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I.  PURPOSE: To provide an identification system that effectively and efficiently distinguishes
any outside company or individual performing work in buildings or spaces owned by the
Township. Proper identification for individuals on Township property provides a safe and
secure environment for the staff and community.

. PROCEDURES:
1) Conftractor identification badge types.

a) Sign Out Badge: A contractor who either has a signed long term contract or
service agreement with the Township or who performs routine work will use the
Sign Out Badge. Sign Out Badges may be obtained at the front desk at Township
Hall. Security access levels have been established as follows:

i)  Township Hall Only - hours of badge access: Monday-Friday 8:00AM-4:30PM

i) Alist of approved vendors/contractors will be provided to front desk personnel
as a cross reference for those eligible for a Sign Out Badge.

(1) Contractor must provide identification at time of obtaining a Sign Out
Badge and must fill out Form 12.1.003A

(2) Sign Out Badges are to be returned upon completion of work and
documented using Form 12.1.003A.

b) Temporary Badge: This badge is used for contractors who need access to
Township Hall but are not routinely on property. Security access levels have been
established as follows:

i) Township Hall Only — hours of badge access: Monday-Friday 8:00AM-4:30PM

(1) Additional badge access hours may be requested through Facilities
Management and Information Technology.

(2) Temporary Badges will be setup prior to the contractor being on site with
the department requiring the services and Information Technology.

(3) Department is responsible for assigning the Temporary Badge and returning
the Temporary Badge to Information Technology upon completion of
services.



2) General Requirements
a) Sign Out Badge & Temporary Badge
i) Contractors are required to wear their badges when on township property.

i) Badges must be worn in a location that can be easily viewed. A lanyard or
vinyl clip will be available, depending on the situation.

lll. FORMS:
12.1.003A — Contractor Sign-In / Sign-Out Log

IV.  RESPONSIBILITIES:
Facilities Manager is responsible for implementing and maintaining this policy, as well as
ensuring the collection of all badges. Information Technology is responsible for
establishing badge access.

V. ENFORCEMENT:
Conftractors found in violation of this policy may be removed from Township property and
not allowed to perform services. Employees found in violation of this policy are subject to
disciplinary action according to 5.1.008 Disciplinary Policy.

VI.  RELATED INFORMATION:
5.1.008 Disciplinary Policy
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