Cross Gates & District Good Neighbours’ Scheme CIO
Working with and for older people

Identity Card Policy
1. General Principles

All Trustees, staff and volunteers at Cross Gates & District Good Neighbours’ Scheme CIO (CDGNS) will be issued with an Identity Card when they commence their term of office, employment or volunteer agreement. The Identity Card will:
· Identify the bearer and their position within CDGNS to members, service users and visitors to Cross Gates.
· Identify the bearer, the organisation and their position when visiting service users or other organisations on behalf of CDGNS.
· Promote confidence in CDGNS’s staff and volunteers and the people they serve and work with.
CDGNS expects that all involved in its operations, whether paid or unpaid, will adhere to this Policy. Any grievance or other matter relating to this Policy should be taken up in the first instance with the Chief Executive Officer or the Management Committee.

CDGNS is committed to uphold the best interests of its staff and volunteers and the people it serves.
2. Implementation
The issue of the Identity Card will be recorded in the personal data section in the CDGNS database.
The following criteria must be adhered to by the Trustee, staff member or volunteer:
· The Identity Card should be worn whenever acting on behalf of CDGNS or taking part in its activities.
· The Identity Card should be treated with care and responsibility.
· If it is lost or stolen, it must be reported to the Chief Executive Officer.
· The Identity Card remains the property of CDGNS and must be returned upon termination of term of office, contract or agreement with CDGNS.
3. Identity Card Layout
The front of the Identity Card will contain the following information:
· Full name of CDGNS
· Name of Trustee, staff member or volunteer
· Position held: Trustee, Staff or Volunteer
· Photograph
· Charity No. 1160095
The rear of the Identity Card will contain the following information:
· Full name, address and telephone number of CDGNS
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