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Letter of a successful probation period template 

	There is no legal requirement to provide a letter like this or to have employees on probation. You can use this letter to provide an employee with written confirmation that his or her employment will continue beyond the probation period (if applicable).
 


Step by step process 
Step 1:
Create your letter for the employee

If you decide that the employee will not satisfactorily complete their current probation period, but you would like to offer an extension to this period, you should prepare a letter to confirm this.  The letter should be given to the employee before the end of the probation period.  
Before drafting the letter you should check the length of probation in the employee’s employment contract, and check if any other award or agreement contains further requirements regarding probation periods.
This template has been colour coded to assist you to complete it accurately. You simply need to replace the red < > writing with what applies to your employee and situation. Explanatory information / alternatives are shown in blue italics to assist you and should be deleted once you have finished the letter. 

Step 2:
Meet with the employee
Meeting with the employee will give you the chance to give feedback to the employee about their performance or conduct and explain why the probation period was successfully completed.  It is also a good opportunity to ask for feedback from the employee about how they have experienced their initial period with the company.
Step 3:
Keep a copy of the letter of successful probation period

Keep a copy of the letter given to the employee and document the meeting for your records.

<Print on your business letterhead>

<Date>
Private and confidential
<Insert employee’s full name>
<Insert employee’s residential address>
Dear <insert name>
Probation successful

Your probation period with <insert company name> is due to end on <insert date>.

I am pleased to confirm your ongoing employment effective <insert date that is either on or before the first day after the probation period is due to end>.

The terms and conditions of employment set out in your original <employment contract / agreement> dated <insert date> will continue to apply to your ongoing position.

Thank you for your contribution to <insert business name>.

Yours sincerely,

<Insert name>

<Insert position>
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PLEASE KEEP A COPY OF THIS LETTER FOR YOUR RECORDS�








The information contained in this document is general in nature.  You must not rely on the information in this document as an alternative to legal advice from an appropriately qualified professional.  If you have any specific questions you should consult one of our HR Professionals.


