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[bookmark: _Hlk117856637]CONFIDENTIAL	
Click or tap to enter a date.
Employee Full Name
Enter School/Centre.
Via email:  Enter ECU Email address
Employee Number: Enter Employee Number

Dear Employee Name, 
I would like to take this opportunity to congratulate you on the successful completion of your probationary period.   

Since joining the team, it’s been great to see the positive impact you’ve made and how you’ve settled into your role.  You have demonstrated a strong commitment to ECU’s goals and have consistently performed in line with the responsibilities of the position.
As a result,  I am happy to confirm your employment as [enter business title]. 
Please continue discussing your future goals with your manager and we look forward to supporting your development and seeing your ongoing progress.
Congratulations once again, and I wish you every success in your role.

Yours sincerely,
Insert name (as per HR Delegations)
Insert business title.
Enter School/Centre.
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