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Introduction  
This is a toolkit to help you understand the scheme put in place to support employers and employees affected by 

the Covid-19 pandemic. Although guidance may still require further clarification on some points, the first draft was 
based on the guidance from the government released on 26th March 2020. This update is based on additional points 

of clarification released on 9th April 2020. It should be noted that further changes may be made when the HMRC 

open the online portal for grant applications, expected week commencing 20th April 2020. 

 

What is the Coronavirus Job Retention Scheme? 
The Coronavirus Job Retention Scheme (the Scheme) is a taxable government grant paid through the HMRC to 

subsidise up to 80% of wages costs, plus employer’s national insurance and minimum auto-enrolment pension 

contributions on that wage. This is for those who would otherwise have been made redundant, or who have been 

affected by the Covid-19 pandemic and were on the payroll on 19th March 2020. The scheme is backdated to 1st  
March 2020 and due to run for three months until 31st May 2020. The grant is capped at £2,500 per worker per 

month and should be ready for claims to be made in the week commencing 20th April 2020. 

 

Which employees can I claim for? 
To be eligible to claim your employees must be offered and agree to change their employment status to that of a 

‘furloughed worker’. A ‘furlough’ is an American term for a lay-off or leave of absence. Unlike our lay-off provisions 

where employees are entitled to statutory guarantee pay for up to 5 workless days only in any period of 13 weeks 

and can be brought in to work as and when the business needs them, a furloughed worker cannot work or generate 

income for the employer during the period of ‘furloughed worker’ status.  
 

What about training or volunteer work? 
Furloughed workers can undertake training for the employer during the period but must be paid the NMW/NLW for 

the time they are training.  

 

Furloughed workers can undertake volunteer work during the period or work for other employers, but they may be 

taxed higher on any income from other employers as this would be secondary employment.  

 

What about people on sick leave or self-isolating? 
During the period of leave or self-isolation those employees are paid Statutory Sick Pay (SSP) and aren’t eligible for 
the grant. Once the period of sick leave/self-isolation is over those people can be offered a period of furlough.  

 

It should be noted however that people who are undertaking ‘shielding’ for 12 weeks as recommended by the NHS 

have not been entitled to SSP, however guidance on this is constantly changing. Employers have been advised to 

exercise discretion when considering payment conditions for SSP.  

 



 

 
 

5 

When considering who employers may offer a period of ‘furloughed worker’ status to, health and potential risk of 

infection for vulnerable people may be a reasonable basis for selection and therefore employers may wish to offer 

those people advised to ‘shield’ a period of ‘furloughed worker’ status. It should be noted, however, that this 
wouldn’t be a potentially fair basis for selection for redundancy if the need arose. 

 

What about people on/due to take maternity or other paid family leave? 
Employees eligible for Statutory Maternity Pay (SMP), or maternity allowance, will still be entitled to 39 weeks of 

paid leave in the normal way. SMP is paid at 90% of average weekly pay or £148.68 a week, rising to £151.20 a 

week from April 2020, whichever is lower for the first 6 weeks of maternity leave, and the statutory weekly rate for 

the next 33 weeks. If you provide for greater contractual maternity pay you can claim under the scheme for the ‘top 

up’ element in excess of SMP.  

 
The first two weeks (four weeks for factory workers) of maternity leave are compulsory leave on health and safety 

grounds and cannot be waived. However, an employee can curtail their entitlement to the rest of their maternity, or 

other family leave, and then be offered a period of furlough. It should be noted however, that once leave 

entitlement is curtailed it cannot be taken again. Once their period of furlough ends, they will no longer be eligible 

for any further maternity leave or pay in respect of that child.  

 

What about people on variable hours?  
Employee with variable hours are still eligible. If the employee has been employed (or engaged by an employment 

business) for a full twelve months prior to the claim, you can claim for the higher of either: 
 

 the same month’s earning from the previous year 

 average monthly earnings from the 2019-20 tax year 

 

If the employee has been employed for less than a year, you can claim for an average of their monthly earnings 

since they started work. 

 

If the employee only started in February 2020, use a pro-rata for their earnings so far to claim. 
 

How many can be furloughed? 
In the first instance, government advice was that this scheme is open to support the retention of jobs in lieu of 

redundancy. Therefore, the answer would be as many as would otherwise have been made redundant due to 

business reductions or closures. However, be mindful that if that number exceeds 20 in any one establishment, you 

may have to collectively consult with employee representatives for 30 days (45 if over 100) prior to offering the 

change in employment status. More on that below.  
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However, updated guidance suggests that the grant may also be available to those who have been impacted by the 

pandemic and not just those who may otherwise have been made redundant. Parents with childcare problems, for 

example, as well as those at high risk of chronic illness from infection with the Coronavirus.  
 

How long can someone be furloughed?  
The period of furlough must be for a minimum of three weeks to be eligible to claim under the Scheme. The Scheme 

is currently available until the end of May at which point it will be reviewed.   

