

Insert name. 

Insert title. 

Insert address.

Insert contact number. 

Insert email address.
DATE

PRIVATE AND CONFIDENTIAL 

NAME
ADDRESS
Dear insert name
Extension of probationary period

Further to our meeting on <INSERT DATE>, I am writing to confirm that your probationary period has been extended until <INSERT DATE>. The reasons for this extension, (insert rationale, providing examples).

This extension is in line with Trusts’ Probationary Procedure for new employees, a copy of which is enclosed for your information. During the additional period of time your progress will continue to be monitored and you will continue to have regular supervisions. I must inform you that should you fail to meet the required standard during this time, your employment with the Trust may be at risk.

Should you have any questions concerning this matter, please do not hesitate to contact me on the above number.

Yours sincerely,

<INSERT NAME>
<INSERT TITLE>,
cc: Personal file
enc: Standard Operating Procedure for Probationary Periods
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