
[DATE]
Dear [Employee Name]

Re.: Probationary period extension
As you are aware, your appointment with the Company was subject to a probationary period of [number] months. It is due to end on [date].

Unfortunately, as discussed at our meeting on [date], your performance has not yet reached a satisfactory standard, particular in the following areas [briefly outline areas of weakness in the employee’s performance].

As a result, the decision has been taken to extend your probation period for a further [enter timescale, e.g. 3 months]. Your probation will now end on [date].
This will allow you further opportunity to focus on improving the areas outlined above. The Company is fully committed to providing you with assistance in meeting the required standards. As part of which [give details of any additional assistance, e.g. I have arranged for you to attend training in….]. 

We will meet [timeframe; weekly/monthly] to discuss your progress. 

If you have any queries regarding this decision please do not hesitate to contact me.

Yours sincerely,
[Name and Position]

