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PRIVATE AND CONFIDENTIAL
Probation Extension Letter
Onboarding & Probation  |  White Cube Consulting
Complete all bracketed fields before issuing. Remove this guidance box before sending. Retain a copy on the employee's personnel file. Seek HR advice before issuing any probation extension letter.

Dear [Employee First Name],
▪ Outcome of Probationary Review
I am writing to confirm the outcome of your probationary review meeting held on [Date of Review Meeting]. Your probationary period of [e.g. six months] commenced on [Start Date] and was due to be completed on [Original Completion Date].
Having reviewed your progress and performance during the probationary period and discussed these matters with you at your review meeting, I am writing to confirm that we have decided to extend your probationary period.
▪ Reason for Extension
The decision to extend your probationary period has been taken because:
-  [Clearly describe the first area of concern - be specific, evidence-based and factual. Reference examples or incidents where possible.]
-  [Describe the second area of concern if applicable.]
-  [Add further concerns as required.]
We want to be clear that this is not a disciplinary matter. The purpose of the extension is to give you additional time and support to meet the required standards, and to allow us to assess properly whether you are able to do so. You are encouraged to raise any concerns about the objectives or support arrangements at any point during the extension period.
▪ Extended Probationary Period - Details
	Extended probation start date
	[Date]

	Extended probation end date
	[Date - e.g. a further 1-3 months]

	Duration of extension
	[e.g. 4 weeks / 8 weeks / 3 months]


▪ Required Improvements and Objectives
In order for your employment to be confirmed at the end of the extended probationary period, you will need to meet the following specific and measurable objectives:
	#
	OBJECTIVE / REQUIRED IMPROVEMENT
	TARGET DATE
	SUCCESS MEASURES
	HOW MEASURED

	1
	 
	 
	 
	 

	2
	 
	 
	 
	 

	3
	 
	 
	 
	 

	4
	 
	 
	 
	 


▪ Support to be Provided
We are committed to supporting you in meeting the above objectives. The following support has been agreed:
-  [e.g. Weekly one-to-one meetings with your line manager - every [Day] at [Time]]
-  [e.g. Additional training or coaching - details: ________________]
-  [e.g. Closer day-to-day supervision / buddy support from [Name]]
-  [e.g. Access to specific resources or tools - details: ________________]
-  [Add further support as agreed]
▪ Review Schedule
Your progress will be reviewed against the objectives above at the following scheduled points. You will receive written confirmation of the outcome of the final review meeting.
	REVIEW ACTIVITY
	DATE

	Weekly one-to-one check-in (informal progress review)
	Every [day] - commencing [date]

	Mid-point formal review meeting
	[Date]

	Final review meeting
	[Date - end of extended probationary period]


▪ Potential Outcomes
At the end of the extended probationary period, one of the following outcomes will apply:
-  If the required objectives have been met - your employment will be confirmed and you will receive an End of Probation Confirmation Letter.
-  If the required standards have not been met - failure to demonstrate sufficient and sustained improvement against the objectives set out in this letter may result in termination of employment at the end of the extended probationary period. This will be done in accordance with the terms of your contract of employment and following a fair process.
If you have any concerns about the contents of this letter, or if you feel you need additional support during the extended period, please speak to your line manager or HR in confidence. We want you to succeed in this role.
HR Contact
HR Contact Name:
Email:
Telephone:
▪ Acknowledgement of Receipt
Please sign below to confirm that you have received and understood the contents of this letter. Signing does not constitute agreement with the assessment - it is an acknowledgement of receipt only.
	
Employee Signature
	

	Print Name
	

	Date
	

	Manager Signature
	

	Print Name
	

	Date
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