Standard Operating Procedure (SOP): Staff
Scheduling, Training, and Uniform Standards

This SOP establishes guidelines for staff scheduling, training, and uniform standards to ensure effective workforce
management, consistent employee development, and professional appearance. It covers shift planning, attendance
policies, training program requirements, skill assessments, and uniform compliance, aiming to optimize operational
efficiency and maintain a cohesive company image.

1. Purpose

To provide clear procedures for staff scheduling, training, and adherence to uniform standards, thereby improving
operational efficiency and reinforcing organizational professionalism.

2. Scope

This SOP applies to all staff, supervisors, and managers involved in workforce scheduling, training, and uniform
enforcement.

3. Responsibilities

¢ Managers: Oversee scheduling, approve leave, plan training, and enforce uniform standards.

¢ Supervisors: Maintain staff rosters, communicate schedules, monitor attendance, and verify uniform
compliance.

o Staff: Adhere to assigned shifts, complete required training, and comply with uniform requirements.

¢ HR Department: Maintain training records and manage uniform inventories.

4. Procedure

4.1 Staff Scheduling

e Prepare and publish staff schedules at least two weeks in advance.

¢ Use scheduling software or approved templates to allocate shifts based on business needs and legal
requirements.

¢ Record and approve requests for leave or shift changes through designated channels.

¢ Monitor daily attendance and document tardiness/absences.

¢ Address scheduling conflicts promptly to ensure adequate coverage.

4.2 Attendance Policy

¢ All staff must adhere to assigned shift timings and notify supervisors of any lateness or absences as per
company policy.

e Three unexcused absences within a 90-day period may result in disciplinary action.

¢ Repeated tardiness is subject to review and potential corrective measures.

4.3 Training Program

e Staff must complete all mandatory training modules within specified timeframes upon hiring and annually as
required.

e Supervisors will coordinate training sessions and ensure attendance is recorded.

e Skill assessments will be conducted following completion of key training modules.

¢ |ndividual training records must be maintained in the HR database.

4.4 Skill Assessments

e Conduct regular skill assessments to determine training needs and readiness for additional responsibilities.
¢ Assessments may include written tests, practical demonstrations, and performance reviews.
¢ Results are documented and used to inform future training and development plans.

4.5 Uniform Standards

¢ All staff are required to wear the designated uniform during working hours.
e Uniforms must be clean, pressed, and worn according to company guidelines (see Uniform Compliance Table
below).



e Personal grooming standards (such as hair, nails, jewelry) must be followed as outlined in the employee
handbook.

¢ Non-compliance may result in verbal or written warnings, and repeated violations can lead to further disciplinary
action.

5. Uniform Compliance Table

Component Standard Notes

Shirt/Top Company-issued, clean, and tucked in No substitutions allowed
Pants/Skirt Company-approved style and color No jeans or athletic wear
Footwear Closed-toe, non-slip shoes Must be black or as specified
Name Badge Clearly displayed at all times Provided by HR
Accessories Minimal jewelry, no visible tattoos/piercings (per policy) See handbook for details

6. Documentation and Records

¢ Maintain records of staff schedules, attendance, training completions, and uniform compliance electronically.
e Allrecords are to be reviewed monthly by management for accuracy and compliance.

7. Review and Update

e This SOP is to be reviewed annually and updated as necessary to ensure continued relevance and
effectiveness.
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