




STRICTLY PRIVATE AND CONFIDENTIAL
[NAME] [SURNAME]
[EMPLOYEE ADDRESS]


[DATE]

Dear [NAME]
Probationary Review Meeting
I am writing to invite you to a probationary review meeting to be held with me on [DATE] at [TIME]. [NAME] will also be in attendance to record the minutes.
At the meeting we will be discussing your performance during your probationary period and your suitability for the role of [NAME] at ***Employer name***.
You are entitled to be accompanied by a colleague or an accredited trade union representative.
[I am obliged to advise you that as a result of this meeting your employment may be terminated or your probationary period extended.]
Yours sincerely,


[NAME]
On behalf of ***Employer name***
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