
Date

CONFIDENTIAL

 ASK Address "Name and Address?" \* MERGEFORMAT Enter Name and Address of Supervisor
Dear  ASK Salutation "Salutation?" \* MERGEFORMAT Salutation
 ASK Employee "Employee's name?" \* MERGEFORMAT Name of Staff Member will complete their probationary period on  ASK Probation "Probation date?" \* MERGEFORMAT enter date.  

As the supervisor, you would have discussed the duties of the position and the performance expectations with the staff member during your performance management discussions in accordance with the relevant Industrial Instrument and the Performance Management Guidelines.   

Could you please complete the questions at the end of this letter and return it to me prior to the completion of the employee’s probation period so their employment record can be updated accordingly.  A memo will be sent to them formally advising the successful completion of their probation period.  However, as the supervisor it is recommended that you verbally advise the employee.

If there are any concerns regarding this employee’s performance or you wish to extend the probation period please contact me immediately to discuss your options.

Yours sincerely

 ASK Signature "Signature sign off?" \* MERGEFORMAT Name
HR Coordinator

Supervisor to complete:

Confirmation of Successful Completion of Probation Period


	I have reviewed enter staff member name’s performance throughout the probation period and believe they have performed satisfactorily.  
	

	
	

	Enter staff member name has completed an agreed Induction Program in line with the University’s Induction Framework (Induction program/checklist attached for inclusion in personnel file).
	

	
	

	I confirm that enter staff member name has successfully completed their probation period and request their employment records be updated to reflect this.
	

	Supervisor’s signature: 
	Date:


Please return the signed letter to the above signed.

























































Put your School, Unit, Division name etc here (School of XXXX)


Adelaide


South Australia 5000





GPO Box 2471


Adelaide


South Australia 5001


Australia





t: +61 8 8302 XXXX


f: +61 8 8302 XXXX


e: xxx.xxx@unisa.edu.au
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