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1.0 Introduction 

The National Open University believes that punctuality is not just a virtue 

but a fundamental aspect of professionalism and organizational 

effectiveness. This policy has been established to ensure that all staff 

members understand and adhere to the standards of punctuality expected 

within the University. It is expected that all staff members arrive at their 

designated work locations at the specified start time, prepared to begin their 

duties. Tardiness, frequent late arrivals, or absence without prior notification 

is considered unacceptable and may result in disciplinary action.  

Promptness to duty is more than simply arriving at work on time; it 

encompasses a commitment to being prepared, focused, and ready to 

contribute to the team's success from the moment one's workday begins. By 

being punctual, staff members demonstrate respect for their colleagues, 

students, and the organization at large, while also maximizing productivity 

and fostering a positive work environment. 
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2.0 Purpose 

This policy is aimed at upholding a professional work environment, 

maintaining efficient operations, and supporting the overall mission of the 

University. It is to provide clear guidelines and expectations regarding 

attendance, tardiness, justice, equity, equality, and accountability. It applies 

to all staff members, regardless of position or department, and is designed to 

promote consistency, fairness, and professionalism throughout the 

University. 

3.0 Scope  

This Policy applies to all employees, both Academic and Non-Teaching staff 

of the National Open University of Nigeria 

All staff shall be seated at least fifteen (15) minutes prior to meeting either 

virtual or Physical. 

Five (5) minutes after the time, the meeting room should be shut for both 

virtual and physical.  

Staff are expected to adhere to their workplace schedules, set by their 

department/supervisor. 

A nominated staff shall stand in for a member who is unable to attend the 

meeting. 

All phones shall be on silent mode at the commencement of the meeting. 

 

4.0 Definitions 

4.1  Promptness to Duty 

Promptness to Duty refers to the quality or characteristic of being punctual 

and ready to fulfill one's responsibilities or obligations at the designated 

time. It encompasses arriving at work or beginning one's duties promptly 
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and being prepared to contribute effectively from the start of the workday or 

assigned task.  

In a professional context, promptness to duty demonstrates reliability, 

respect for others' time, and a commitment to fulfilling one's role within an 

organization. It involves not only arriving on time but also being mentally 

and physically prepared to engage in work-related tasks, meetings, or 

assignments without delay. 

4.2  Punctuality in Meetings 

Punctuality in meetings refers to the practice of starting and ending meetings 

at the scheduled time. It involves attendees arriving on time and adhering to 

the predetermined agenda to ensure that the meeting runs efficiently and 

respects everyone's time. Punctuality in meetings demonstrates 

professionalism, respect for colleagues' time, and a commitment to 

productivity and effective communication. 

 

4.3  Response to Deadlines 

Response to deadlines refers to how individuals or committees handle the 

time constraints and expectations associated with completing tasks or 

projects within a specified timeframe. It encompasses factors such as 

meeting deadlines promptly, communicating effectively about progress or 

delays, and delivering work that meets quality standards within the allotted 

time. A strong response to deadlines involves careful planning, prioritization 

of tasks, effective time management, and the ability to adapt and overcome 

obstacles to ensure timely completion of work. It reflects reliability, 

accountability, and a commitment to meeting commitments and obligations. 
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5.0 Principles 

This Policy on Staff Promptness to Duty shall encompass principles tailored 

to the academic and non-teaching environment. The principles shall include: 

5.1  Commitment to Academic Excellence: Emphasize the importance of 

promptness in upholding the university's commitment to academic 

excellence and student success. 

5.2  Adherence to facilitation Schedules: Clearly outline expectations for faculty 

and staff to arrive on time for facilitations, meetings, office hours, and other 

academic and non-teaching commitments. 

5.3  Student Impact: Highlights how punctuality positively impacts students by 

providing a consistent and reliable learning environment. 

5.4  Respect for Colleagues: Emphasizes the importance of respecting 

colleagues' time by being punctual for collaborative meetings, committee 

work, and other academic and non-teaching engagements. 

5.5  Effective Communication: Stresses the need for effective communication 

between faculty, staff, and supervisors regarding any schedule adjustments 

or conflicts that may affect promptness to duty. 

5.6  Research and Administrative Responsibilities: Addresses the importance of 

punctuality in fulfilling research, administrative, and service responsibilities 

within the university community. 

5.7  Evaluation and Accountability: Implements mechanisms for evaluating and 

holding faculty and staff accountable for their promptness to duty, while also 

recognizing and rewarding punctuality and professionalism. 
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These principles aim to foster a culture of accountability, professionalism, 

and excellence within the academic and non-teaching community, ultimately 

contributing to the university's mission of teaching, research, and service. 

6.0 Policy Statements 

NOUN policy statements on the inputs shall include: 

6.1  Inputs 

6.1.1  Organizational Culture: The existing culture within the organization 

regarding punctuality and professionalism. 

6.1.2  Staff Expectations: Understanding of staff members' roles, responsibilities, 

and the importance of promptness in fulfilling these duties. 

6.1.3  Operational Needs: Identification of operational requirements and the impact 

of staff punctuality on organizational effectiveness. 

