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INSERT DATE

STRICTLY PRIVATE AND CONFIDENTIAL

ADDRESSEE ONLY
INSERT NAME
INSERT ADDRESS

Sent by Email to: (If applicable)
Dear NAME
Confirmation of Trial Period

I write to confirm the outcome of our meeting on DATE, which was also attended by NAME, HR Advisor. You were unaccompanied but happy to continue OR you were accompanied by NAME, staff side representative.

The purpose of the meeting was to discuss the current vacancy within the department of ROLE and review your suitability for this vacancy.

We discussed [insert discussions]

Working hours/days

Where to report to

Dress code

Induction/training 

I confirmed at the meeting OR Following this meeting I can confirm that I am able to offer a trial period for (insert number of weeks, normal trial period must not exceed 4 weeks unless there are extenuating circumstances, e.g. disability related reasons) in the role of (insert role), (band) in (location) starting on (day/date/year). 
We agreed the following support/reasonable adjustments would be put in place during the trial period: INSERT
The trial period is designed to be an opportunity for both you and the INSERT NAME OF DEPARTMENT to assess your suitability for the role. 
We agreed to meet regularly through the trial period to discuss progress made. The first review meeting has been arranged for (day-date-year) at (time) in (room, location) with myself. 
You will continue to be paid your usual salary during the trial period.

Please be aware that the trial may end at an earlier time if there is a legitimate reason from either yourself or the department

In the meantime, if you have queries regarding the above, please do not hesitate to contact me on INSERT NUMBER.

Yours sincerely

Name of Recruiting Manager

Job title

cc: 
Current line Manager
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