Standard Operating Procedure (SOP): Employee Shift
Schedule Review and Acknowledgment

This SOP details the process for employee shift schedule review and acknowledgment, ensuring that all staff
members are informed of their assigned shifts, review their schedules regularly, and formally acknowledge their
understanding and acceptance. The procedure includes timely distribution of shift schedules, methods for employees
to access and review their shifts, protocols for confirming receipt and acknowledgment, and steps for addressing
scheduling conflicts or discrepancies to maintain smooth operational workflow and effective workforce management.

1. Purpose

To establish a standardized procedure ensuring all employees are informed of their work shifts, verify their schedules,
and provide formal acknowledgment, while allowing for timely resolution of scheduling conflicts.

2. Scope

This SOP applies to all staff members and supervisors involved in shift-based scheduling operations within the
organization.

3. Responsibilities

e Supervisors/Managers: Prepare, distribute, and update shift schedules; address conflicts and
discrepancies.

¢ Employees: Regularly review assigned shifts; acknowledge receipt and understanding; promptly report
discrepancies.

¢ Human Resources: Support record-keeping and conflict resolution as needed.

4. Procedure

1. Shift Schedule Preparation & Distribution
o Supervisors prepare shift schedules at least [Insert Timeframe, e.g., 7 days] in advance of the
upcoming schedule period.
o Schedules are distributed electronically (e.g., email, company portal/app) or posted publicly at the
workplace.
2. Employee Review of Assigned Shifts
o Employees are notified when new schedules are available.
o Employees must review their assigned shifts within [Insert Timeframe, e.g., 48 hours] of schedule
release.
3. Acknowledgment of Schedule
o Employees confirm receipt and understanding using designated method (e.g., electronic
acknowledgment, signed form).
o Supervisors monitor status of acknowledgments and follow up with non-responders.
4. Addressing Scheduling Conflicts or Discrepancies
o If an employee notes a conflict or error, they must notify their supervisor immediately (within [Insert
Timeframe, e.g.. 24 hours])).
o Supervisors will assess and resolve conflicts, updating schedules as needed and informing affected
staff.
5. Recordkeeping
o All acknowledgments and resolved conflict communications are kept on file for [Insert Retention

Period].

5. Documentation

e Employee Shift Schedule (template, electronic or paper)
e Schedule Acknowledgment Form (sample below)
e Conflict/Discrepancy Resolution Log

6. Sample: Shift Schedule Acknowledgment Form



Employee Name [coreerrenennn. ]

Department S ]
Schedule Period S ]
Signature | SO ]
Date S ]

I hereby acknowledge that | have received, reviewed, and understood my assigned shift schedule. | will notify my
supervisor of any conflicts or concerns within the designated timeframe.

7. Review and Revision

This SOP will be reviewed annually or as needed based on operational requirements or changes to relevant policies.

8. References

e Company Attendance and Scheduling Policy
¢ HR Manual
¢ Relevant Legal or Regulatory Requirements
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