SOP Template: Student Identification and Attendance
Verification

This SOP details the procedures for student identification and attendance verification, including methods for
accurately confirming student identity, recording attendance, managing absences, ensuring data privacy, and
maintaining attendance records. The goal is to enhance the accuracy of attendance tracking, promote accountability,
and support effective classroom management and reporting.

1. Purpose

To ensure standardized procedures for identifying students and verifying attendance, protecting personal data, and
maintaining accurate attendance records.

2. Scope

This SOP applies to all faculty, staff, and students involved in classroom attendance processes.

3. Definitions

Term Definition
Student Identification The process of confirming the identity of a student through approved means.
Attendance Verification The act of recording and confirming student presence in class sessions.
Data Privacy Measures and policies that protect personal information.

4. Responsibilities

¢ Faculty and Staff: Implement procedures for identification and attendance, maintain records, and protect
student data.

¢ Students: Present valid identification as required and ensure timely communication regarding absences.

¢ Administrative Team: Provide support and oversight for the procedures and tools used.

5. Procedures

1. Student Identification
o Students must present a valid institutional ID card or digital identification for verification upon entry to the
classroom or virtual learning environment.
o Inremote settings, students may be asked to verify identity via video or secure login credentials.
2. Attendance Recording
o Attendance must be recorded at the start of each session using an approved system (manual log, digital
roster, or learning management system).
o Forin-person settings, physical roll calls or sign-in sheets may be used; for online, system logs or electronic
check-in features are acceptable.
3. Absence Management
o Students must notify instructors in advance of known absences, providing appropriate documentation if
required.
o Faculty are responsible for marking excused and unexcused absences per institutional policies.
4. Data Privacy
o Attendance and identification information must be handled in accordance with data protection regulations.
o Records must be securely stored and only accessible to authorized personnel.
5. Record Maintenance
o Attendance records should be retained for a minimum period as defined by institutional policies (e.g., one
academic year).
o Periodic audits should be conducted to ensure record accuracy and compliance.

6. Documentation and Reporting

¢ Attendance data must be compiled and reported monthly to the administrative team.
¢ Anydiscrepancies in attendance or identification must be documented and escalated as appropriate.



7. Review and Updates

¢ This SOP should be reviewed annually and updated as needed to reflect changes in policy, technology, or
regulatory requirements.

8. References

¢ |nstitutional Attendance Policy
e Data Protection Guidelines
¢ Relevant National/Local Regulations
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