Checklist Letter - successful probation period
**meet and supply prior to the end of the probationary period
<insert business logo>

<insert employee contact details>
<insert date>
Dear <employee name>

RE: SUCCESSFUL PROBABTION PERIOD

Award: <insert award> (if relevant)

Length of probation period:

Starting date of probationary period:

End date of probationary period:

Date of performance review during probationary review:

I am pleased to confirm your ongoing employment effective <immediately/from <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 <contract/letter of engagement> dated <insert date> will continue to apply to your ongoing position.

Additional Feedback / Comments

Manager Name and Signature
Wheatbelt Business Network. Connecting Businesses. Growing the Wheatbelt

