
Standard Operating Procedure (SOP): Attendance
Recording and Headcount Procedures
This SOP details attendance recording and headcount procedures, including methods for accurate attendance
tracking, timing and frequency of headcounts, reporting protocols, responsibilities of staff in maintaining attendance
records, handling discrepancies, and compliance with organizational policies. The aim is to ensure reliable monitoring
of personnel presence for operational efficiency, safety, and accountability.

1. Purpose
To establish standardized procedures for recording attendance and conducting headcounts to maintain accurate
personnel records and ensure safety and accountability within the organization.

2. Scope
This SOP applies to all staff, supervisors, and managers responsible for attendance tracking and headcount activities
within the organization.

3. Definitions
Attendance Recording: The act of documenting the presence or absence of individuals in a designated area
or event.
Headcount: A physical count of all personnel present at a specific time.
Discrepancy: Any inconsistency or mismatch in recorded attendance versus actual personnel present.

4. Responsibilities
Supervisors/Managers:

Ensure attendance and headcount procedures are followed.
Review and verify attendance reports.
Report and address discrepancies in attendance.

Designated Attendance Recorders:
Accurately record attendance as per protocol.
Conduct headcounts at specified intervals.
Maintain and update attendance logs.

All Personnel:
Comply with sign-in/out and headcount procedures.

5. Procedures
1. Attendance Recording

Attendance should be recorded via approved methods (e.g., electronic system, manual logbook, biometric
devices) at the start and end of each shift.
Personnel are required to sign in and out personally; proxy signing is prohibited.

2. Headcount
Conduct scheduled headcounts:

At shift start/end.
During emergency situations (e.g., fire drills, evacuations).
At additional intervals as required by management.

Use a current attendance roster during headcounts.
3. Reporting

Complete and submit attendance and headcount reports to designated supervisors by specified deadlines.
Immediate notification of any discrepancies or absences should be made to the supervisor.

4. Handling Discrepancies
Investigate inconsistencies in records or headcounts immediately.
Document reasons for discrepancies and corrective actions taken.
Persistent discrepancies must be escalated to Human Resources or compliance officers.

5. Data Management and Compliance
Ensure attendance records are stored securely and retained in accordance with organizational policy and
data protection regulations.



Comply with all organizational, legal, and regulatory attendance requirements.

6. Records and Documentation

Record Type Responsible Party Retention
Period Storage Location

Attendance logs
(electronic/manunal)

Attendance
Recorder/Supervisor 3 years HR/Records Office; secure digital

system

Headcount Reports Supervisor/Manager 3 years HR/Manager files

Discrepancy Reports Supervisor/HR 3 years HR/Compliance files

7. Compliance
Failure to comply with this SOP may result in disciplinary action in accordance with organizational policies. Regular
audits may be conducted to ensure adherence and identify areas for improvement.

8. Revision History

Version Date Description Author Approved By

1.0 2024-06-17 Initial SOP Release [Your Name] [Approver Name]
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