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The scope of this policy is to ensure that staff are paid fairly and accurately and to ensure that accurate
attendance maintained at more than one level. This policy is applicable to trainees and employees of all
categories with the exception of category A
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All department heads are responsible for maintaining a monthly attendance sheet for all employees at
their respective department.
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The monthly sheets should be filled, signed by department heads, and submitted on the 23" of each
month to the Finance Department. Those sheets are computerized to generate a final summary for
every employee therefore they should be properly filled on the computer and not hands written.
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The Finance Department is responsible for verifying the attendance accuracy between the time
management machine and the files.
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The sheet should then be submitted to the General Manager for signature. Once the sequence of
approval is obtained, a copy is returned to the respective department and the original is kept at the
Accounts Department for the payroll.
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The Executive Secretary will maintain the attendance sheet for category A.
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