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Private and Confidential
Name
Address




Date




Dear Name

Invite to Probation Review Meeting
As part of your contract, your first [3/6] months are a Probationary Period. Therefore we invite you to an informal meeting where we can discuss your progress in your role. 
The meeting will be held at [time] and [Date] at [Location] [or over zoom if this is more convenient].
To prepare for the meeting, please let me know before the meeting if there is anything specific you would like to discuss or any concerns you would like to address.
I look forward to our chat; in the meantime, please do not hesitate to contact me if you have any questions.
Yours sincerely




Line Manager
Job Title
Company Name

	
For advice from an HR professional at Breathing Space HR, call 0113 426 7735 or email us at howtohr@breathingspacehr.co.uk
DISCLAIMER: Breathing Space HR offers advice and these documents to UK organisations as a free service and cannot be responsible or liable to any person or entity in respect of any cost, loss or damage caused, consequential or otherwise, directly or indirectly by the information contained in any advice, policies or procedures or their component parts, this includes any mistakes therein on this website.
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