ID is turned in to BuckID Services, no charge to staff member.

•
If current ID is not turned in to BuckID Services, employee pays $20 when ID is issued.

	Damaged or Name Change FOD ID Badge – replacement FOD ID Badge will be issued.
	•
1st replacement – BuckID Services will bill FOD $5 (no cost to\ employee).

•
Additional replacements – Employee pays $5 when ID is issued.

	Lost BuckID – requires both BuckID and FOD ID Badge to be replaced. Staff member must turn in FOD ID Badge to BuckID Services. Both cards will be reissued.
	BuckID – Employee pays $20 to BuckID Services.

FOD ID Badge
•
1st replacement – no charge to employee.

•
Additional replacements – Employee pays $5 when ID is issued.

	Lost FOD ID Badge – requires both BuckID and FOD ID Badge to be replaced. Staff member must turn in FOD ID Badge to BuckID Services. Both cards will be reissued.
	BuckID
•
If employee turns current BuckID in to BuckID Services – no cost to employee.

•
If employee does not turn current BuckID in to BuckID Services – employee pays $20 to BuckID Services.

FOD ID Badge
•
1st replacement – no charge to employee.

•
Additional replacements – Employee pays $5 when ID is issued.
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