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Dear XXXX
Proposal to designate you as a Furloughed Worker
As you are aware the Government announced temporary and targeted measures to support businesses through this period of disruption caused by COVID-19 which includes Coronavirus Job Retention Scheme. The Scheme’s purpose is provide businesses with support so that they can continue paying employees but not require them to work.
During this unprecedented time the Company has had to consider ways to reduce its costs to enable us to secure jobs in the longer term. This includes availing of the above Coronavirus Job Retention Scheme.

[As discussed] we [have agreed][propose] that you will be designated as Furlough in line with the Government’s Job Retention scheme from ......... to ...........  However we intend to keep this under review and will review the position again on [INSERT DATE]. If we do not write to you at this stage you will continue to be furloughed in accordance with the Scheme Rules. We also reserve the right to bring this furlough period to an end sooner to meet operational needs. 
Under this scheme HMRC will reimburse 80% of your wage costs up to £2,500 per month. We will pay you 80% of your pay (excluding any bonus, commission or fees) during the period of Furlough Leave (calculated in accordance with the terms of the Scheme), up to a maximum of £2,500 per month until [INSERT PERIOD] (if applicable) [each week/month by [BACS transfer]]. You are not expected to work during this period that you are designated as one of our Furloughed workers. We will make any deductions that are required under the Scheme for e.g. tax and NIC.
Furlough Leave is a new concept introduced to deal with the COVID-19 emergency and therefore please note that the terms of your Furlough Leave as set out in this letter may therefore need to be amended in order to align with the Scheme. We will provide further information as soon as we are able to. 
Please confirm by return email your agreement to being furloughed on the above terms [OTHER TYPE OF COMMUNICATION]. 

[IF YOU HAVE A LAY OFF CLAUSE] If you do not agree to be furloughed then we propose putting you on lay off and you will be paid a statutory guarantee payment.]

During the period that you are furloughed you are not permitted to engage in any paid activity during your normal working hours otherwise we may recoup any furloughed monies paid to you.

We appreciate these are very difficult times for everyone.  However we remain hopeful that we will come out the other side of this and will resume normal business activities.  We encourage you to follow the government guidance and stay at home to protect yourself and others. 

If you have any queries please contact [INSERT DETAILS].

Yours sincerely
XXXXXXX
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