[INSERT LOGO HERE]
[Date]
Sent By Email

Dear [Employee’s Name],

Following your probationary review hearing on [insert date], I am pleased to inform you that your progress in the role of [insert job title] has been satisfactory. 

Consequently, I am happy to confirm that your appointment with [Name of Organisation] will continue, in accordance with the terms outlined in your statement of employment particulars dated [insert date].

Your performance will now be subject to formal review annually, in line with our organisation’s appraisal scheme.

We wish you every success as you continue in your role. 

If you have any questions or need support, please feel free to reach out.

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

Cc: Personnel File