6.1.4  Legal and Regulatory Considerations: Compliance with relevant labor laws, 

regulations, and contractual obligations related to staff attendance and 

punctuality. 

6.1.5  Feedback and Communication Channels: Establishing effective channels for 

providing feedback, addressing concerns, and communicating expectations 

regarding promptness to duty. 

6.2  Activities 

6.2.1  Policy Development: Drafting, reviewing, and finalizing a comprehensive 

policy document outlining expectations, guidelines, and consequences 

related to staff promptness to duty. 

6.2.2  Training and Orientation: Providing training sessions or orientation 

programs to educate staff members about the policy, its importance, and how 

it aligns with organizational goals. 



 

Page 6 of 13 
 

6.2.3  Communication and Awareness: Ensuring widespread awareness of the 

policy through various communication channels, such as email, staff 

meetings, posters, and intranet announcements. 

6.2.4  Monitoring and Reporting: Implementing mechanisms to monitor staff 

attendance and punctuality, including the use of attendance records, time-

tracking systems, or supervisor feedback. 

6.2.5  Support and Assistance: Offering support and assistance to staff members 

who may encounter challenges or obstacles in meeting their duty schedules, 

such as providing resources for time management or addressing personal 

issues affecting punctuality. 

6.2.6  Enforcement and Accountability: Enforcing the policy consistently and 

fairly, applying consequences for instances of tardiness or non-compliance 

while also recognizing and rewarding punctuality. 

6.2.7  Periodic Review and Revision: Periodically reviewing and revising the 

policy based on feedback, changes in university needs, or updates to relevant 

laws and regulations. 

6.3.0  Outputs 

6.3.1  Increased Punctuality: Improved staff punctuality and adherence to duty 

schedules, leading to a more reliable and efficient workforce. 

6.3.2  Enhanced Organizational Effectiveness: Greater alignment between staff 

availability and operational needs, resulting in improved productivity, 

service delivery, and overall performance. 

6.3.3  Positive Work Culture: Cultivation of a positive work culture characterized 

by professionalism, accountability, and mutual respect for colleagues' time. 
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6.3.4  Compliance and Risk Mitigation: Compliance with legal and regulatory 

requirements related to staff attendance and punctuality, reducing the 

organization's risk of liability or legal issues. 

6.3.5  Employee Satisfaction: Increased satisfaction among staff members due to 

clearer expectations, fair treatment, and recognition of their punctuality and 

professionalism. 

These statements shall provide a structured framework for understanding the 

inputs, activities, and outputs associated with implementing this "Policy on 

Staff Promptness to Duty" within the University. 

7.0  Policy Implementation 

Implementing this "Policy on Staff Promptness to Duty" in NOUN shall 

require a systematic approach that considers the unique characteristics and 

dynamics of academic institutions. The following are step-by-step guide on 

how it can be implemented: 

 

7.1  Policy Development  

7.1.1  Form a committee comprising representatives from faculty, administration, 

human resources, and other relevant stakeholders. 

7.1.2  Draft the policy document outlining expectations, guidelines, consequences, 

and procedures related to staff promptness to duty. 

7.1.3  Ensure the policy aligns with the university's vision, mission, values, and 

existing policies. 

7.2  Approval and Communication 

7.2.1  Present the draft policy to university Management for approval. 
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7.2.2  Once approved, communicate the policy to all staff members through 

multiple channels, including email, staff meetings, the university website, 

and other means of communication. 

 

7.3  Training and Education 

7.3.1  Develop training materials or workshops to educate staff members about the 

policy, its rationale, and the importance of punctuality in the academic 

setting. 

7.3.2  Include examples and case studies to illustrate the impact of promptness on 

student experience, departmental operations, and overall institutional 

effectiveness. 

7.4  Support Resources 

7.4.1  Provide resources and support services to help staff members manage their 

time effectively, such as workshops on time management, access to 

counseling services, or flexible work arrangements where feasible. 

 

7.5  Monitoring and Enforcement 

7.5.1  Implement systems for monitoring staff attendance and punctuality, such as 

time-tracking software, attendance records, or supervisor feedback. 

7.5.2  Enforce the policy consistently and fairly, applying consequences for 

repeated tardiness or non-compliance while also recognizing and rewarding 

punctuality. 

7.6  Feedback Mechanisms 

7.6.1  Establish channels for staff members to provide feedback, ask questions, or 

raise concerns about the policy implementation. 

7.6.2  Regularly solicit feedback through surveys, focus groups, or anonymous 

suggestion boxes to assess the effectiveness of the policy and identify areas 

for improvement. 



 

Page 9 of 13 
 

7.7  Review and Revision 

7.7.1  Periodically review the policy to ensure it remains relevant and effective in 

addressing changing needs, expectations, and legal requirements. 

7.7.2  Involve stakeholders in the review process and make revisions as necessary 

based on feedback and emerging best practices. 

  Promotion of Positive Culture 

7.8.1  Foster a positive work culture that values professionalism, accountability, 

and mutual respect for colleagues' time. 

