
[Organisation letterhead]

[Date]

[Employee name]

[Employee address line 1]

[Employee address line 2]

Dear [Employee name],
Termination of probationary employment

[Note: Remove this line of this statement if this has not been explained/discussed with the employee.]As you are aware, your initial period of employment with [insert Employer name] has been subject to a probationary period providing an opportunity to assess your suitability to [name of Employer] and the role of [insert role title].
This letter is to inform you that [name of employer] has decided not to continue your employment, and that your last date of employment will be [date – ensure sufficient notice of termination is provided in order to meet legal requirements].  Any outstanding entitlements will be deposited into your bank account.
[If you wish, you can provide reasons for ending employment during the probation period]

You are required to return all of the Organisation’s property [insert list if appropriate] to [insert nominated person’s name] by [insert date and time].
For any enquiries about this letter, please contact me on [insert best contact details].
Yours sincerely,
[Name]
[Position]
[File copy in employee records]
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THIS DOCUMENT IS ONLY A GUIDE


AFEI recommends members consider their specific requirements when adopting a template document or policy to ensure the document meets the particular needs of your organisation.


For assistance, please call the AFEI Hotline on 02 9264 2000.


How to use this document:  


1:  Check with the AFEI Hotline as to its suitability for your needs. 


2:  Edit to meet your requirements by:


Add relevant information in the [yellow highlighted] sections.


Delete comments in the [blue highlighted] areas. 
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