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Invite to probationary review


INVITE TO PROBATIONARY REVIEW MEETING LETTER
PRIVATE & CONFIDENTIAL 

Date .............................. (insert date) 

Dear .............................. (insert name of employee) 

Further to your recent conversation with (insert name of line manager and job title.) I write to confirm that you are invited to attend a probationary review/employment review meeting on (insert date) at (insert time). 

The meeting will take place at (insert venue) and will be chaired by (insert name and job title), (insert name and job title) will also be present.  If you wish, you have the right to be accompanied at the meeting by a workplace colleague or a Trade Union Official.

The purpose of the meeting is to discuss your performance/conduct throughout your probationary period/employment. You should be aware that a possible outcome of the meeting is that your employment may be extended or terminated.

If you have any questions on the above, please do not hesitate to contact me 

Yours sincerely 

.............................................. 

(Insert signature and name of author) 


