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	    SSC Biometric Attendance Policy
                                           Owner/ Department: SMSA Service Center (SSC)



	Brief
	SMSA Express XE "SMSA Express: SMSA Transportation Company Ltd. Licensee of Federal Express Corporation FedEx" 

 XE "SMSA Express: SMSA Transportation Company Ltd. Licensee of Federal Express Corporation FedEx."  requires that all SSC staffs including, Regional Managers, SSC Supervisors, SSC Floaters, SSC Executives, Quality Assurance Specialists and Handlers to comply with the daily biometric attendance system to be checked for payroll.

	Purpose
	Being in SSC at the published working timing is very important to SMSA Express business reputation.

SMSA Express employees should commit to the working hours assigned to, as per their employment contract by signing in and out, no matter how many times it requires, in the SMSA biometric attendance system.

	Responsibilities
	SSC Executive (and Handler) is responsible for:
· Signing in and out on time in the biometric system as per the given working schedule. This includes:

· Daily SSC Center time in and out for straight and broken schedules
· Duty extension, 9-9, and overtime hours

· Outsourced cleaning justification

· Training and meeting attendance
· Ensuring that they are always on duty during the assigned working hours.

· Biometric attendance sheets are filed.

SSC Floater is responsible for:
· Signing in and out on time in the biometric system as per the given working schedule.

This also includes:

· Daily SSC Center time in and out for straight and broken schedules

· Duty extension, and overtime hours

· Cash collection (all collected SSCs must be signed in and out)
· Business trips

· Training and meeting attendance

· Ensuring that RSEs and Handlers within his area are always on duty during the official working hours.

SSC Supervisor responsibilities:

· Signing in and out on time in the biometric system as per the given working schedule.

This also includes:

· Daily visits in the SSC Center within his area of jurisdiction time in and out.

· Routine visits and coaching sessions

· Business trips
· Training and meeting attendance

· HQ appointments

· Ensuring that RSEs, RFs and Handlers within his area are always on duty during the official working hours.

· Schedule the working hours for his area.

· Ensures that SSCs within his area are opened on time, including prayer times.
· Registration of new joiners from the very first day the staff has joined the SSC center.
· Monitoring and consolidation of overtime, 9-9, outsourced claims based on biometric attendance.

· Inform, take action to resolve biometric system issues to SSC IT support within three (3) maximum working days.

· Report any kinds of biometric non-compliances within his area which includes:
1. Not signing in and out

2. Late and early outs

3. Signing in (or out) to a different location beyond his official working area.

4. Other non-compliances.

Quality Service Assurance Specialist  responsibilities:

· Signing in and out on time in the biometric system as per the given working schedule.

· Consolidation and checking of the submitted overtime, 9-9, collection, outsourced cleaning claims based on actual biometric logs.

· Follow-up SSC Executives and SSC Floaters biometric attendance compliance with the SSC Supervisors.

· Ensures that SSCs are opened on time.
· Report any kinds of biometric non-compliances which includes:
5. Not signing in and out

6. Late and early outs

7. Signing in (or out) to a different location beyond his official working area.

8. Other non-compliances.
Regional SSC Manager responsibilities:

· Signing in and out on time in the biometric system as per the given working schedule.

             This also includes:

· Visits in the SSC Center within his area of jurisdiction time in and out.

· Routine visits and coaching sessions (if applicable)

· Business trips
· Training and meeting attendance

· HQ appointments

· Follow-up SSC Executives and SSC Floaters biometric attendance compliance with the SSC Supervisors.

· Ensures that SSCs are opened on time.
· Checking and approval of the submitted overtime, 9-9, collection, outsourced cleaning claims based on actual biometric logs.
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