[Name

Address

Address

Address]

[date] 2020

Dear [Name]

OFFER TO FURLOUGH

As advised in our [method of communication] on [date] 2020, due to the spread of Covid-19, we have taken the difficult decision to close our [offices] [factory/area within factory] with effect from [date] 2020 until [date] 2020.  This timeframe will be reviewed based on government advice and you will be notified of any changes by [method of communication]. 
As this is a temporary measure in line with government advice, we are considering all alternatives to redundancy and unpaid lay-offs to save our valued employees’ jobs and to enable us to return to normal working conditions once the coronavirus pandemic has passed.

Our decision to close the above facilities is based on [select all relevant options]: -

(a) [Public health advice from the Scottish and UK governments.]

(b) [Closure of our supply chain and customers’ operations.]

(c) [Our reduced capacity to operate and a stop/slowdown in customer requirements for orders to be manufactured.]


(d) [Inability to provide you with work.]

(e) [Lack of payments received from customers.]

(f) [The need to make cost savings in consequence of the situation.]

(g) [Include any other relevant reason or reasons.]

Due to the UK government’s actions in creating the Coronavirus Job Retention Scheme we wish to offer you the opportunity to become a furloughed worker on [full pay/80% of pay subject to the limits outlined below] where we are unable to provide you with work.

Payment throughout the furloughed period will be via [company name] as normal but will be funded by [company name] claiming on the Government’s Coronavirus Job Retention Scheme.  There are no final details yet available of this scheme, but the basics appear to be that: -

· If you, the employee, do not engage in any paid work, employers can claim up to 80% of wages capped at £2,500 per month for employee.

· Employer pension contributions and NI contributions are included in the 80%.

· The payment to you will be subject to deductions for tax and NI contributions in the usual way.

If you wish to accept this offer of being a furloughed employee, you agree to: -

· The temporary changes to your terms and conditions of employment.  At the end of the furlough period, normal terms and conditions will apply.

· You remain employed by [company name] and bound by your contract of employment except as detailed in this letter.

· Wages and salaries will be paid at the normal intervals subject to the levels detailed above.

· Initial duration of the furlough is until [date] and this will be reviewed based on government advice.  Any changes will be notified to you by [method of communication].

· Pension contributions will continue as previously agreed.

· Paid holidays cannot be taken during the period.

· You cannot take paid employment with another employer during the period.  

Staff will not be furloughed while absent from work as a result of medical advice and self-isolation guidance.  They will receive [statutory/contractual] sick pay as appropriate.  Staff who are able to work from home are not furloughed workers and are expected to continue to do so even though our work locations are now closed.

WHAT HAPPENS NEXT?

· The Government’s Coronavirus Job Retention Scheme is initially set to run until the end of May 2020 but may be extended by the government if necessary. 
· When further details of the scheme become available, we will update you as required.
SIGN UP TO THE SCHEME
In order to progress with this process, I would ask that you read this letter carefully and confirm to [name/email address] that you wish to accept our offer to be furloughed on the terms outlined above.  We will then confirm the position to you.  It is your decision.

· Please reply as soon as possible to allow us to progress matters and avoid any delay in payment due.

· If you have any questions, please email these to [name/email address].

We would like to reassure you that, if your employment is furloughed, we hope to [re-open/re-introduce your role] once the position has improved.

Please follow government guidance regarding Covid-19 in order to stay safe.  

Thank you for your co-operation at this very difficult time. 

Yours sincerely

[Name]

