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Letter 1 – Extension of Probation Period

[Name]

[Address]

[Date]

Dear [name of employee]

Extension to Probationary Service

I am writing to you further to our meeting on [date] in connection with your probationary period.

As you are aware, during the course of your probationary period, it was necessary for [person] to speak to you on [date] in connection with your [performance/sickness absence/conduct], which was viewed by the Council as unsatisfactory.

You were subsequently given a chance to improve during the remainder of your probationary period [and were given further training/coaching].  Despite this support, you have still not yet met the standards that the Council requires for employees of your position.

For this reason, at your review meeting on [date of final review meeting] we discussed the problem of your continuing unsatisfactory [performance/sickness absence/conduct] and my decision to extend your probationary period, which will now end on [date – 8 weeks beyond the end of the probationary period].

I must warn you that your probationary period will not be further extended beyond [date – end of extended probationary period], therefore if your [performance/sickness absence/conduct] remains unsatisfactory, your employment with the Council will be terminated.

Yours sincerely

Manager
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