SOP: Communication of Attendance and Leave
Updates to Management

This SOP details the process for communication of attendance and leave updates to management, ensuring timely
and accurate reporting of employee presence and absences. It includes steps for daily attendance tracking, leave
application and approval procedures, notification protocols, and record maintenance. The objective is to maintain clear
and consistent communication between employees and management, facilitating efficient workforce management and
operational continuity.

1. Purpose

To establish a standard protocol for communicating attendance and leave updates between employees and
management, thereby supporting efficient operations and compliance with organizational policies.

2. Scope

This SOP applies to all employees and management personnel involved in attendance tracking and leave management.

3. Responsibilities

o Employees: Accurately report attendance and submit leave applications as per procedure.

¢ Supervisors/Managers: Review and approve leave requests; monitor attendance records.

¢ HR Department: Maintain attendance and leave records, ensure policy compliance, and provide routine reports to
management.

4. Procedures

1. Daily Attendance Tracking
o Employees must record attendance using the designated system (e.g., biometric, attendance app, log sheet)
by the start of their scheduled shift.
o Supervisors verify attendance data daily and resolve any discrepancies immediately.

2. Leave Application & Approval
o Employees submit leave requests through the official channel (e.g., HRMS portal, email) at least [X] days in
advance, except in emergencies.
o Supervisors/managers review the request and respond within [Y] business days.
o Emergency or unplanned leave must be communicated as soon as possible via call or message, followed by
a formal application.

3. Notification Protocols
o HR/attendance coordinator shares daily attendance and leave summary with management by [specified time],
using email or the organization's MIS.
o Significant absenteeism or patterns are flagged immediately to management.

4. Record Maintenance
o All attendance and leave records are securely maintained by HR, accessible to management as required.
o Monthly attendance/leave reports are generated and reviewed by management.

5. Communication Channels

Type Channel Frequency Responsible Party

Daily Attendance Attendance System / Email Summary | Daily HR / Attendance Coordinator
Leave Application HRMS Portal / Email As Needed Employee / Supervisor
Management Reports | Email / MIS Dashboard Monthly / As Needed | HR

6. Compliance & Review



¢ Non-compliance with the SOP may result in disciplinary action as per company policy.
¢ This SOP will be reviewed annually and updated as needed.

7. Related Documents

e Employee Handbook
e |eave Policy
¢ Attendance Policy

8. Version Control

Version Date Author Description

1.0 2024-06-27 HR Department Initial Release
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