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SPECIMEN CONFIRMATION OF END OF PROBATIONARY PERIOD LETTER

Dear (name of employee),

Re: Probationary period

We refer to your offer of appointment letter dated (date) and your contract of employment dated (date), both of which specified that your employment was initially on a [three/six/other] months probationary period.  We have carefully monitored your performance and conduct during this period.  Now this period has come to an end, having reviewed your performance and conduct, we are pleased to advise you that you have successfully completed your probationary period and we can therefore confirm your continued employment.

Naturally, we intend to provide a formal assessment of your progress as part of the annual performance review programme in (month).  In addition, we will continue to monitor your performance on an ongoing basis.  In the meantime, if there are any matters you wish to discuss, please speak to (name).
Yours sincerely,

……………………..

For and on behalf of the Company

This document was prepared by the Employment Unit of Abbey Legal Services.  It is intended only as a guide and is not to be regarded as a substitute for consultation with one of our Legal Advisors, since every case will ultimately turn on its own particular facts and circumstances.  Should you require legal advice please contact Abbey Legal Services on 0845 0727 727.  If you are driving when using the legal advice service, please make sure it is safe and legal to do so.  
Abbey Legal Services own the copyright in this document.  You must not use this document in any way that infringes the intellectual property rights in it.  You may download and print this document which you may then use, copy or reproduce for your own internal non-profit making purposes.  However, under no circumstances are you permitted to use, copy or reproduce this document with a view to profit or gain.  In addition, you must not sell or distribute this document to third parties who are not members of the Federation of Small Businesses, whether for monetary payment or otherwise.
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