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WHEN NEW EMPLOYEE FAILED 
PROBATION

Informs HR on employee 
who fails probation

Advise HOD and HR on 
further actions

Hand Letter of Dimissal & 
Termination Certification to 

the new employee
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HOD
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HOD
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& Termination Certification

NO

Do necessary filing and 
updates in the HR system

HR

HR to seek final decision 
from Top Management

Decide on last day of work 
for  employee

Retain

Communicate with 
employee on next step
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