
Period Policy

1. Objective
Our probationary period policy defines the employment probationary period
and its implications for both the employee and the company. This period
serves as an introductory phase during which both the employer and the
employee can assess the suitability of the employment relationship and
determine whether it should continue.

2. Scope

3. Policy Overview
Employees who may be subject to a probationary period include newly hired
individuals, current employees promoted to a higher responsibility role, and
current employees placed under disciplinary review. The length of the

vary depending on the role. It will not exceed predefined limits. If necessary,
the probation period may be extended with formal written notice detailing the
reasons and expectations.
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4. New Employees
Although hiring procedures are structured to recruit the best talent, we
acknowledge that cultural fit and performance are not always predictable. The
probation period allows the company and the new employee
Time to evaluate if the role and environment are mutually beneficial. During this
trial period, the employee will receive continuous feedback and coaching to
support their adaptation and performance. At the end of the probation period—
or earlier if deemed appropriate—the supervisor will decide whether to retain
the employee based on job-related criteria, including skills, progress on
assignments, dependability, and workplace relationships. These criteria will be
evaluated quantitatively when possible and documented accordingly.

5. No Leave and Work-from-Home During Probation
Employees under probation are not entitled to any paid leave, except for
national holidays and company-listed festival holidays. Work-from-home
arrangements are not available to probationary employees under any
circumstances.

6. Duration
The standard duration of the probationary period for new employees is three
(3) months.

7. Permanent Employees Under Probation
Employees who have completed their initial probation and received permanent
status may still be placed on probation for disciplinary reasons, such as
performance issues or policy violations. The duration of such probation will
vary depending on the nature of the infraction. During this time, the employee
is expected to demonstrate improvement with the support of guidance,
feedback,
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and training. Additionally, employees promoted or transferred to a new
position may be placed on probation to assess their suitability for the new
responsibilities.
If found unsuitable, the company may consider alternatives such as demotion
or return to the previous role, but continued employment is not guaranteed
and remains at management's discretion.

8. Termination During Probation
Employees may be terminated during the probation period without the need
for prior notice as required for confirmed employees. Termination may occur
with or without cause, depending on the evaluation results or in the event of
serious misconduct. The decision will be communicated formally in writing,
citing the reasons and the date of termination.

9. Salary Adjustment
If, after the end of probation or disciplinary probation, the employee's
performance is found to be below expectations, salary revision may be
considered in accordance with HR policies and subject to management
approval.

10. Leave Entitlement Post-Probation
Employees on probation are not eligible for earned or casual leave. However,
statutory leaves such as national holidays or bereavement leave may be
granted as per applicable laws. After successful completion of the probation
period, the employee will be credited with an additional 5 days of paid leave.
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11. Notice Period
If a probationary employee decides to leave the organisation, they are
required to serve a notice period of 15 days.

12. Additional Provisions
Employees may still face termination after their probation period ends if

employment laws and follow its internal termination and separation policy.
Please refer to the Termination Policy for detailed procedures.

issues persist. In such cases, HR Magix will comply with applicable
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