[xx Limited]

128 Cannon Workshops

Cannon Drive

London E14 4AS

Tel: ………………………….
02nd April, 2020

 [Employee Name/Address]

Dear [Employee Name],

Furlough Notification Letter

We write following our previous announcement that the company would be exploring the recently announced Coronavirus Job Retention Scheme as an alternative to staff being laid off or being made redundant. This is due to the significant downturn in the company’s business caused by the ongoing coronavirus epidemic and the closure of our office imposed by the Government on 23 March 2020. 

As an alternative to laying off your job role or considering redundancy, the company proposes that you should be put on a furlough leave under the Coronavirus Job Retention Scheme and seeks your consent. 

Your furlough leave starts on […………………. and will continue for the time being. The company is unable to advise you on the duration of your furlough leave but will endeavour to notify you of the date when your leave ends or provide an estimate of its duration as soon as the company is in a position to do so. We can only advise you at present that the Government has announced that the Coronavirus Job Retention Scheme will last for 3 months initially with a possibility of an extension.

For each day you remain on the furlough leave the company will pay you 80% of your normal wage gross of tax and NI contributions up to £2,500 per month gross, whichever is lower. The company cannot top up your pay during the furlough leave to the full normal amount due to the limited resources and the severity of the crisis. Should this change, the company shall advise you accordingly.

It is expected that the normal pay cycle will be delayed initially as the Scheme is currently being set up by the Government and the company is dependent on the funds being released under the Scheme. The company shall notify you in case of any delay.

Throughout the furlough leave, you remain bound by all terms of your employment. You must not do any work for any third party either as an employee or a worker, self-employed or a contractor. If you are in breach of this condition, the company may have to withhold your pay or pay you a reduced amount reflecting your breach.

You must remain available for work. The company is entitled to cancel your furlough leave at any time and require you to perform your job role. We will try and give you a weeks notice or recall to work duties.
Should you fall ill or need to self-isolate, you must notify the company as per the terms of your employment and the notified company procedure. You will then be entitled to Statutory Sick Pay (SSP).
Throughout duration of the furlough leave you must strictly follow the advice of the Government and stay at home and limit your social contact.
The proposal of furlough leave has not been put forward lightly but as a measure of saving your job. You are not obliged to consent to this proposal. If you do not consent, the company, with regret, will have to explore the options of laying you off and the redundancy, in view of the precarious position of the company.

If you accept the proposed furlough leave, please fill in and sign as indicated below and return the letter to us through email or post.

Yours sincerely,

T Opman

director

I consent to the proposed furlough leave arrangements on the conditions set out above. 

Name:…………………………….   

Signed: ……………………………

Date:……………………………….
