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PRIVATE AND CONFIDENTIAL

	Date
	[Insert Date]

	To
	[Employee Full Name]

	Job Title
	[Job Title]

	Department
	[Department]

	From
	[Manager Name and Job Title]

	Re
	Confirmation of Successful Completion of Probationary Period



✔  Probationary Period Successfully Completed
Employment Confirmed
Dear [Employee First Name],
▪ Congratulations — Probation Successfully Completed
I am delighted to confirm that you have successfully completed and passed your probationary period and that your appointment has been confirmed. Any agreed hybrid/flexible working arrangements remain unchanged and continue in accordance with organisational policy.
Your probationary period commenced on [Start Date] and concluded on [Completion Date]. Your review meeting was held on [Review Date] and was conducted by [Manager Name].
▪ Performance During the Probationary Period
During your probationary period you have demonstrated the following strengths, positive qualities and contributions:
-  [Describe a specific strength or achievement — e.g. You have quickly built strong relationships with colleagues and clients alike.]
-  [Describe a further strength or achievement — e.g. Your technical knowledge and attention to detail have been evident from the outset.]
-  [Describe a further strength or achievement — e.g. You have shown excellent initiative in [specific example].]
-  [Add further strengths and achievements as appropriate — be specific and genuine.]
▪ Training and Development Completed During Probation
-  [Induction programme]
-  [Mandatory training]
-  [Technical training]
-  [Professional development activities]
▪ Living Our Values
During your probationary period you have demonstrated behaviours that reflect our organisational values, particularly:
-  [Value]
-  [Value]
-  [Value]
▪ Additional comments from your manager:
[Insert comments here]
▪ Your Employment - Confirmed Terms
The following terms of employment are confirmed with effect from [Completion Date]:
	Job Title
	[Job Title]

	Department
	[Department]

	Reporting to
	[Line Manager Name]

	Place of Work
	[Location / Hybrid arrangement]

	Hours of Work
	[e.g. 37.5 hours per week]

	Salary
	£[Amount] per annum, reviewed annually each [Month]

	Annual Leave
	[e.g. 28 days per annum including public holidays]

	Notice Period
	[e.g. [X] weeks / months as per your contract of employment]



[Note: Any changes to your terms of employment since your original contract was issued will be confirmed in a separate written variation. Your full terms and conditions remain as set out in your contract of employment unless otherwise notified in writing.]
▪ Benefits and Entitlements
The following benefits and entitlements are now active following confirmation of your employment:
-  [e.g. Pension scheme — you will receive a separate enrolment notice from [Provider] / HR within [X] days]
-  [e.g. Private medical insurance — details will be sent to you separately by HR]
-  [e.g. Enhanced sick pay — you are now entitled to [X] weeks / months at full / half pay in any rolling 12-month period]
-  [e.g. Life assurance — [X] times annual salary]
-  [e.g. Cycle to work scheme / season ticket loan / other benefits — details available from HR]
-  [Amend or add benefits as appropriate to your organisation's offering]
Please note that eligibility, qualifying periods and scheme rules continue to apply in accordance with the relevant benefit provider documentation.
▪ Looking Ahead — Development and Goals
Whilst your probationary period has now been successfully completed, we encourage you to continue building on your achievements and maintaining the high standards demonstrated during your first months with the organisation. We want to ensure you continue to grow and thrive in your role. As a next step, we would like to discuss your development priorities and set objectives for the coming period.
	First annual appraisal due
	[Date or 'To be confirmed']

	Objective setting meeting
	[Date or 'To be arranged with your line manager']

	Development opportunities identified for the next 6 months
	[e.g. As discussed at your probation review — further training in [area] to be arranged]


▪ Agreed development priorities for the next 6 months:
[Insert comments here]
We look forward to supporting your continued development and exploring future career opportunities within the organisation as your experience and skills continue to grow.
▪ A Personal Note
[Use this section to add a personal, warm message from the manager. A few genuine, specific sentences about what has impressed you and what you are looking forward to as the employee's career develops. This section is optional but strongly recommended — a personal note makes the letter memorable and motivating. Managers should make this letter as personal and specific as possible. Generic statements have less impact than examples of actual contributions, achievements and behaviours observed during probation.]
On behalf of everyone at [Organisation Name], congratulations again on this milestone. We are very glad to have you as a confirmed member of the team and we look forward to seeing you continue to develop and flourish in your career with us. We welcome any feedback you may have regarding your induction, onboarding and probationary experience.

Yours sincerely,
	Signature
	

	
Print Name
	

	
Job Title
	

	
Date
	



A copy of this letter will be placed on your personnel file.
White Cube Consulting Limited  |  HR, Training and Recruitment Consultancy
431 Union Street, The Capitol, Aberdeen, AB11 6DA  |  01224 531524  |  hello@whitecubeconsulting.com  |  www.whitecubeconsulting.com
image1.png




