SOP Template: Attendance Data Entry and
Management in Student Information System

This SOP details the process of attendance data entry and management within the student information system,
covering accurate recording of student attendance, validation of attendance records, updating attendance status, handling
exceptions such as absences and tardiness, generating attendance reports, and ensuring data integrity and
confidentiality. The objective is to maintain reliable attendance records that support academic tracking, reporting
requirements, and effective communication with students, parents, and staff.

1. Purpose

To outline standardized procedures for entering, managing, and reporting student attendance data to ensure accuracy,
integrity, and compliance with institutional and regulatory requirements.

2. Scope

This SOP applies to all staff responsible for maintaining student attendance records within the student information system
and covers daily attendance marking, validation, and reporting processes.

3. Responsibilities

Role Responsibility
Class Teachers Daily recording and submission of attendance data
Attendance Officers / Admin Staff Validation, updates, exception handling, and report generation
IT Department System maintenance, data backup, access management

4. Procedure

. Access System: Log in to the student information system with authorized credentials.
. Navigate to Attendance Module: Select the relevant class/section and date.
3. Daily Attendance Entry:
o Mark each student as Present, Absent, or Tardy.
o Record reasons for absence/tardiness if provided (e.g., medical, excused).
Save and Submit: Save attendance records; submit for admin review if required.
5. Validation and Verification:
o Attendance officers review submitted data for completeness and accuracy.
o Follow up with teachers in case of discrepancies or missing information.
6. Update Attendance Status:
o Make corrections as needed (e.g., late entries, excused absences).
7. Exception Handling:
o |dentify and document exceptions (frequent absences, unexcused tardiness).
o Inform relevant stakeholders (school counselors, parents, administration).
8. Generate Attendance Reports:
o Produce daily, weekly, or monthly attendance summaries as required.
o Distribute reports to stakeholders per reporting schedule.
9. Data Integrity & Confidentiality:
o Ensure access to attendance records is restricted to authorized personnel.
o Regularly back up attendance data per institution policy.
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5. Documentation

¢ Attendance logs (digital records)
e Exception reports
¢ Attendance summaries and analytics



6. Quality Assurance

¢ Periodic audits of attendance data
e Spot checks for data accuracy
e User training and support

7. References

¢ |nstitutional attendance policies
e Student privacy and data protection regulations
¢ Student information system user manuals

8. Revision History

Version Date Description Author

1.0 2024-06-15 Initial version SOP Team
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