Letter - Invitation to a PROBATIONARY REVIEW meeting
[Date]

[Employee’s name]

[Employee’s address]

Dear [name]

Invitation to probationary review meeting
As you are aware, your appointment to the role of [INSERT JOB TITLE] on [INSERT DATE] was subject to a probationary period of [INSERT TIME PERIOD].

We are now approaching the end of your probationary period and, further to our previous discussions on *[specify dates if applicable], I am writing to advise you that you are now required to attend a probationary review meeting. The details are as follows: 

Date:






Time:

Venue:

The purpose of the meeting is to discuss your progress in your role and in particular to review the following:

*[include specific areas EG time and attendance, skills, job performance etc]

[(OPTIONAL) Please find enclosed the following documents to be considered at the meeting including a copy of: [insert enclosures i.e. copy of attendance report].

In addition, if there are any specific issues regarding your job and/or working environment that you would like to raise with me then please let me know in advance of the meeting.

If your performance has met the standards we require, this meeting will result in your probationary review being assessed as completed and your position will be confirmed as permanent.

However, if your performance is not deemed to have been satisfactory during your probationary period, an outcome of the meeting may be to extend the probationary term or to terminate your employment contract.

You are entitled to be accompanied at the review meeting by either a fellow employee or an authorised trade union representative **[or a parent/guardian].
Please contact [name of MANAGER CONDUCTING REVIEW] on [tel no] as soon as possible to confirm your attendance.

Yours sincerely

[name]

[job title]
* Insert/delete as appropriate

**If under 18 or a support worker if required by an employee with disabilities

