SOP: Attendance Recording and Monitoring
Guidelines

This SOP details attendance recording and monitoring guidelines, encompassing methods for accurate attendance
tracking, use of electronic and manual systems, roles and responsibilities of staff, procedures for handling absences and
tardiness, data privacy and security protocols, reporting and analysis of attendance patterns, and compliance with
organizational policies. The objective is to ensure reliable attendance records, promote accountability, and support
workforce management and operational efficiency.

1. Purpose

To establish standardized procedures for accurate attendance recording and monitoring, ensuring accountability, data
security, and compliance with organizational requirements.

2. Scope

This SOP applies to all employees and departments utilizing attendance systems within the organization, both electronic
and manual.

3. Definitions

Attendance Record: The documented record of employee presence for work.

Tardiness: Arrival after the scheduled start time.

Absence: Failure to report for work as scheduled.

Electronic System: Software/hardware tools (e.g., biometric scanners, apps, timekeeping software) for
attendance tracking.

¢ Manual System: Paper-based or logbook documentation of attendance.

4. Methods for Attendance Tracking

System Description Procedure

e Employees clock infout with assigned
credentials.
Biometric devices, RFID cards, mobile apps, e System automatically records entry and exit
online portals times.
e Supervisors review digital logs daily/weekly.

Electronic

e Employees signinand out at the designated
area/times.
e Supervisor reviews and verifies entries for
Manual Sign-in sheets, logbooks accuracy.

e Manual records are digitized or archived
regularly.

5. Roles and Responsibilities

o Employees: Accurately record attendance daily; notify supervisors of absences or tardiness in advance, per policy.

¢ Supervisors/Managers: Monitor, verify, and approve attendance data; address discrepancies; ensure staff
compliance.

¢ HR/Administration: Maintain attendance systems; generate reports; enforce data privacy and retention policies.

6. Handling Absences and Tardiness

¢ Employees must notify their supervisor as soon as possible regarding planned/unplanned absences.
¢ Allabsences and late arrivals must be documented with reasons (e.g., sick leave, personal leave).
e Supervisors review absence/tardiness records and initiate corrective action as outlined in HR policies.



7. Data Privacy and Security

Ensure electronic attendance systems are password-protected and access is restricted to authorized personnel.
Physical attendance records must be stored securely in locked cabinets or restricted-access areas.

Attendance data must be retained according to organizational data retention policy and legal requirements.
Report any data breaches or unauthorized access immediately to HR/IT.

8. Reporting and Analysis

¢ HR generates periodic (weekly/monthly) attendance reports for management.
¢ Analyze patterns for excessive absences or tardiness; address issues proactively.
¢ Attendance data informs workforce planning, payroll processing, and performance reviews.

9. Compliance

¢ All staff must comply with this SOP and related organization policies.
¢ Non-compliance may result in disciplinary measures, as stated in HR Policy Manual.

10. Review and Revision

¢ This SOP will be reviewed annually or as needed to ensure relevance and effectiveness.
e Feedback from users will be considered as part of the revision process.
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