Standard Operating Procedure (SOP)

Steps for Periodic Review and Updating of Attendance Records

This SOP details the steps for periodic review and updating of attendance records, including establishing review
schedules, verifying accuracy of attendance data, identifying discrepancies, updating records accordingly, maintaining
confidentiality, and ensuring compliance with organizational policies. The purpose is to maintain accurate and up-to-date
attendance records for effective workforce management and reporting.

1. Scope

This procedure applies to all departments and personnel responsible for the management and maintenance of employee
attendance records.

2. Responsibilities

¢ HR Department: Oversees and coordinates the review and updating process.
¢ Attendance Record Keepers: Conduct the regular review, update, and reporting duties.

¢ Supervisors/Managers: Verify and authorize changes, address discrepancies as needed.

3. Procedure
1. Establish Review Schedule
o Define and document the frequency of attendance record reviews (e.g., weekly, monthly).
o Communicate the schedule to relevant stakeholders.

2. Collect and Consolidate Attendance Data
o Retrieve attendance data from all sources: timekeeping systems, manual records, and digital sign-ins.

o Ensure all relevant records up to the review date are included.

3. Verify Accuracy of Attendance Data
o Cross-check entries with source documents and attendance reports.

o Confirm data accuracy with supervisors or responsible employees, if necessary.

4. ldentify and Investigate Discrepancies
o Highlight missing, duplicate, or inconsistent entries.

o Investigate discrepancies promptly, consulting supervisors or employees as needed.

5. Update Attendance Records
o Correct verified errors and update records to reflect accurate attendance.

o Log changes and keep an audit trail, including date, time, and person responsible for the update.

6. Maintain Confidentiality
o Handle all attendance data in accordance with company data privacy and confidentiality policies.

o Limit access to attendance records to authorized personnel only.

7. Ensure Compliance
o Ensure all actions comply with organizational policies, labor laws, and relevant regulations.

o Update or retain records as required by policy/statutory guidelines.

8. Record-Keeping and Documentation
o Maintain documentation of each review cycle (checklists, summary reports, corrective actions).

o Archive updated attendance records securely for the prescribed retention period.

9. Review and Continuous Improvement
o Periodically assess the SOP for effectiveness.

o Update procedures as needed to address gaps and integrate best practices.

4. References

¢ Organizational Attendance Policy



e Data Protection and Privacy Guidelines

¢ Applicable labor laws and industry regulations

5. Revision History
Date Version Description Author

2024-06-07 |1.0 Initial SOP creation | HR Department

*Adherence to this SOP is mandatory for all employees handling attendance records.
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