
SOP Template: Monitoring, Attendance Tracking, and
Feedback Collection
This SOP details the processes for monitoring, attendance tracking, and feedback collection, encompassing
methods to accurately record participant attendance, techniques for continuous performance monitoring, and structured
approaches for gathering constructive feedback. The objective is to enhance accountability, improve engagement, and
ensure timely and actionable insights for ongoing improvement in operational effectiveness.

1. Purpose

To establish clear and consistent procedures for monitoring, attendance tracking, and feedback collection across all
relevant activities and events.

2. Scope

This SOP applies to all staff, management, participants, and stakeholders involved in the operational processes where
monitoring, attendance, and feedback collection are required.

3. Definitions

Term Definition

Monitoring Continuous assessment and observation to ensure adherence to established processes and
objectives.

Attendance
Tracking Systematic recording of participant presence and punctuality at scheduled events or activities.

Feedback
Collection Structured gathering of opinions, experiences, and improvement suggestions from stakeholders.

4. Responsibilities

Supervisors/Managers: Oversee the implementation of these procedures, review records, and act on
findings.
Assigned Personnel: Carry out monitoring, maintain attendance records, and facilitate feedback collection.
Participants: Cooperate with attendance and feedback protocols.

5. Procedure

5.1 Monitoring

1. Establish performance metrics and indicators relevant to the activity or process.
2. Assign personnel responsible for regular monitoring as appropriate.
3. Utilize monitoring tools such as observation checklists, performance dashboards, or digital monitoring systems.
4. Document observations and deviations from standards promptly and accurately.
5. Report significant trends, issues, or action items to supervisors for follow-up.

5.2 Attendance Tracking

1. Prepare attendance sheets or use digital attendance systems prior to each session/activity.
2. Record participant attendance at the start and, if necessary, end of each session.



3. Mark absences, late arrivals, or early departures with appropriate annotations.
4. Summarize attendance data on a daily/weekly/monthly basis as required.
5. Review attendance trends and address chronic absenteeism or tardiness.

Date Participant Name Present Late Remarks

YYYY-MM-DD Sample Name âœ” - On time

5.3 Feedback Collection

1. Design feedback tools (e.g., surveys, questionnaires, or interviews) tailored to activity goals.
2. Communicate the importance of feedback to participants and guarantee confidentiality if necessary.
3. Schedule periodic feedback collection (after sessions, monthly, quarterly, etc.).
4. Compile responses, analyze results for trends and actionable insights.
5. Develop and share improvement plans based on collected feedback.

Sample Feedback Questions:
How satisfied were you with today's session?
What improvements would you suggest?
Was the material presented clearly and effectively?

6. Documentation & Record Keeping

Maintain records of attendance and feedback securely, following data privacy and retention policies.
Ensure records are accessible to authorized personnel for review and auditing purposes.

7. Review & Continuous Improvement

Periodic review of monitoring, attendance tracking, and feedback collection processes.
Incorporate lessons learned and best practices to improve SOP effectiveness.

8. References

Related internal policies and SOPs
Applicable regulatory and compliance requirements

9. Appendix

Sample forms/checklists
Links to digital tools or systems used
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