
Unsuccessful Probation Letter
Date

Private and Confidential

Employee’s name
Employee’s residential address

Dear name
Re: Termination of Employment in Probation
Your probation period with us at business name is due to end on 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 date. You will be paid 1 (one) week in lieu of notice.
We wish you well in your future endeavours.

Yours sincerely,

Name of signatory
Position of signatory 
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