SOP: Staff Performance Tracking and Attendance
Recording

This SOP details the process for staff performance tracking and attendance recording, covering methods for
monitoring employee productivity, maintaining accurate attendance records, utilizing performance evaluation tools, ensuring
punctuality and compliance with work schedules, and implementing corrective actions when necessary. The goal is to
enhance workforce management, improve employee accountability, and support organizational efficiency through reliable
performance and attendance data.

1. Purpose

To establish standardized procedures for tracking staff performance and recording attendance to ensure effective workforce
management and enhance organizational productivity.

2. Scope

This SOP applies to all employees and supervisors responsible for managing performance and attendance records within
the organization.

3. Responsibilities

¢ HR Department: Develop, maintain, and review performance and attendance tracking systems; generate reports.
¢ Supervisors/Managers: Monitor employee performance and attendance; conduct evaluations and provide feedback.
¢ Employees: Maintain punctuality, adhere to work schedules, and participate in performance evaluations.

4. Procedures

4.1 Attendance Recording

1. All staff must record attendance via designated systems (e.g., biometric, electronic swipe, attendance registers) at
start and end of the workday.

2. Supervisors review and validate attendance records daily.

3. The HR department collects, consolidates, and archives attendance data at the end of each month.

4. Absences, late arrivals, and early departures must be reported and documented using the specified forms or platforms.

4.2 Performance Tracking

1. Set clear performance expectations and goals for each employee at the start of the appraisal period.

2. Monitor and document employee outputs, achievements, and areas of improvement using standardized performance
evaluation forms or tools.

3. Conduct regular (monthly/quarterly/annual) performance reviews involving self-assessment, supervisor feedback, and
performance metrics analysis.

4. Document performance outcomes and recommendations for recognition, training, or corrective measures.

4.3 Corrective Actions

1. Ildentify and document instances of performance or attendance discrepancies.

2. Notify the employee and schedule a meeting to discuss issues and expected improvements.

3. Develop and implement a Performance Improvement Plan (PIP) if necessary, with clear objectives and timelines.
4. Monitor progress and follow up as per PIP guidelines; escalate to HR if no improvement is observed.

5. Performance Evaluation Tools

Tool Description Frequency

Performance Appraisal | Standardized template for evaluating individual performance metrics and

Form competencies. Quarterly/Annually

Attendance Tracking

System Automated or manual system for daily recording of staff attendance. Daily

Self-Assessment Survey | Employee self-evaluations to encourage reflection and growth. Quarterly



Tool Description Frequency

Reviews from supervisors, peers, and subordinates for comprehensive

360-Degree Feedback .
evaluation.

Annually

6. Documentation & Records

¢ Maintain attendance and performance records securely as per data protection policies.
e Ensure records are accessible to authorized personnel only.
¢ Retain records for the period stipulated by organizational or regulatory guidelines.

7. Review & Continuous Improvement

¢ Regularly review SOP effectiveness and update procedures as necessary.
¢ Solicit feedback from stakeholders to improve performance tracking and attendance processes.
¢ Implement relevant technology or process improvements when identified.

8. References

e Company Employee Handbook
¢ HR Policies and Procedures Manual
e Data Protection and Confidentiality Policy



	SOP: Staff Performance Tracking and Attendance Recording
	1. Purpose
	2. Scope
	3. Responsibilities
	4. Procedures
	4.1 Attendance Recording
	4.2 Performance Tracking
	4.3 Corrective Actions

	5. Performance Evaluation Tools
	6. Documentation & Records
	7. Review & Continuous Improvement
	8. References


