SOP Template: Documentation and Record-Keeping
for Academic Activities

This SOP defines the standards for documentation and record-keeping for academic activities, encompassing
the accurate recording of lectures, assignments, assessments, attendance, research data, and administrative records.
The goal is to ensure systematic, reliable, and accessible management of academic information to support

transparency, accountability, and continuous improvement in educational processes.

1. Purpose

The purpose of this Standard Operating Procedure (SOP) is to establish guidelines for comprehensive documentation

and record-keeping related to all academic activities.

2. Scope

This SOP applies to all academic staff, administrative personnel, and any individuals responsible for handling
academic records within the institution.

3. Responsibilities

¢ Academic Staff: Responsible for generating and maintaining records for lectures, assignments, and
assessments.

¢ Administrative Staff: Responsible for maintaining attendance and administrative records.

¢ Research Personnel: Responsible for recording and managing research data.

¢ [T/Data Management Team: Responsible for securing, archiving, and providing access to records as per

policy.

4. Procedures

1. Lecture Documentation:
o Record lecture dates, topics, materials used/distributed, and attendance.
o Store electronic copies of lecture notes and presentations in the central repository.
2. Assignment and Assessment Records:
o Document assignment instructions, submission deadlines, grading rubrics, and completed student
submissions.
o Maintain assessment results, feedback, and final grades in both physical (if required) and digital
formats.
3. Attendance Records:
o Document daily attendance using standardized forms or digital systems.
o Archive attendance sheets/reports on a weekly or monthly basis in the central database.
4. Research Data:
o Maintain secure, accurate, and organized data logs, experiment records, and related documentation
in line with ethical and institutional standards.
o Label research data with project codes, dates, and responsible personnel.
5. Administrative Records:



o Store records of student enroliment, course approvals, and communications securely.

o Update administrative data as changes occur and ensure timely archiving.

5. Documentation Standards

¢ Allrecords must be dated, labeled, and signed or authenticated by the responsible individual.
¢ Information must be accurate, legible, and free from unauthorized alterations.

e Digital files must follow the institution's naming conventions and storage protocols.

e Physical records must be stored in secure, designated areas with limited access.

6. Record Retention and Disposal

1. Retain academic records for the period specified by relevant policy/regulations (e.g., 54€“10 years).
2. Dispose of obsolete records following data protection and privacy guidelines, by shredding or secure digital
deletion.

7. Confidentiality and Data Security

e Restrict access to records to authorized personnel only.
¢ Implement password protection and encryption for digital files.
e Regularly back up all digital records in accordance with institutional IT protocols.

8. Review and Continuous Improvement

¢ Review the effectiveness of documentation and record-keeping processes annually.
¢ Provide regular training and updates for staff on SOP compliance and best practices.
¢ Incorporate feedback and revise procedures as needed to support continuous improvement.
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