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INSERT DATE

STRICTLY PRIVATE AND CONFIDENTIAL

ADDRESSEE ONLY
INSERT NAME
INSERT ADDRESS

Sent by Email to: (If applicable)
Dear NAME
Outcome of Trial Period in Role of (insert role title) 

I write to confirm the outcome of our meeting held on DATE, which was also attended by NAME, HR Advisor.  You were accompanied by NAME, Staff Side Representative OR you were unaccompanied but were happy for the meeting to continue.

The purpose of our meeting was to discuss the outcome from your trial period for the role of ROLE

We discussed the trial period and confirmed that (Outline discussions that took place at the meeting including any information from Occupational Health if appropriate). 

You were informed at the meeting that due to (insert reasons) the trial period had not been successful and therefore you would not be offered the post of (insert job title and band). 

Please contact your HR Advisor for further information regarding the next stage of the redeployment process 

I understand that this is a difficult time for you and should you require support you can contact Staff support on 0121 371 7170, alternatively you can email staffsupport@uhb.nhs.uk.    

If you have any queries regarding the above, please do not hesitate to contact me on INSERT NUMBER. 

Yours sincerely 

Name of Recruiting Manager

Job title 

cc: 
HR
Personal File 
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