Model Letter 1
Extension of Probationary Period

Private and Confidential

[Name]

[Address]
[Date]
Dear [Insert Name]
Further to the probationary review meeting held on [insert date] I write to confirm what we discussed.

As you are aware, you are currently on a probationary period which is due to expire on [insert date].
[Insert para. explaining that performance has not improved/still falling short of the required standards despite process gone through with employee.  Outline any measures that have already been put in place to help the employee reach the required standard of performance].
Your appointment was subject to the satisfactory completion of a probationary period [of six months] and, as confirmed at the meeting, I will be extending your probationary period by a further [months/weeks.] 

My reasons for this are: [insert reasons]
A review meeting will be held on [insert date].  Your probationary period will expire on [insert date]. 
A failure to complete a satisfactory probationary period at the end of this period could warrant a recommendation to terminate your contract of employment.
Yours sincerely
[Insert Name]
Manager/Head Teacher (delete as appropriate)
cc
[insert name] Head Teacher/Staff Dismissal Committee (delete as appropriate)


[insert name] – HR Advisor

[insert name] – Trade Union Rep
