

[On Company Letterhead]

[Today’s date]

Private and Confidential

Dear [Insert Name}
	
Probationary Period

As you know from your offer of employment letter dated [insert date of letter] and your contract of employment dated [insert date of contract], your employment with [insert name of company] (the Company) is subject to successful completion of a [insert amount] month probationary period.

We have carefully monitored your performance and conduct during your probationary period and we are now writing to advise you that the Company has decided that your probationary period will be extended by a further [insert amount] month(s) until [insert final date] for the following reasons:

[Insert list of reasons why the probationary period has been extended]

We will, of course, continue to monitor your performance and conduct and we will formally review your progress at the end of the extended probationary period as well as providing you with our feedback on an ongoing basis.  We must advise you that if you fail to make sufficient progress either during or by the end of your extended probationary period, this is likely to result in your dismissal.  You should be aware that we may not be prepared to extend the probationary period again. 

We hope that you will work with the Company to improve your performance or conduct so that dismissal will not be necessary.  


Yours sincerely,


[Insert Name and Job Title]
For and on behalf of [Insert Company Name]



[Insert name and address of recipient]



This document is for general information purposes only. While we endeavour to keep the information up to date and correct, we make no representations or warranties of any kind, express or implied, about the completeness, accuracy, reliability, or suitability with respect to the content of this document.
 
In no event will we be liable for any loss or damage including without limitation, indirect or consequential loss or damage, or any loss or damage whatsoever arising from the use of the documents.
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