SOP: Attendance Tracking and Engagement
Monitoring Procedures

This SOP details the attendance tracking and engagement monitoring procedures, including methods for accurate
attendance recording, tools and technologies used, criteria for engagement measurement, data collection and analysis
protocols, reporting schedules, and roles and responsibilities of staff. The objective is to ensure consistent monitoring of
attendance and participation levels to enhance productivity and support timely interventions when necessary.

1. Objective

To establish standardized processes for tracking attendance and monitoring engagement, ensuring accurate records, and
facilitating timely interventions for improved productivity and performance.

2. Scope

This procedure applies to all staff, students, and relevant stakeholders required to participate in monitored events,
sessions, or work activities.

3. Attendance Recording Procedures

¢ Attendance will be recorded at the start and end of each session using designated tracking methods.
¢ Acceptable methods include:
o Digital sign-in via employee/student management platforms
o Manual sign-in sheets (as backup)
o RFID card scanners or biometric devices (where applicable)
e Absences, late arrivals, and early departures must be documented with reason codes.
¢ All records should be updated in the central attendance management system (AMS) within 24 hours.

4. Tools and Technologies

Central AMS (Attendance Management System) platform
Learning Management System (LMS) with analytics module
Mobile attendance apps

RFID/Biometric devices (optional)

Manual documentation (as backup)

5. Engagement Monitoring Criteria

Participation rates (verbal contributions, group activity involvement)
Completion of assigned tasks and submissions

Engagement analytics (logins, activity duration, resource access)
Feedback and self-assessment surveys

6. Data Collection and Analysis Protocols

Data shall be collected automatically through digital systems where possible.

Manual data entry must be verified for accuracy by designated staff before submission.
Collected data will be analyzed weekly to identify trends, irregularities, and engagement gaps.
Confidentiality and data protection policies must be strictly observed at all times.

7. Reporting Schedules

Report Type Frequency Responsible Person Distribution
Attendance Summary Weekly Attendance Coordinator Supervisors, Management

Engagement Analysis Bi-weekly Engagement Analyst Supervisors, HR, Academic Council



Exception Reports As Needed Line Managers HR, Academic Advisors

8. Roles and Responsibilities

Supervisors/Managers: Oversee attendance and engagement, review reports, initiate interventions if required.
Attendance Coordinator: Ensure timely and accurate record-keeping of attendance data.

Engagement Analyst: Analyze participation data and recommend improvement strategies.

Staff/Students: Adhere to attendance policies, actively participate, provide honest feedback.

IT/Support Staff: Maintain digital attendance and engagement monitoring tools.

9. Review and Improvement

¢ The SOP should be reviewed annually or upon significant system/process changes.
¢ Feedback from stakeholders will be sought to improve the procedure.
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