Letter – outcome of a PROBATIONARY REVIEW meeting (confirmation of continued employment)

[Date]

[Employee’s name]

[Employee’s address]

Dear [name]

Outcome of probationary review meeting
Further to your probationary review meeting on [INSERT DATE] I am delighted to confirm that your progress in the role of [INSERT JOB TITLE] has been satisfactory and I can now confirm that your appointment with the organisation will continue subject to the terms laid down in your statement of employment particulars dated [INSERT DATE].

[(OPTIONAL) Your performance will now be formally reviewed on an annual basis in line with the organisation’s annual appraisal scheme.]

We would like to wish you every success in your role going forward.

Yours sincerely

[name]

[job title]

Cc file

