Date


Name
Address


Dear Name

Probationary Period Review

As you are aware, your employment is subject to a Number month probationary period and accordingly you are requested to attend a Probationary Review Meeting in Office on Date at Time with myself and Note Taker also present. 

The purpose of this meeting is to discuss your general performance during your probationary period, but in particular the following concerns that I have:

· Explanation of specific concerns

You have the right to be accompanied at the meeting by a work colleague of your choice or trade union representative, and I would be grateful if you would confirm the identity of any person you wish to accompany you in order that the necessary arrangements can be made.

Please be aware that depending on your overall performance during your probationary period to date, this meeting may result in your probationary period being successfully completed, extended or, if considered necessary, your employment being terminated.

Failure to attend the meeting without providing reasonable justification for your non-attendance may result in the meeting being held in your absence and the outcome being agreed based on the information available.

Please do not hesitate to contact me if you have any queries about the contents of this letter.

Yours sincerely,


Authorised Signature
Job Title
