SOP Template: Staff Arrival and Uniform Compliance
Verification

This SOP details staff arrival and uniform compliance verification procedures, including timely check-in protocols, uniform standards
adherence, identification verification, and documentation requirements. The objective is to ensure all staff members arrive on time and consistently
meet the organization's uniform guidelines to maintain a professional and cohesive work environment.

1. Purpose

To establish standard procedures for verifying staff arrival times and compliance with uniform standards to uphold organizational professionalism
and consistency.

2. Scope

This SOP applies to all staff members required to follow uniform guidelines set by the organization.

3. Responsibilities

¢ Supervisors/Managers: Oversee check-in procedures and uniform compliance.
o Staff Members: Adhere to arrival times and uniform standards.
¢ HR/Administration: Maintain records and address non-compliance issues.

4. Procedures

1. Timely Check-In Protocol
o All staff must arrive at their designated work area by the scheduled start time.
o Staffare required to log their arrival using the official timekeeping system (e.g,, biometrics, sign-in sheet, electronic app).
o Supervisors must verify arrival times within ten minutes of shift start.
2. Uniform Standards Adherence
o Staffmust wear the prescribed uniform, including all accessories (e.g., name badge, headgear, shoes) as outlined in the Uniform
Policy.
o The uniform must be clean, pressed, and presentable at all times.
o Supervisors conduct a visual inspection during check-in to confirm compliance.
3. Identification Verification
o Staffmust display their official identification badge at all times while on duty.
o Supervisors verify ID badges during check-in.
4. Documentation Requirements
o Supervisors document arrival and uniform compliance daily on the approved form or digital system
o Any instances of tardiness or non-compliance must be recorded and reported to HR/Administration within the same shift.
o Corrective action steps should be initiated for repeat offenses as per the organization's disciplinary procedures.

5. Forms and Records
¢ Daily Attendance/Check-in Log

¢ Uniform Compliance Checklist
¢ Incident Report Form (for non-conpliance issues)

6. References
o Staff Uniform Policy

¢ Attendance and Punctuality Policy
¢ Disciplinary Procedures Manual

7. Revision History

Version Date Description Author

1.0 2024-06-25 || Initial SOP Release || HR Department
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