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	1
	Purpose

	
	The issue of Identification Cards is necessary in order to provide evidence that you work for Family Care Fostering Ltd.

	2
	Scope

	
	All staff/carers regardless of post held must possess an Identification Card.  You may be requested to produce it on occasions in connection with your duties e.g. visiting other Family Care Fostering Ltd establishments or external agencies e.g. Family Care Associates Ltd Units, Education Establishments and Social Services Establishments etc.  

You may be requested to provide evidence that you work for Family Care Fostering Ltd when challenged by members of the public when out with users of our services.

	3
	References

	
	None

	4
	Definitions

	
	None

	5
	Action

	
	
	
	
	Person Responsible

	
	5.1 
	On production of a passport photograph by staff (sent to the Human Resources Section) Human Resources will produce an Identification Card and send it to the place of work of the cardholder.
	
	HR

	
	5.2 
	On production of a passport photograph by Foster Carers sent to Family Placement Admin they will produce an Identification Card and send it to the the foster carers home.
	
	

	
	5.3 
	This card should be carried at all times when on duty or out and about for foster carers.
	
	

	
	5.4 
	The card must be kept in good condition.
	
	

	
	5.5 
	Should your identity change significantly e.g. you go from having long blonde curly hair to short dark hair then a new photograph and Identification Card must be produced.
	
	

	
	5.6 
	Identification Cards must be renewed every 10 years.
	
	HR

	
	5.7 
	Abuse or inappropriate use of an Identification Card will be a disciplinary matter.
	
	

	
	5.8 
	Failure to produce your card on request (other than a reported loss) may be a disciplinary matter. In other words good practice is that staff and carers carry their Identification Cards at all times and a culture is developed where staff/carers are not afraid to challenge people that are not recognised. Given the nature of our work we must assure ourselves of people’s identity to protect children and young people and indeed property.
	
	

	
	5.9 
	All staff in all units must ask for identification from anyone, staff or visitors, they do not recognise or have not previously met.
	
	

	
	5.10 
	If staff are observed giving admittance without sight of an Identification Card then they should be challenged on such poor practice and the matter reported to the Group Business Manager or the Group Operations Manager.
	
	

	
	5.11 
	If an employee loses their Identification Card this must be reported immediately to the Human Resources Section.
	
	HR

	
	5.12 
	If a carer loses their Identification Card this must be reported immediately to the Family Placement Department.
	
	

	
	5.13 
	Identification Cards must be returned on leaving the employment of Family Care Fostering Ltd on the last working day.
	
	Staff
FC's



	6
	Documentation

	
	None





This procedure/guidance/policy is reviewed by the Management Team or their delegate in consultation with staff, where appropriate, following changes in legislation, good practice guidelines or as is deemed appropriate.

Staff are invited to comment and any recommendations for change/improvement should be in writing to the Senior Admin Officer at the Business Centre who will liaise with the Senior Manager who has authorised release of this document – see control box, front sheet.
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