Notification of designation as a furloughed worker
Dear [NAME],

On [DATE] we discussed the current situation and the impact COVID-19 is having on the business and indeed our lives.

During the discussion I explained the measures we have taken to ensure we are complying with legislation, the restrictions, and the health and safety of everyone working for [COMPANY NAME].

I notified you that, as a result of a sharp and unexpected downturn in our ability to carry out work, we have taken the decision to use the Coronavirus Job Retention Scheme. This scheme allows [COMPANY NAME] to ‘furlough’ workers, asking them to take a leave of absence from work.

During this time, workers will continue to be employed by [COMPANY NAME] and will continue to receive 80% of their wages as assessed by HMRC, subject to normal deductions such as Income Tax, National Insurance Contributions, and any other relevant deductions.

During our meeting you agreed with our decision to designate you as a ‘furloughed worker’ under the terms of the Coronavirus Job Retention Scheme from [DATE OF COMMENCEMENT OF FURLOUGH]. From this date, until notified otherwise, you are not expected to report for work.

The Coronavirus pandemic and the efforts to mitigate its effects on business are evolving on a daily basis, and we will continue to keep you informed of developments as they transpire.

If having been furloughed, the needs of the business subsequently change, you may be asked to return to work and be removed from the furlough scheme.

Please be assured we are doing everything to protect the business and jobs. I would like to take this opportunity to thank you for your continued support.

Yours sincerely,

[NAME]

————————————————————————————————————————————————————————————————————————-
Keeping in touch letter

Dear [NAME],

I write further to my previous correspondence to you dated [DATE], in which you were advised that [COMPANY] was taking steps to furlough workers as part of the recommended public health measures to prevent the spread of COVID-19.

I can confirm that I have since received your formal consent to being placed on furlough leave in the terms outlined – thank you for returning this agreement which will allow us to continue to make payments to you amounting to 80% of your normal pay to a maximum of £2,500 per month.

I can confirm that [COMPANY] has applied for support through the Coronavirus Job Retention Scheme in relation to your continued employment with the business. For the avoidance of doubt, you do not need to contact HMRC or take any further actions in relation to this application at this time.

[COMPANY] is committed to keeping you regularly updated in relation to the progress of the coronavirus pandemic and the impact that the public health measures implemented to prevent the spread of COVID-19 are having both on the wider construction industry and [COMPANY]’s ability to operate.

As you may have seen from recent media reports, the Scottish Government has published specific Construction Sector Guidance which makes clear that only a very limited degree of construction activity should be undertaken at this time including essential projects such as building hospitals and critical repairs works.

The Scottish Government’s Construction Sector Guidance will extend until further notice and the Company intends to continue to adhere to such guidance. We are working with our trade association and others to ensure that appropriate health and safety measures are thought through and ready to be implemented when we are in a position to invite you to return to work.

As a result, I can confirm that for the time being you will remain on furlough leave and must not undertake any work for the business. We will continue to keep in touch with you by email/text/phone with a view to providing further updates or to invite you back to work when the time is right to do so and works can be safely recommenced.

For your information, the government has provided clarification with regards to the relationship between furlough leave and holidays. Employees can take holidays during the period of furlough leave either at their own, or the company’s request. During any period of annual leave, you will receive 100% of your normal holiday pay; please contact me directly to discuss your holiday requests and the Company will be as flexible as possible in the circumstances.

[The Company would also like to take this opportunity to ask you to complete an online training course from [WEBSITE ADDRESS]. The course is entitled [COURSE NAME] and will take approximately [LENGTH OF TIME to complete. In undertaking this training you will be helping to ensure that [COMPANY] is in a positive position to recommence works when guidance allows. I would be grateful if you could respond to this email in order to confirm that you intend to complete the training requested or to outline the reasons why you feel unable to do so at this time.]

Please do not hesitate to contact me directly should you wish to discuss any of the above in further detail.

I hope that you and your family remain safe and well.

Yours sincerely,

[MANAGER’S NAME]

————————————————————————————————————————————————————————————————————————-
Extension letter
Dear [NAME],

On [DATE] I wrote you to you seeking your consent to place you on furlough, in line with the government’s Coronavirus Job Retention Scheme. I informed you that your period of furlough would last from [DATE] to [DATE].

I must now inform you that, due to a continuing shortage of work available for you to complete, [COMPANY] must now seek your consent to extend your period of furlough until [DATE] / further notice.

The Coronavirus pandemic and the efforts to mitigate its effects on business are evolving on a daily basis, and we will continue to keep you informed of developments as they transpire.

If having had your furlough period extended, the needs of the business subsequently change, you may be asked to return to work and be removed from the furlough scheme.

Please be assured we are doing everything to protect the business and jobs. I would like to take this opportunity to thank you for your continued support.

Please respond in writing/by email by [DATE] to indicate that you are happy to agree to the extension of your furlough period. If no response is received, we will assume that you have no objection.

Yours sincerely,

[NAME]

—————————————————————————————————————————————————————————————————–
Furlough return letter

Dear [NAME],

As you are aware, due to the coronavirus outbreak, it was necessary for [COMPANY] to seek your agreement to designate you as a “furloughed worker” in line with the government’s Coronavirus Job Retention Scheme.

Following my previous letter, dated [DATE], you confirmed your agreement to be designated as a furloughed employee and you were placed on furlough from [DATE] until [DATE].

I am writing now to confirm that you are requested to resume work on your normal working days and hours from [DATE], from which date you will be removed from the furlough scheme.

[COMPANY] may have to ask for your consent to be placed on furlough again. In this instance I will write to you again.

Yours sincerely,

[NAME]

—————————————————————————————————————————————————————————————————–
Part time return from furlough
Dear [NAME],
 
As you are aware, due to the coronavirus outbreak, it was necessary for [COMPANY] to seek your agreement to designate you as a “furloughed worker” in line with the government’s Coronavirus Job Retention Scheme.

Following my previous letter, you confirmed your agreement to be designated as a furloughed employee and you were placed on furlough from [FURLOUGH START DATE] until [further notice / SPECIFIC DATE].

The government recently announced that from 1 July 2020, workers can return to work from furlough leave on a part-time basis, while continuing to be furloughed for the remainder of their contracted hours.

I am writing now to request that you resume work with a revised temporary working pattern from [UNFURLOUGH DATE].

The working pattern will initially last from [START DATE] to [END DATE] and would be as indicated below.