7.8.2  Recognize and celebrate examples of staff members who consistently 

demonstrate punctuality and adherence to duty. 

By following these steps, the University can effectively implement a "Policy 

on Staff Promptness to Duty" and create an environment conducive for 

academic excellence, operational efficiency, and employee satisfaction. 

8.0 Sanctions for Violating This Policy 

Violation of this policy shall lead to appropriate disciplinary action. 

Sanctions for violating the Policy on Staff Promptness to Duty in the 

university shall be fair, consistent, and proportionate to the offense. The 

following are some potential sanctions: 

8.1 Verbal Warning: A verbal reminder or warning from a superior officer or 

department/unit head for minor or first-time offenses. 

8.2  Written Warning: A formal written warning documenting the violation and 

consequences for repeated offenses. 

8.3  Performance Improvement Plan (PIP): Developing a performance 

improvement plan outlining specific actions staff members must take to 

address punctuality issues, with regular monitoring and evaluation. 
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8.4  Loss of Privileges: Temporarily revoking certain privileges or benefits, such 

as flexible work arrangements or participation in professional development 

activities. 

8.5  Salary Deductions: Implementing salary deductions for time missed due to 

tardiness, in accordance with relevant labor laws and contractual 

agreements. 

8.6  Probation: Placing the staff member on probationary status, with specified 

conditions for improvement within a defined timeframe. 

8.7  Appraisal Performance Evaluation Impact: Considering punctuality issues in 

the staff member's performance evaluation, potentially affecting promotion, 

salary increases, or tenure decisions. 

8.8  Reassignment: Reassigning the staff member to different duties or 

responsibilities that may better accommodate their schedule or address 

performance concerns. 

It is important for sanctions to be applied consistently and fairly across all 

staff members, with due consideration for individual circumstances and any 

mitigating factors. Additionally, providing opportunities for staff members to 

appeal sanctions or seek assistance in addressing underlying issues can help 

ensure a fair and transparent process. 

9.0  Policy Alignment 

Policy alignment on staff promptness to duty involves ensuring that 

organizational policies, procedures, and practices are designed to promote 

punctuality, reliability, and accountability among employees in fulfilling 

their work responsibilities. Here's how policy alignment can be approached 

in this context: 
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1. Attendance Policy: Ensuring a developed clear attendance policy 

that outlines expectations regarding punctuality, attendance, and 

absence reporting procedures and defining acceptable reasons for 

tardiness or absence, as well as consequences for repeated or 

unexcused instances of lateness. 

2. Work Hours and Schedules: Ensure that employees understand 

their expected work hours and any procedures for requesting 

schedule adjustments or time off in advance. 

3. Timekeeping Procedures: Implement timekeeping procedures and 

systems to accurately track employee hours worked, including 

clock-in/out mechanisms, timesheet submissions, and approval 

processes. Provide training and support to employees on how to use 

timekeeping systems effectively. 

4. Communication Expectations: Communicate expectations 

regarding promptness and responsiveness to communication 

channels, such as email, phone calls, and meetings. Encourage 

timely responses to inquiries and requests from colleagues, 

supervisors, and clients to facilitate effective collaboration and 

problem-solving. 

5. Consequence Management: Clarify consequences for failing to 

adhere to promptness expectations, such as verbal warnings, written 

reprimands, or disciplinary actions. Ensure that consequences are 

applied consistently and fairly across all employees. 

6. Role Modeling by Leadership: Lead by example by 

demonstrating promptness and reliability in attendance and work 

habits. Encourage and recognize employees who consistently 

demonstrate punctuality and reliability in their duties. 
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7. Training and Development: Provide training and resources to help 

employees improve time management skills, prioritize tasks 

effectively, and overcome barriers to promptness. Offer workshops, 

seminars, or coaching sessions on time management techniques and 

best practices. 

8. Performance Evaluation: Incorporate punctuality and reliability 

as performance criteria in employee evaluations and assessments. 

Recognize and reward employees who consistently demonstrate 

punctuality and reliability in their work performance. 

9. Flexible Work Arrangements: Consider implementing flexible 

work arrangements that accommodate employees' individual needs 

and preferences while still ensuring timely completion of duties. 

Evaluate requests for flexible work arrangements on a case-by-case 

basis, taking into account business needs and performance 

considerations. 

10. Continuous Improvement: Continuously monitor and evaluate the 

effectiveness of policies and practices related to staff promptness to 

duty. Solicit feedback from employees and supervisors to identify 

areas for improvement and implement changes as needed to 

promote a culture of punctuality and reliability. 

By aligning policies on staff promptness to duty with organizational goals 

and values, organizations can cultivate a culture of accountability, 

professionalism, and respect for time. Effective policy alignment can 

contribute to improved productivity, morale, and overall organizational 

performance. 

 

 



 

Page 13 of 13 
 

Team of Developers 

1. Mr. Oladipo A. Ajayi 

2. Dr. Muyiwa S. Akintola 

3 Mrs. Olufunmilayo T. Adeoye 

4 Mr. Muyiwa K. Harrison 

 


