
Employee Confirmation

 HR check with manager 
on confirmation of 

employee on probation

Manager to submit via Wrike 
Employee Promotion/Confirmation Form 

and decide whether to confirm 
employee or not

Yes

Manager to 
tag second manager 

(a manager who does constant 
liaising with employee) who will give 

appraisal as well and decide 
whether to confirm 

employee

Yes

Manager will inform 
management and HR

No

Manager decide 
to extend probation of 

employee or to terminate 
employee

Extend probation

HR will check back 
with manager 1 month 

later

Terminate
HR Manager conduct an 

evaluation on whether to terminate 
or not

Yes

Management 
decide on final decision to 

terminate or extend 
probation

Yes

HR to conduct 
termination of 

employee

No

No

HR will prepare necessary 
confirmation later and record in 

HR system and folder
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