Letter of Dismissal for an Employee on Probation
<insert date>
<insert name>
<insert address>
Dear <insert name>
We have concluded that your employment with our business will not be continued.
You were informed of our practice of requiring all new employees to work under probation to enable either party to withdraw if the relationship proved unsatisfactory. <insert any warnings given>
A period of notice of <insert period of notice - usually a short notice period of a week> will be included in your termination pay. You are provided with payment in lieu of working out this notice period.

We thank you for your efforts and wish you the best for the future.

Yours sincerely,

<insert name>.

<insert position title>
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December 2007

