SOP: Reporting Attendance Data to School
Administration

This SOP details the process for reporting attendance data to school administration, including timely collection of
student attendance, accurate recording of present and absent students, verification of attendance records, submission
protocols to administrative staff, and maintaining confidentiality of student information. The objective is to ensure reliable
and efficient attendance tracking to support school operations and student welfare.

1. Purpose

To establish a standardized procedure for collecting, recording, verifying, and reporting student attendance data to the
school administration, ensuring accuracy, confidentiality, and timeliness.

2. Scope

This SOP applies to all teaching staff, administrative personnel, and relevant stakeholders involved in managing student
attendance records.

3. Responsibilities

¢ Teachers: Collect and record daily attendance accurately and submit records as per schedule.
¢ Administrative Staff: Receive, compile, and archive attendance data; follow up on discrepancies.
¢ School Administration: Supervise the attendance process and maintain data confidentiality.

4. Procedure

1. Attendance Collection
o Teachers collect attendance within the first 10 minutes of each class or school day.
o Use designated attendance sheets or digital systems as instructed.
2. Recording
o Mark each student as "present," "absent," or provide reason for absence where applicable.
o Ensure no fields are left blank.
3. Verification
o Double-check attendance entries for errors or omissions before submission.
4. Submission
o Submit completed attendance data to administrative staff via the prescribed method (hard copy form or
digital platform) by designated daily deadline (e.g., 10:00 AM).
5. Review & Filing
o Administrative staff reviews for completeness and accuracy.
o Discrepancies are flagged and returned to teachers for clarification.
o Attendance data is stored securely (physical or electronic) to preserve confidentiality.

5. Confidentiality

¢ Attendance records contain sensitive student information; unauthorized sharing is strictly prohibited.
¢ Access to attendance data is limited to authorized personnel only.

6. Documentation

Document Name Responsible Storage Method
Attendance Sheet (Hard Copy) Teacher Submitted to Office, Stored in Locked Cabinet
Digital Attendance Report Teacher/Admin Secured School Database

7. Review & Amendments

This SOP shall be reviewed annually, or as required, to ensure alignment with school policies and data protection
regulations.



8. References

e School Attendance Policy
e Data Protection and Privacy Guidelines
e |ocal Education Authority Regulations
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