
Furlough
This letter should be used after a consultation meeting with staff confirming the need to place them on furlough.  This consultation should be done via skype/telephone not face to face given the current circumstances. This letter can also be used as a way of gaining their acceptance.  If using for acceptance of the change to their contract, please print 2 copies, sign both and ask the employee to sign both, giving one copy back to you. Again the signature should be given remotely. 
[Insert employee’s name and address]
[Insert date]

Dear [insert name],

Re: Notice of furlough leave
Following our meeting on [date of consultation meeting] I am writing to inform you that, due to current COVID 19 crisis, it has become necessary to put you on furlough for a temporary period of time.

Because of the extreme circumstances, we cannot currently say how long this will last for. You are not permitted to work elsewhere during this time. 
EITHER

During this time you will be entitled to receive your normal pay.

OR

During this time you will not be entitled to receive your normal pay. You will be entitled to receive 80% of your current pay under the guarantee scheme announced by the Government. 
To accept this change to your contract of employment please sign both copies of this document and return one to [name of person] by [date].

Yours sincerely,

[Insert name]

[Insert position]

I have read and understood the proposed changes in working hours [and pay]. I agree to these changes being incorporated into my contract of employment.

Signed: .....................................................................            Date:.................................................................
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