
SOP: Attendance Tracking and Reporting Requirements
This SOP defines the processes for attendance tracking and reporting requirements, including methods for accurate recording of employee
attendance, guidelines for timely submission of attendance data, compliance with organizational policies, procedures for handling attendance
discrepancies, and protocols for generating and distributing attendance reports. The aim is to ensure accurate monitoring of workforce presence,
support payroll processing, and maintain transparent records for management review and regulatory compliance.

1. Purpose
To establish standardized procedures for recording, submitting, and reporting attendance in order to provide accurate and reliable information for
payroll, management oversight, and regulatory adherence.

2. Scope
This procedure applies to all employees, supervisors, and HR personnel involved in attendance management across the organization.

3. Responsibilities
Employees: Accurately record attendance and promptly report any discrepancies.
Supervisors: Review and approve attendance records, address discrepancies, and ensure timely submission.
HR/Attendance Administrator: Oversee attendance tracking, maintain records, and generate reports.

4. Attendance Recording
All employees must record their attendance using the approved system (e.g., biometric, online portal) at the start and end of each work shift.
Unauthorized or proxy attendance marking is strictly prohibited.

5. Submission of Attendance Data
Attendance data must be submitted to HR by the end of each payroll period (e.g., weekly, biweekly, monthly).
Supervisors are to verify and approve their team's attendance records before submission.

6. Compliance with Policies
All attendance processes must comply with organizational policies and applicable employment laws.
Regular audits will be conducted to ensure adherence and detect irregularities.

7. Attendance Discrepancies
Any discrepancies identified in attendance records must be reported to HR within 2 business days.
HR will investigate, resolve the issue, and update records as needed.
Persistent or deliberate discrepancies may result in disciplinary action.

8. Attendance Reporting
HR will generate attendance reports as per the reporting schedule (e.g., monthly, quarterly).
Reports will be distributed to management and relevant departments for review.
Confidentiality of attendance records must be maintained at all times.

9. Record Retention
Attendance records will be retained in accordance with regulatory and organizational requirements (e.g., minimum of 3 years).

10. Review and Revision
This SOP will be reviewed annually and updated as needed to ensure ongoing compliance and process improvement.

11. References
Employee Handbook
HR Policies and Procedures



[Relevant Labor Laws/Regulations]
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