SOP Template: Workforce Shift Allocation and Labor
Management

This SOP details the procedures for workforce shift allocation and labor management, including the planning and
scheduling of shifts, managing employee availability, monitoring labor productivity, ensuring compliance with labor
laws, handling shift swaps and overtime, and maintaining accurate labor records. The goal is to optimize workforce
efficiency, ensure fair and equitable shift distribution, and maintain a productive and compliant labor environment.

1. Purpose

To establish standardized procedures for effective workforce shift allocation and labor management to maximize
productivity, ensure employee satisfaction, and comply with relevant labor legislation.

2. Scope

This SOP applies to all departments and personnel involved in the scheduling, management, and oversight of
workforce shifts and labor records.

3. Responsibilities

¢ HR Department: Maintain employee records, oversee scheduling compliance, and support legal adherence.

¢ Supervisors/Managers: Plan shift schedules, manage employee availability, ensure shift coverage, and
approve shift swaps and overtime.

¢ Employees: Communicate availability, submit shift change requests, and comply with assigned schedules.

4. Procedures

4.1 Shift Planning and Scheduling

1. Define staffing requirements for each shift based on operational needs.

2. Use scheduling software or a shift allocation template to assign employees fairly, considering their skills,
preferences, and availability.

3. Publish shift schedules at least two weeks in advance to all employees.

4.2 Managing Employee Availability

1. Collect and maintain up-to-date employee availability records.
2. Allow employees to update their availability periodically (e.g., monthly or quarterly).
3. Accommodate availability, when possible, while ensuring business requirements are met.

4.3 Monitoring Labor Productivity
1. Track attendance and punctuality for all shifts.
2. Monitor individual and team productivity against predetermined KPls.
3. Address repeated tardiness or absenteeism in line with company policy.

4.4 Compliance with Labor Laws
1. Ensure shift schedules adhere to legal restrictions on working hours, breaks, and overtime limits.
2. Confirm all shift assignments comply with collective bargaining agreements, if applicable.
3. Regularly review labor law changes and update procedures accordingly.

4.5 Shift Swaps and Overtime Management
1. Require written requests (paper or digital) for shift swaps, subject to supervisor approval.
2. Record all shift swaps and overtime in the labor management system.

3. Manage overtime requests to prevent excessive hours and ensure compensation is provided per policy and law.

4.6 Labor Record Keeping

1. Maintain accurate records of shift schedules, attendance, swaps, and overtime for at least the legally required
period.
2. Use a secure digital system (HRIS or equivalent) for record storage and retrieval.



3. Regularly audit labor records for accuracy and compliance.

5. Documentation

Shift Schedule Templates/Reports
Employee Availability Forms

Shift Swap/Overtime Request Forms
Attendance and Productivity Reports
Labor Compliance Checklists

6. Revision History

Date Version Description Author

2024-06-13 1.0 Initial creation of SOP template. HR Dept.
7. Approval

Name Title Date Approved Signature

[Approver Name] [Approver Title] [Date] [Signature]
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