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1. Purpose
Each employee at HR Magix is responsible for punctual and consistent attendance.
Employees are expected to arrive on time, be prepared to work, and remain at work

for the entirety of their shift. Late arrivals, early departures, or missing scheduled
hours should be avoided.

2. Objective

The goal of this policy is to outline HR Magix's procedures for dealing with employee
absences and tardiness to increase company efficiency and reduce unscheduled
absences.

3. Attendance Infractions Calculation

3.1 Grace Period

® Employees are allowed a grace period of 15 minutes at the start of their shift, up
to a maximum of 4 times per month.

® Employees must report an absence according to the Leave Policy.

® A no-call, no-show (Uninformed leave) will result if no report is made one hour
prior to the shift.
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4. Uninformed Leaves Case Scenarios

Uninformed leave may incur a deduction of two days' salary for each day of
absence.

However, employees will have the opportunity to explain their situation to HR
before the final deduction is made.

5. Informed Leaves Case Scenarios
® |f an absence extends to six days in a week, Sunday will be treated as unpaid leave.
® If an employee takes leave immediately before and after a public holiday or

weekend, the intervening days may also be counted as leave, unless prior approval
is obtained.

6. Overview of Disciplinary Actions for Attendance

Infractions

Attendance violations will result in strict disciplinary actions, up to and including
termination, as per the following points system:

1. 1st Violation — Verbal Warning

2.2nd Violation — Written Warning

3. 3rd Violation — One-day unpaid leave and HR counselling

4. 4th Violation - Final Warning

5. bth Violation — Termination

If an employee is absent for three or more consecutive days, documentation (e.g.,
doctor's letter) must be provided in case of a medical emergency.
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7. Absences Without Payment or Excuse and Without Disciplinary Actions
Unpaid absences may occur due to various reasons, such as funerals, medical
appointments, or unforeseen circumstances. In such cases, documentation must
be provided.

8. Inability to Log in and Log Out

If there is an issue with documenting a log-in or log-out, employees should contact
their manager as soon as possible.

Failure to report to work on time or leave on time may result in disciplinary action,
including termination.

9. Exceptions to the Attendance Policy
Employees may avail up to 3 days of paid bereavement leave in case of the death

of an immediate family member. Proper documentation must be submitted
within 48 hours.

10. Communication

This policy will be communicated to all employees during the onboarding process
and reiterated regularly through internal communication channels.

11. Review and Update

This policy will be reviewed periodically and updated as needed to ensure its
effectiveness and alignment with the company’s goals.
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