<Print on your business letterhead>

<Date>
Private and confidential
<Insert employee’s full name>
<Insert employee’s residential address>

Dear <insert name>
Probation successful
Your probation period with <insert company/partnership/sole trader name and the trading name of the business> is due to end on <insert date>.
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.
Thank you for your contribution to <insert business name>.
[bookmark: InsertText]Yours sincerely,



<Insert name>
<Insert position>
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