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Dear [Applicant’s Name],

Subject: Introduction to Your Probationary Period

As you are aware, your employment is currently subject to a probationary period of [three/six] months. 

This period serves as an opportunity for both you and [your line manager/name of individual] to evaluate whether you are well-suited for the role.

During this probationary phase, [your line manager/name of individual] will closely monitor your performance and progress and provide you with regular feedback. 

You can also expect guidance and support throughout this time, including informal review meetings on a [monthly] basis.

Probation Plan

We have developed a probation plan that outlines clear expectations for you and the support we will provide:
· Training: You will receive training in [describe any training, coaching, and/or development activities that will occur during the probationary period].

· Objectives: You will be expected to achieve the objectives set for you related to [define job-specific and/or skills-based objectives or targets].

· Conduct: is essential for you to familiarise yourself with and adhere to our organisation’s standards of conduct, including our policies on [mention relevant procedures, such as Disciplinary Procedure, Data Protection Policy, Anti-bribery Policy, and Anti-harassment and Bullying Policy].

Final Review

At the end of your probationary period, or shortly before it concludes, [your line manager/name of individual] will meet with you for a final review of your performance, progress, and suitability for the position.

If your performance has met our expectations, [your line manager/name of individual] will confirm your permanent appointment in writing. 

However, if we find that your performance and progress do not meet the necessary standards despite the support and training offered, we may consider extending your probation by an additional [three] months. 

In cases where it seems unlikely that further time or support will lead to satisfactory performance, we may need to explore other options.

Queries or Concerns

I want to take this opportunity to wish you all the best in your new role. 

If you have any questions or concerns, please do not hesitate to reach out to [me/name of individual/HR].

Yours sincerely,
[Your Name]
[Your Job Title]

