[INSERT LOGO HERE]
[Date] 
Sent By Email

Dear [Employee’s Name],

Subject: Notice of Termination of Employment Due to Unsuccessful Probationary Period

Following your completion of your probationary period in the role of [Job Title], we regret to inform you that you have not successfully met the required standards.

During your probation, we have reviewed your performance, conduct and overall suitability for the role. 

After careful consideration, [I/the panel] have determined that your performance has not reached the minimum standard expected during this probationary phase. 

In particular, [describe the reasons for the decision and how the performance remains below acceptable levels]. 

This is despite the support provided through the performance improvement program, which included [additional training/coaching/mentoring] and an extension of your probationary period until [date]. 

The program ran from [give dates] and involved [summarise main forms of support given].


Notice Period:

You are entitled to [number] weeks' notice of termination [under clause [number] of your contract of employment]. 

Your final day of employment will be [date], and you will receive your regular payment up to that date.

[OR]

You are entitled to [number] weeks' notice of termination. 

Your last day of employment will be [date], and in accordance with clause [number] of your contract, you will not be required to work during [the last [number] weeks of] your notice period. 

Your contract will remain in effect until the termination date, and you will continue to receive pay accordingly. 

Please remain available for any work-related matters during this time, barring your attendance at work.

[OR]

Your employment will conclude on [date]. 

You will receive [number] weeks' pay in lieu of notice as stipulated in clause [number] of your contract. 

Your payment will be transferred to your usual bank account, less taxes and contributions.

Holiday Pay:

You have accrued [number] days of holiday by your termination date, with [number] days already taken. 

This entitles you to a payment for [number] days of untaken holiday, which will be included in your final pay, less tax and national insurance contributions.

[OR]

You have taken [number] days of holiday beyond your accrued entitlement. 

In line with clause [number] of your contract, this excess will be deducted from your final pay.

Expenses:

Please submit any outstanding expense claims by [date]. 

We will ensure these are reimbursed in the usual manner.

Company Property:

We kindly ask that you return all property belonging to [Name of Organisation] by [date].

Items to be returned include [list the appropriate items, expanding as needed].

Right to Appeal:

You have the right to appeal this decision in accordance with our performance improvement procedure (attached). 

Should you choose to appeal, please submit your written notice to [insert appropriate manager] by [date], stating the grounds on which you believe the decision was flawed or unfair.

We understand that this is difficult news, and we want to express gratitude for your efforts during your time with us. 

If you have any questions or require support during this transition, please do not hesitate to reach out.

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