Court Services and Offender Supervision Agency

for the District of Columbia
Office of Management & Administration
Office of Security

MANAGEMENT AND ADM NI STRATI ON DI RECTI VE 500. 4

SUBJECT: Agency Credentials with Badges or Medallions

EFFECTI VE DATE: February 12, 2001

APPROVED: /_Signed /
Jasper E. Ornond, InterimDirector

. I NTRODUCTION: The Court Services and O f ender Supervi sion
Agency (hereinafter referred to as “Agency”) plays a critical
role in |law enforcenent and public safety in the District of
Col unbi a. As such, an Agency credential with badge or
medal i on, that contains information required to establish

pur pose and authority in the enployee’ s performnce of duty,
is issued to eligible enployees. The Agency credential is an
identification docunent bearing the official Agency seal and
the signature of the Director.

1. PURPOSE: The purpose of this Directive is to outline the
policy for issuance of Agency Credentials with badges or
medal | i ons.

I11. COVERAGE: This Directive applies to all personne

enpl oyed by the Agency, to include contractors and

consul tants; however, it does not apply to personnel assigned
to the District of Colunbia Pretrial Services Agency.

V. POLI CY:

A. Enployees eligible for the credential with badge are
those filling designated | aw enforcenent positions, or who
have recurring |l aw enforcenment related Agency business with
gover nnment agenci es or private organi zations. Enpl oyees
eligible for the credential with nedallion are those
pr of essi onal and technical personnel who frequently conduct
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busi ness with other agencies and who require identification as
representatives of the CSOSA.

B. The Deputy Director, or his designee, and the
Associ ate Director, Community Supervision Services, or his
desi gnee, may request Agency credentials with badges or
medal | i ons for enployees. An originally signed request for
each individual nmust be forwarded to the Ofice of Security.

C. The Ofice of Security will issue the credential with
badge or nedallion to each authorized individual. However,
the credentials with badge or nedallion remain the property of
t he Agency and nust be returned to the Office of Security
whenever an enployee is transferred, term nates, or otherw se
no longer requires the credential.

D. Should a credential with badge or nedallion beconme
worn or damaged, it may be replaced. The unserviceable item
must be returned to the O fice of Security for a replacenent.

E. The loss or theft of a credential w th badge or
medal I i on nmust be reported imediately to the Ofice of
Security. Enployees may al so be required to reinburse the
Agency for a replacenment badge or nmedallion if the loss is due
to the negligence of the enployee.

F. Upon term nation of enploynment with the Agency,
enpl oyees nmust return the credential with badge or nmedallion
to the Ofice of Security. However, the Deputy Director, or
hi s desi gnee, and the Associate Director, Community
Supervi sion Services, or his designee, may submt a witten
request that a cancelled credential w th badge or nedallion be
returned to the enployee as a keepsake for honorabl e service.

V. PROCEDURES:

A.  An original signed request for each individual, which
i ncludes the following information, nust be forwarded to the
O fice of Security:

1. First, mddle, and | ast name of enployee (as it
shoul d be typed on the credential card) and social security
nunmber .

2. The Unit or Section to which the enployee is
assigned or the Directorate, if under the Ofice of the
Director, as well as the position title.
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3. Abrief statenent, which indicates that the
i ndi vidual is authorized an Agency credential with badge or
medal i on in accordance with the eligibility policy.

NOTE: If this is a replacenent request, a reason for
replacenent shall be included in the request,

e.g., unserviceable, transfer from another
Conponent, nane change, duty title change, etc.

4. O fice tel ephone nunmber of the enpl oyee.
B. Once the Ofice of Security has received and processed

the request, the individual will be contacted to have a
phot ogr aph taken.

C. The issuance of the credential w th badge or nedallion
may take up to a week to process; however, once conpl eted, the

individual will be notified. The credential wth badge or
medal lion will be issued directly to the enpl oyee, who nust
review for correctness and sign a receipt (see attachnent).
The credential with badge or medallion will not be delivered

to the recipient by mail or nmessenger.

D. The loss or theft of the credential, badge, or
medal I i on nmust be reported imediately to the Ofice of
Security. The initial report will be nade by tel ephone; and,
followed by a witten report submtted within five working
days fromthe date of the loss or theft. The report wll
include a detail ed explanation of the circunstances
surroundi ng the | oss, and be acconpani ed by a request (sane as
requesting a new one) to reissue the item |In the event the
| ost or stolen itemis recovered, it will be returned
i mediately to the Ofice of Security for cancellation.

E. |If the credential, badge, or nedallion becones
unservi ceabl e, a request (sane as requesting a new one) for
replacenent, along with the original itemshall be submtted
to the OFfice of Security.

VI. CANCELLATION: This Directive cancels the Septenber 23,
1999 Menorandum from the Associate Director, Managenment and
Adm ni stration, subject: Policy and Procedures for Agency
Credentials with Badges or Medallions.



Court Services and Offender Supervision Agency

for the District of Columbia
Office of Management & Administration
Office of Security

PRIVACY ACT PROTECTED INFORMATION

(Name, SSN, & Office Affiliation)

SUBJECT: Credential with Badge or Medallion Acknow edgenent

| hereby acknow edge recei pt of the Court Services and

Of f ender Supervision Agency credential with badge or nedallion
(badge or nedal I'i on nunber: ), and agree to conply with

t he procedures specified bel ow

SAFEGUARDI NG. | accept responsibility for safeguarding the
Agency credential w th badge or nedallion issued to ne. \When

not in use it will be protected against |oss or theft.

USE: | will use the credential with badge or nedallion for
of ficial purposes only and will not |oan, give or otherw se
al l ow any other person to use these itens for any purpose. |
will use the itens for official identification only.

REPORTI NG LOSS OR THEFT: Il will imediately report any

| oss or theft of the credential with badge or nedallion to the
O fice of Security, 633 Indiana Avenue, NW Washi ngton, D.C.
20004, which can also be reached at (202) 220-5750. [If |
subsequently recover the | ost or stolen itens, | will pronptly
return themto the O fice of Security.

RETURN OF the Credential with Badge or Medallion: | wll
promptly return the itens to the Ofice of Security when ny
enpl oynment with CSOSA is term nated or upon a request by the
i ssuing authority.

Dat e:

Pri nted Nane:
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Si gnat ur e:




