Checklist Letter - unsuccessful probation period
<insert business logo>

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

RE: UNSUCCESSFUL 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:

Your probation period with us at <insert business name> is due to end on <insert date>.

<I/We> confirm that <I/we> have decided not to continue your employment beyond your probationary period. As a result, your employment will end on <insert date>. 
Additional Feedback / Comments

Manager Name and Signature
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