Letter – outcome of a PROBATIONARY REVIEW Meeting (termination)

[Date]

[Employee’s name]

[Employee’s address]

Dear [name]

Outcome of probationary review 
Further to 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 during your probationary period [OR EXTENDED PROBATIONARY PERIOD] due to the following concerns which we discussed: 

[INSERT BRIEF DETAILS OF AREAS OF CONCERN]

[(OPTIONAL) During the course of your probationary period, you were given the following support [INCLUDE BRIEF DETAILS] and time to make the necessary improvements.  Unfortunately, however, your performance has continued to be unsatisfactory.]

In light of this, the company does not believe that you will be able to meet the standards required in your job role and has therefore taken the decision to terminate your employment with effect from [INSERT DATE].

*You will be required to work your notice period of [INSERT TIMESCALE] OR you will not be required to work your notice period and will be paid in lieu for [INSERT TIMESCALE]. A P45 will be sent to you within [INSERT TIMESALE] of your date of termination.

[(OPTIONAL) We are happy to provide any future employer with a reference if a request is made in writing to [NAME/JOB TITLE] and wish you success in your future plans for work.]

You have the right to appeal against this decision by writing to [INSERT NAME/JOB TITLE] within the next *[five] working days, outlining the grounds of your appeal.

Yours sincerely

[name]

[job title]

* Insert/amend as appropriate

