
[Date]


PRIVATE AND CONFIDENTIAL 

NAME
ADDRESS
Dear insert name
Unsatisfactory Probationary Service
Further to the hearing which took place on on <INSERT DATE>, I am writing to confirm the outcome of the hearing. <INSERT HR SUPPORT> was present at the hearing. At the hearing you chose to be accompanied by <INSERT REPRESENTATIVE/COLLEAGUE>/ or you chose to be unaccompanied at the meeting.

<Insert timeline of probation review meetings>
<provide rationale for extension and hearing>

To that end, you were subsequently given a chance to improve during the remainder of your probationary period [and were given further coaching/training/extension to your probationary period].

Despite this support however, it was determined at the hearing that you have unfortunately still not met the standards required for employees in your position therefore the Trust has made the decision to terminate your contract of employment.

The termination of your employment will take effect on <INSERT DATE> on completion of your two weeks’ notice period as outlined in section 7.3 ‘Trust Notice Periods’, of the Leaving Employment Policy.
[OR]

The termination of your employment takes effect today <INSERT DATE> and the Trust will make you a payment in lieu of your notice period of 2 weeks.

All terms and conditions associated with your employment will cease as of the end of this date.

Please make arrangements to return any property in your possession that is rightfully owned by Rotherham Doncaster and South Humber NHS Foundation Trust, including any keys and passes, equipment and document papers by < INSERT DATE>.
I understand that processes such as this may feel unnerving therefore should you need to discuss any concerns you have about this process, please do not hesitate to get in touch. I also remind you that you have access at any time to the Trust’s Employee Assistance Programme, (EAP) called the Vivup helpline which is a free confidential support service, staffed by experienced and professional advisors 24-hours per day. You can call 03303 800 658 or visit www.vivup.co.uk for more information.
You have the right to appeal against this decision to terminate your employment. If you wish to excise this right, you should do so in writing within 21 days of the date of this letter to <INSERT NAME, TITLE>, stating the grounds of your appeal.

Yours sincerely

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


Insert title. 


Insert address.


Insert contact number. 


Insert email address.
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