





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


[DATE]

Dear [NAME]
Probation Review Outcome – Unsuccessful and Termination
I am writing to confirm that following a review of your performance during your probationary period [and the probationary review meeting held on [DATE]] the decision has been made to terminate your employment.
[OPTIONAL IF PREVIOUSLY EXTENDED As you are aware, your probationary period was previously extended by [NUMBER] months.] 
Unfortunately, at this stage it is felt you have not demonstrated that you are capable of competently undertaking the required aspects of the role and have therefore not achieved the standards that the Company requires.  
As discussed, the reason for this is [INSERT]. 
You are entitled to [one week’s] notice, but you will not be required to work your notice and you will be paid in lieu of it; your final date of employment is therefore [DATE]. Your final pay and P45 will be sent to you in due course.
It is regrettable that your appointment with the Company has not worked out as either party would have liked but on behalf of the Company, we wish you all the best for the future.
Yours sincerely,

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



