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5.0 PROCEDURES 

The following procedures shall govern the issuance and use of ID badges and 
commission cards: 

.1 Provisions 

a. ID badges shall comply with the format prescribed in Appendix A.

b. Staff Identification (ID) Card form, PSD 0044R (Rev.05/01/2021) may be 
found on the PSD Intranet, under the Forms heading.

c. The Director has authorized staff in the Departmental Human Resources 
Office, Staffing and Technical Services and Suitability Section to process 
department staff ID badges. There shall not be pre-signing of ID forms in 
advance of the issue date.

d. STS Suitability staff are the designees in the department who shall finalize 
and authorize the issuance of an ID badge and commission card. STS 
Suitability staff also have the authority to revoke a person's ID badge and 
commission card for proper cause after the review and concurrence of the 
Department of Human Resources Development (DHRD) who shall 
consider departmental policies and directives.

e. Designated locations with ID equipment capable Qf entering information 
for ID cards and photographing shall designate (in writing) an ID officer for 
their facility/work site.

f. The ID Officer shall be accountable to the Chief of Security of the issuing 
facility/work site. They shall maintain a log for each badge processed and 
issued. The log shall contain the date of issuance, name of the staff 
member, position title, facility/work site or organization, expiration date, 
date badge returned, destroyed or lost, signature of the person disposing 
of badge, and signature of the Chief of Security witnessing the disposal of 
badge(s). See Appendix C, Print Log, PSD 0045 (Rev. 05/01/2021) .

. 2 Restrictions 

An ID badge represents identification only and does not represent authority to 
breach or bypass security requirements, permit unlimited access to restricted 
or controlled areas, or to circumvent restrictions relating to confidential 
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