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PUBLIC SCHOOLS





Columbia Heights Public Schools

Photo ID and Keyless Entry (PROX card) Form

First Name____________________ Last Name__________________________

Position____________________ 

Guidelines & Procedures for ID Badges

· Per District procedures, all staff are required to wear their photo ID cards while on District property. The ID card must be visible and worn above the waist.

· Employees are required to replace lost or stolen badges and PROX cards in a timely manner. The replacement cost is $5.00. Employees who need a replacement badge or PROX should call Human Resources.

· The badge will provide employees access to the buildings.  Employees may not allow any other person to gain access to the building using their badge.  Doing so may cause loss of building access.  

· Each year employees will receive a new ID badge at the beginning of the school year with the current school year date. Employees will continue to use the same PROX card from year to year.

· If an employee has a legal name change, a new badge will be issued at no cost. Contact Human Resources to request this.

· Visitors, volunteers, and substitutes are also required to wear an ID badge. Buildings will receive a supply of generic badges (without a picture) for use by substitute teachers, substitute paraprofessionals, volunteers, visitors, and student teachers. The school office will issue and collect the badges on a daily basis.

· All staff have a responsibility to ensure that all people in the building have a legitimate purpose for being there. If a staff member sees an adult in the building without a badge, he or she should be escorted to the office so a badge can be issued. If the school office is closed, staff should verify the purpose of the individual's presence and make sure the person is escorted while in the building.

________________________________________                                     ___________________

Employee Signature*








Date

*Employee's signature verifies that the employee has read and understands the above information and consents to the use of the employee's photo on the ID badge. If you have any questions regarding photo ID badges or PROX cards, please contact Human Resources at 763-528-4588.

