Example Letter for return from Furlough Leave full time or return part-time on flexible furlough leave 

This letter will need customisation by the employer.

Please contact The Legal Partners Richard.Mullett@TheLegalPartners.com 
0208 255 1914 if you need Employment Law and HR advice.

_________________________________________________________________________________________


[ON HEADED NOTEPAPER OF EMPLOYER]
[EMPLOYEE'S NAME]
[ADDRESS LINE 1]
[ADDRESS LINE 2]
[POSTCODE]
[DATE]
Dear [EMPLOYEE'S NAME],
Return from furlough leave 

As you [may be OR are] aware, [NAME OF EMPLOYER] is proposing to end furlough leave for [you OR all staff] on [date]. 

I am pleased to confirm that your period of furlough leave will end on [         ] 2020 and you will no longer be designated as a furloughed leave worker under the Government’s Coronavirus Job Retention Scheme 

OR 

I am pleased to confirm that you will move to working part-time on [         ] 2020 on [insert number of hours/days per week] and the rest of your normal working week you will remain on furlough leave and remain designated as a furloughed leave worker under the Government’s Coronavirus Job Retention Scheme. This is called flexible furlough leave.
Accordingly please be ready to attend work on that date OR be available to work from home starting on that date.

The additional [Government./company guidelines for making the workplace COVID-19 secure] have been sent to you on the process for the safe return to working under health and safety laws and the Company’s Risk Assessment. You are required to follow those guidelines. [Note the changes implemented may need a change to the employment contract – see below eg homeworking, different shifts, commuting times etc]
We may need to review the working situation in the coming weeks and your employment and will discuss that situation when and if it arises.

In view of the fact that some changes were made to your terms of employment to enable us to designate you for furlough leave, it is now necessary to make certain changes to your terms of employment (Contract) to end your period of furlough leave OR as you move to flexible furlough leave. 
These changes relate to [insert details of the changes the employer wants to make and, where appropriate, the reasons why the employer needs to make the changes. 

This may be:

1. returning the employee to the same position as it was pre-furlough but working on – site or now from home – see paragraph below, or 

2. working part – time under the flexible furlough leave arrangements; or 

3. there may need to be a different position eg different shifts, commuting times, reduced salary and benefits or changes to working hours for health and safety and / or business cashflow reasons. 
Please contact The Legal Partners Richard.Mullett@TheLegalPartners.com  T: 0208 255 1914 if you need further advice on these aspects as this may require formal consultation with (1) the employee and (2) collective consultation with the employee representatives or trade unions if more than 20 staff could be made redundant if in each case the employer’s proposals to change terms and conditions were not accepted].
Your terms of employment will revert back to those stated in your contract of employment [(except as varied by this letter OR refer to homeworking or working time changes below)] before you started furlough leave. Your salary and salary-related benefits will now from [             ] 2020 be back to your pre-furlough leave level.

[As you will now be working from home on a longer-term basis OR changing your shift hours and start and finish times each day in accordance with our Risk Assessment and our guidelines I will be writing to you separately about those new arrangements and guidelines to follow.]
If you have any questions, please contact [NAME].

Yours sincerely,

.......................................................
For and on behalf of [EMPLOYER]

I agree that my Contract shall be varied by the revised terms set out in this letter with immediate effect.

Signed ...........................................
[NAME OF EMPLOYEE]

Date ....................

Letter ends.
 PAGE 
________________________________________________________________________________________
© The Legal Partners June 2020

