Letter – outcome of a PROBATIONARY REVIEW meeting (extension)

[Date]

[Employee’s name]

[Employee’s address]

Dear [name]

Outcome of probationary review meeting
Further to previous discussions and your probationary review meeting on [INSERT DATE], I am writing to confirm that your progress in the role of [INSERT JOB TITLE] has not been satisfactory due to the following concerns: 

[INSERT BRIEF DETAILS OF AREAS OF CONCERN]

[(OPTIONAL) We have also implemented additional *training/coaching and [INSERT DETAILS OF ANY OTHER MEASURES] but despite these your performance continues to be unsatisfactory.

However, the company believes that extending your probationary period by [INSERT NUMER OF WEEKS/MONTHS] will give you further time to address these concerns. I therefore confirm that your probationary period will continue until [INSERT END DATE], before which time another review** will be held to determine if your appointment can be confirmed.  

Please note that the company is unlikely to be prepared to extend your probationary period again and if you do not make the improvements required your employment may be terminated either on or before that date. 

You have the right to appeal against the decision to extend your probationary period and if you wish to do so, you should write to [NAME/JOB TITLE] within *[five] working days, giving the grounds for your appeal.

Yours sincerely

[name]

[job title]

Cc file

* Amend as appropriate

** Note that Informal meetings can also take place during the extension period to monitor the employee’s progress. 
