Letter – Invitation to Probationary Review Meeting
Only appropriate to use for employees with less than 1 year’s service.
Private and Confidential
Dear [Name],
Probationary Review Meeting
As you are aware, you commenced employment with the Company on [date] as a [job title]. You were advised that the first [X] months of your employment would be a probationary period, during which time your continued suitability for the role would be assessed. [You were also informed that your probationary period would continue until it was confirmed in writing that you had successfully completed it.]
You are aware that the Company has concerns regarding your performance. In particular, [set out clear and specific details of the concerns, e.g. quality of work, attendance, timekeeping, failure to meet targets, or other performance issues].
I am writing to confirm that you are required to attend a probationary review meeting on [date] at [time] at [location] / via [insert remote platform details]. This meeting will be conducted under the Company’s probationary/ performance procedure, a copy of which is enclosed.
The purpose of the meeting is to discuss the concerns outlined above, allow you the opportunity to respond, and to determine what action, if any, is appropriate.
Please note that possible outcomes of this meeting may include:
• An extension of your probationary period with agreed objectives and support measures
• The issuing of a formal warning where appropriate
• Redeployment to an alternative role (if applicable)
• Termination of your employment on notice
To assist you in preparing for the meeting, I enclose relevant information gathered during the course of your employment, including:
• [list documents, e.g. performance notes, attendance records, examples of work, etc.]
If there are any additional documents you wish to be considered at the meeting, please provide copies in advance by [date]. If there are documents you are unable to access, please let me know and we will arrange for these to be made available where appropriate.
You have the right to be accompanied at this meeting by a work colleague or an accredited trade union representative. It is your responsibility to inform your chosen companion of the arrangements. Please confirm the name of your companion (if any) by [date] to [email address].
The meeting will be chaired by [name and position].
The following individuals will also attend:
• [name/position] – [e.g. note‑taker / HR support]
Please confirm your attendance by [date] by replying to [email address]. If you have any questions in advance of the meeting, please do not hesitate to contact me.
Yours sincerely,
[Name]
[Job Title]
Enc:
 [Procedure]
 [Supporting documents]
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