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Example letter – Letter asking employee to agree to become a flexible furlough worker
THIS LETTER CAN BE SENT OUT PRIOR TO 1 JULY 2020 BUT IS ONLY FOR EMPLOYEES RETURNING TO WORK ON OR AFTER 1 JULY
(Name)
(Address)
(Date)

Dear (Name)
I am writing to confirm the details of our call on (date).  On (date) we had to place you on furlough under the Coronavirus Job Retention Scheme (‘the Scheme’), with your agreement, as [insert reasons for lack of business e.g. the social restrictions caused by the coronavirus meant we did not have sufficient work within the business to maintain current staffing levels].   The terms of the furlough were set out in our letter dated (date) and your agreement was dated (date).  
Changing rules – ‘flexible furlough’ 

As you will be aware, one of the important rules of the Scheme was that furloughed workers were not permitted to do any work for their employer.  However, new Scheme rules are coming into force on 1 July, which will allow employers to bring furloughed employees back to work on reduced hours and claim the furlough grant for the difference between the hours they would normally have worked and the hours actually worked. 

This new arrangement is called ‘flexible furlough’.  I am pleased to say that from [1 July 2020] OR [(date)], we will have some work for you, as (reasons for why are able to get the employee back to work).   Therefore, we now propose to designate you as a ‘flexible furloughed worker’ from (date) and I would be grateful if you could sign the attached copy of this letter to confirm your agreement to this.  Please return this to me as soon as possible – your agreement can be emailed back.  You will then be deemed to be a flexible furloughed worker.  All the previous rules of the Scheme, as set out in my letter dated (date) will apply, but you will now be permitted to do work for the Company.

Under flexible furlough, where there is no work available, then you would remain fully furloughed.  However, where the Company has got work to give you, then you would come back to work on adjusted hours at our discretion, as suits the needs of the business.  There is no longer a requirement that a period without work should be three weeks or more.  You must be available to work as the Company requires.  Whilst there is no minimum notice required to amend the hours you will be working, we will try to give you as much notice as we can.  
You will receive your normal pay for any hours that you work.  Any shortfall between the hours you normally work and the hours you have actually worked will be paid to you at 80% of those shortfall hours pay as furlough pay.  [ADD if the adjusted £2,500 limit could apply to the furlough pay: Please be aware that there is still a maximum amount that we can claim for your furlough pay.  This is calculated as a percentage of the £2,500 limit, depending on how much you have worked.  For example, if you worked 25% of your hours, then you would only receive a maximum of 75% of £2,500 (i.e. £1,875) as your furlough pay].       

You will be deemed to be a flexible furlough worker until we write to you and remove you from this status.  

Returning to work 
In terms of returning to work as a flexible furlough worker, with effect from [1 July 2020] OR [(date)], we would like you to return to work as follows:

· [Insert details e.g. 9.00am to 11.30am each day Monday to Friday/ 9.00am to 5.30pm Mondays and Tuesdays].
However these are unpredictable times and we will need to keep these working hours under review.  
This process does not affect your continuity of service with the Company, nor does it break your employment in any way.  
(Insert arrangements for return to work, e.g. Please give me a call and we can set up the arrangements for you to work from home on the Smithfield project.)  
As you know from our discussion on the risk assessment, we have carefully risk assessed the situation and your work environment and I would like to assure you that do feel that we have taken all appropriate measures so that the risks are as low as reasonably practicable.  In particular we have (set out extra precautions that have put in place).  

I know this is a very worrying and uncertain time for many reasons and we will do all we can during this time to generate work, [within the government restrictions].  I am of course always available if you want to talk anything through. I obviously hope we can return to normal hours as soon as possible, but I will keep you informed of any changes or developments.  I would like to thank you for your support during this difficult period.

If you have any queries relating to this letter, please do not hesitate to contact me and I will endeavour to answer any questions that you raise.

Yours sincerely

(Name)

(Job title)

I agree to the contents of this letter and in particular to being placed on ‘flexible furlough’ under the conditions detailed in this letter from [1 July 2020] OR [(date)], until the company lifts this status.  
SIGNED ……………………………………

DATED……………………………………..

