[INSERT LOGO HERE]
Sent By Email
[Date]

Dear [Employee's Name],

Subject: Invitation for Progress Review Meeting During Your Probationary Period

As you approach the end of your probationary period at [Name of Organisation], I would like to invite you to an informal review meeting to discuss your performance and progress thus far.

Meeting Details:

· Date: [date]
· Time: [time]
· Location: [at [location] / remotely via [video conferencing platform]]

If the proposed time, date, or location is inconvenient for you, please don’t hesitate to reach out, and we can find a more suitable arrangement.

Preparation for the Meeting:

To make our discussion as productive as possible, I kindly ask that you inform me in advance if there are specific topics or concerns you would like to address. 

This could include any challenges you may be facing in your new role or areas where you seek clarification.

Follow-Up Actions:

After our meeting, I will compile a brief summary of our discussion and provide you with a copy for your records. 

Additionally, this summary will be shared with the HR department to be placed in your personnel file. 

Please be assured that we handle all personal data collected during the probationary period in accordance with our data protection policy. 

You can find detailed information regarding the use and processing of your data in [our employee privacy notice].

Questions or Concerns:

If you have any questions or concerns prior to our meeting, please feel free to reach out to me or [name of individual] at your convenience.

I look forward to our discussion.

Yours sincerely,

[Your Name]
[Your Title]
[Name of Organisation]
