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DEPARTMENT 
Blackpool Victoria Hospital
Whinney Heys Road
Blackpool
FY3 8NR

Tel: 01253 9XXXXX
Email: xxxxxxxx@nhs.net 
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DD MONTH YYYY
Private and confidential
NAME SURNAME
XXXX
XXXX
XXXX

Dear NAME,

Probationary Period – Extension 

Further to our meeting of DD/MM/YYYY, I write to confirm that your probation period has been extended for a further XXX months due to XXX. We discussed the areas of concern and agreed the following support:

Duties completed according to job description
PLEASE PROVIDE DETAILS 

Any adjustments made to role
PLEASE PROVIDE DETAILS 

Improvement strategies
PLEASE PROVIDE DETAILS

Developmental needs
PLEASE PROVIDE DETAILS 

Behaviours / interactions with staff and patients
PLEASE PROVIDE DETAILS 

Timekeeping and attendance
PLEASE PROVIDE DETAILS 

Overall observations from management 
PLEASE PROVIDE DETAILS 
Cont’d………






Feedback from colleagues (if any received)
PLEASE PROVIDE DETAILS 

Your view of the probationary period
PLEASE PROVIDE DETAILS 


Overall, your performance has not met the required standards, and a plan of improvement was discussed and agreed, a copy of which I enclose for your reference purposes. 

Regular reviews will take place during the extension period to assess your progress and a further Probationary Review Meeting will take place on DD/MM/YYYY, where we will discuss next steps. Failure to meet the required standards as detailed above, may result in non-completion of the probationary period and therefore termination may apply. 

Should you have any queries regarding the contents of this letter, please do not hesitate to contact me.

Yours sincerely,


NAME
JOB TITLE



Chairman: Steve Fogg	
Chief Executive: Trish Armstrong-Child

RESEARCH MATTERS AND SAVES LIVES – TODAY’S RESEARCH IS TOMORROW’S CARE
Blackpool Teaching Hospitals is a Centre of Clinical and Research Excellence providing quality 
up to date care. We are actively involved in undertaking research to improve treatment of our patients. A member of the healthcare team may discuss current clinical trials with you.
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