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Dear [Employee’s Name],

Extension of probationary period

I am writing to you following our recent meeting on [date] regarding your probationary period, which we have decided to extend.

The reason for this extension is that your [xxxxxx] from work has made it challenging for us to fully assess your performance so far.

You were invited to attend a meeting on [date] to discuss the reasons for our intention to extend your probationary period. After careful consideration, we believe it is fair to extend your probationary period by [number] [weeks/months], now set to end on [date].

During this extended period, you will be expected to achieve the following objectives:
· [Clearly outline specific improvements required and objectives to be met during the extension period.]

To support you with these objectives, you will receive the following assistance:
· [Detail any coaching, training, or development activities that will be provided during the extension period.]
Benefits and Allowances
Typically, eligibility for [state any additional benefits and allowances provided upon successful completion of the probationary period] is dependent upon completing the probationary period.

To ensure you are not disadvantaged by this extension, you will be entitled to [state any additional benefits and allowances] from [date immediately after the original probationary period was due to end]. All other terms and conditions of your employment will remain the same.
Review at the End of the Extended Period
Your progress will continue to be monitored and will be formally reviewed at the conclusion of the extended probationary period.

If your performance meets the necessary standards, [name of individual/the head of department/the HR department] will confirm your appointment as a permanent employee in your current role.
Further Queries
If you have any questions or concerns, please feel free to contact [me/name of individual/HR].

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

