SOP: Staff Arrival and Uniform Inspection

This SOP details the staff arrival and uniform inspection process, ensuring all employees report on time and adhere to the
company's dress code. It covers procedures for verifying punctuality, assessing uniform compliance, addressing discrepancies,
and maintaining professional appearance standards to promote a consistent and safe working environment.

1. Purpose

To establish a standardized process for monitoring employee arrival times and conducting uniform inspections to promote

professionalism and safety.

2. Scope

Applies to all staff members scheduled for duty at [Company/Department Name].

3. Responsibilities

¢ Supervisors/Managers: Monitor attendance, conduct uniform inspections, address discrepancies, and maintain
documentation.
¢ Employees: Report on time in complete, clean, and company-approved uniforms/accessories.

4. Procedure

1. Staff Arrival

o Staff must arrive at least [X] minutes before their scheduled shift.

o Supervisor records arrival time on the attendance register or digital system.

o Ifanemployee is late, the supervisor documents the incident as per company policy.
2. Uniform Inspection

o Immediately upon arrival, staff line up for a brief uniform inspection.

o Supervisor checks for compliance with the company dress code (see table below).

o Any accessories, name tags, PPE, or other required items must be worn as specified.
3. Addressing Non-Compliance

o Supervisor quietly notifies staff of any discrepancies.

o [f possible, staff must correct minor issues immediately (e.g., tucking in a shirt).

o Major non-compliance (e.g., missing uniform components) is documented, and employee may not be permitted

to start work until resolved.

o Repeated violations are escalated following disciplinary procedures.
4. Documentation

o Supervisor completes the uniform and punctuality checklist daily.

o All discrepancies and actions taken are recorded and filed as per company policy.

5. Uniform Checklist Example

Uniform Element Standard/Description Compliant (Y/N) Notes/Action
Shirt/Top Clean, pressed, company-issued

Pants/Skirt Appropriate style, company-approved color



Shoes Closed-toe, non-slip, clean

Name Tag Clearly visible, correct namettitle
PPE (if applicable) Gloves, mask, safety vest, etc.
6. Records

¢ Daily attendance log
e Uniform compliance checklist

¢ Incident/discrepancy reports

7. References

e Company Dress Code Policy
e Employee Handbook
¢ Disciplinary Procedure Guidelines

8. Revision History

Version Date Description Approved By

1.0 2024-06-14 Initial SOP
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