





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


[DATE]

Dear [NAME]
Probation Review Outcome – Extension
I write further to our recent discussions and to confirm that the Company has decided to extend your probationary period by further [NUMBER] months as it is felt that you have not quite achieved the standards required by the Company.
[The areas where you are required to focus on during this extended probation period include the following:
· [INSERT]]
Your performance will be reviewed again at the end of this period when we will confirm whether your employment will be confirmed.
If you have any questions during this extended probation period regarding any of the above please don’t hesitate to contact me.
Yours sincerely,

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



