[ON HEADED NOTEPAPER OF EMPLOYER]
[DATE]
[EMPLOYEE’S NAME]

[ADDRESS LINE 1]

[ADDRESS LINE 2]

[POSTCODE]
Dear [EMPLOYEE’S NAME],
COVID-19 furlough leave: proposed changes to your employment contract

You will be aware that due to the ongoing COVID-19 pandemic and the current restrictions which the government has imposed, we are unable to operate the business as normal. 

On 20 March 2020, the government announced the Coronavirus Job Retention Scheme (CJRS) as part of its response to the COVID-19 pandemic. Under the scheme, any employer can obtain a grant to cover 80% of the salary of employees and PAYE workers, up to a total of £2,500 per month for each retained employee, plus the associated employer's National Insurance contributions (NICs) and minimum automatic enrolment employer pension contributions on the reduced salary. The scheme will be open until 30th June 2020 unless the government extends it. In order to take advantage of the scheme, we are required to place employees on temporary "furlough leave" for at least three weeks, and notify them of this change.

We are therefore proposing to implement this scheme as an alternative to making redundancies which would otherwise be inevitable in the light of the impact of the pandemic on our business. This will mean certain changes to your terms of employment, the effect of which will be to place you on furlough for an initial period until [DATE], although this period may be extended or curtailed (subject to the three-week minimum period) as the need arises
We have set out below the proposed changes to your employment contract (Contract):

1. With effect from [DATE] for an initial period up to and including [DATE], you will remain employed by us, but will be placed on a period of temporary leave (Furlough Leave). 

2. During Furlough Leave we shall be under no obligation to provide any work to you and may revoke any powers you hold on our behalf, and you agree not to attend your usual workplace or carry out any work on our behalf. You should note that it is a condition of our eligibility for the CJRS that furloughed employees do not provide any services or generate any revenue for the employer.

3. During the period of Furlough Leave, in lieu of your normal pay, your pay shall be reduced to 80% of your normal monthly remuneration as defined in this letter subject to maximum of £2,500 (gross) per month. Tax, National insurance contributions and any other statutory deductions will be deducted in the usual way and you will be paid in arrears on the normal monthly payment date directly into your bank or building society account.  

OR
3. 
During the period of Furlough Leave, in lieu of your normal pay, your pay shall be calculated on the basis of 100% of your normal monthly remuneration as defined in this letter. Whilst we will apply for a grant to cover 80% of your salary (up to a total of £2,500 per month, if applicable) plus the associated employer's National Insurance contributions (NICs) and minimum automatic enrolment employer pension contributions, the remaining 20% will be paid by us, so that you will receive your normal salary. We reserve our right to cease payment of the additional 20% element of the salary in the future at our own discretion. Tax, National Insurance contributions and any other statutory deductions will be deducted in the usual way, and you will be paid in arrears on the normal monthly payment date directly into your bank or building society account. 

4. If you are opted in to automatic enrolment, your minimum employer pension contributions will be paid in the normal way. 

5. Your "normal monthly remuneration" for the purposes of this letter will be calculated as at each normal monthly payment date and will be the higher of:

a. your total earnings in the corresponding monthly pay period in the previous year, not including any payments which are not regular salary or wages and cannot be recovered under the CJRS; or
b. your average monthly earnings calculated over the previous 12-month period, or the entirety of your employment if you have worked for us for less than 12 months, not including any payments which are not regular salary or wages and cannot be recovered under the CJRS. Where you have worked for us for less than a month, a pro-rata calculation will be done to work out your estimated monthly earnings.
6. You shall ensure that your line manager has up-to-date contact details for you so that you may be contacted during Furlough Leave (except during any periods taken as holiday in the usual way).

7. If you become sick while on Furlough, you are required to notify your line manager of your absence.  
8. Your period of Furlough Leave will end when any of the following events occur: 

a. you or our firm cease to be eligible for funding under the CJRS; 

b. we give you one day’s notice that your employment will resume on the terms and conditions which applied immediately before the Furlough Leave commenced, or on such terms and conditions as further amended to take account of the applicable circumstances; or

c. your employment is terminated for any reason.

9. You will continue to accrue holiday in the normal way while on Furlough Leave. 

10. You shall not without our prior written consent work for anyone else while you are employed by us and on Furlough Leave. You may carry out unpaid voluntary work and may undertake training, provided that it does not involve the generation of any revenue for us and that it meets any criteria set out in the CJRS. 

The remaining terms of your Contract shall be unaffected by these changes.

Please note that all remaining clauses of your contract of employment remain binding and shall continue to apply.
If you agree to these changes, please indicate your acceptance by signing and returning the enclosed copy of this letter to [NAME] by [DATE]. 

The changes shall be immediately effective from the date of this letter. You should keep your signed copy of this letter safe, together with your Contract, which shall be amended by this letter.

If you have any questions, please contact [NAME]
Yours sincerely,

........................................

For and on behalf of [EMPLOYER’S NAME]
I agree that my Contract shall be varied by the revised terms set out in this letter with immediate effect.

Signed 

........................................

Full name
........................................

Date 

.......................................
