Letter template for Furloughed Employees
 (To be sent via email or on relevant headed notepaper)

 <insert date>
 

Dear <insert employee name>
Coronavirus Job Retention Scheme
 In light of the changing circumstances in which we find ourselves and to both protect your income and the business this <email / letter> is to inform you that, with immediate effect, you will be placed in the above Scheme. This means that you will fall within the definition of being a “furloughed worker”.

 You will not be required to attend work until notified to return.  This will be kept under review and the business reserves the right to require you to return to work at any time.

 In accordance with Government Guidelines, and in light of what we know of the Scheme as of today, while you are a furloughed worker you should not undertake any work for the business.  Please set your “out of office” for all enquiries to be sent to <name of your Line Manager>.  Should you receive a call from any of your business contacts please also refer them to <name of your Line Manager>.

 By way of reminder, all other terms of your employment contract remain in full force in relation to confidentiality and undertaking any other work.

 As at the date this <email is sent / letter is issued to you>, we await the details of the Scheme from HMRC. What we do know at this stage is that while you remain a furloughed worker, the business is able to pay you 80% of your wage costs up to a cap of £2,500 a month.
It is stressed that the detail of the Scheme is not yet finalised, and insofar as there are any changes to what is known as at the date of this <email / letter>, the business reserves the right to adjust any payments to you in order that it is reimbursed in full under the Scheme for any payments made to you.  This could involve the recoupment of any overpayments and the top up of any underpayments.

 If you do have any queries please contact <name of your Line Manager>.

 Your continued support to the business during the recent uncertainties is greatly appreciated.

 Yours sincerely

 

<insert name>
<insert job title>