 

What if the grant scheme ends and I cannot bring people back to work? 
If, after a period of furlough, you are still experiencing a downturn in work or cannot resume business operation 

then you will have to consider other statutory options such as any right to impose a period of short time working or 

lay-off, or implement a redundancy programme.  
 

What if my business collapses during the period of furlough? 
You can still undertake a redundancy programme with furloughed employees but can only claim the grant for 

employees still on the payroll at the time of the claim.  

 

How do I implement a change to furloughed worker status? 
In order to implement a change to furloughed worker status you must have the contractual right to do so. Since this 

term is new in UK employment law you will not have this right, and therefore you are going to have to seek 

agreement in order to implement the change. If you don’t, you cannot enforce the change and may be at risk of a 

breach of contract or unpaid wages claim unless you revert to other statutory processes such as a contractual right 
to implement a lay-off or short time working or a redundancy process.  

 

What if I need to place some, but not all on furloughed workers status? 
You will need to have a potentially fair way of selecting who to offer furloughed status to. If you don’t, you could be 

at risk of a discrimination claim if you cannot justify why you are offering it to certain people and not others.  

 

If you are proposing to furlough a whole department, you will need to have a justification for why that department 

needs to be reduced or shut down. However, if only part of the department is being reduced you will again have to 

have a way of fairly selecting who will be offered furloughed worker status and therefore be eligible for the grant 
funding.  

 

Like a redundancy selection matrix, that you would use when reducing headcount within a pool of employees doing 

the same or similar jobs, you need to apply fair and quantifiable criteria that you have evidence to back up if 

challenged.  
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Such criteria might be: 

 Relevant skills, qualifications and training; 

 Quantity of work and achievement of targets; 
 Future potential and flexibility, ability to take on new job duties and responsibilities; 

 Job performance and quality of work; 

 Absence record in previous 12 months – discounting any pregnancy or maternity/disability/ Covid-19 related 

absences; 

 Time keeping record; and 

 Length of service with the company – as a tie breaker only if two employees have the same score.  

 

Given the nature of the situation that’s prompted the creation of this Scheme, it may also be appropriate to 
consider: 

 Where that work needs to be done; 

 The nature of any work that needs doing; 

 Who’s best placed to undertake that work, according to the quantifiable criteria above; 

 Anyone shielding under advice from the NHS; and 

 Anyone affected by the pandemic such as parents with childcare issues.  

 

Can I vary the people on furlough? 
The minimum period of any furlough is three weeks. You can, however, offer a period of furlough more than once 
during the time the Scheme is active, if each period is at least three weeks long. Therefore, if your business needs 

change during the time you may want to review at the three week point and then bring back some furloughed 

workers in favour of offering others a period of furlough.  

 

So long as your business case and selection criteria are fair and defensible the same rules should apply to each 

review of your business needs in order to determine who you need and who will be eligible for your claim for under 

the grant Scheme.  

 

What if people are refusing to attend work? 
People being absent without leave would usually be addressed under your disciplinary and dismissal procedures, 

since a failure to attend, or report absence correctly, is a breach of conduct rules. However, given the circumstances 

we are all facing, employers should be sensitive to the personal circumstances of the individual and consider each 

instance on a case by case basis.  

 

Depending on the circumstances, it may be appropriate to exercise your discretion to offer a period of ‘furloughed 

worker’ status to address genuine health and safety or childcare concerns.  
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Keeping in touch  
During the period of furlough any furloughed workers remain your employees and you must confirm arrangements 

to keep in touch with them throughout the period. This is a stressful and unsettling time for everyone, and you 
should be mindful of your duty of care to your people regardless of whether they are in work or not.  

 

Employee assistance programmes can help, and you should signpost your people to any support services you have 

available or to charities and social outreach resources available in your area.  

 

How do I bring people back after a period of ‘furloughed worker’ status? 
Your agreed contractual variation should be time limited for a minimum of three weeks, and subject to review. You 

should retain the right to revert to the previous contractual position at any point to enable you to enforce the normal 

operation of the contract as the needs of your organisation demand.  
 

A business update followed by confirmation of the reversion to normal working arrangements should be provided to 

ensure everyone is clear on the new business position.  

 

What is the process? 
1. Put together a business case to explain to your people what the situation is and why you think that 

requesting a period of furlough is necessary.  

2. Brief the team of potentially affected people and be prepared to answer questions about how, what, when 

and why you’re looking to seek their agreement to this proposal.  
3. Confirm your method of selection, if using one.  

4. Meet with the selected individuals to explain how they’ve been selected and what it means for them.  

5. Be prepared to review your selection if the employee challenges the results of their scoring.  

6. Explain how you will update them during the period of furlough. 

7. Write to them to formally request their agreement to the period of furlough. 

8. If they don’t or not enough people agree to your request then you will have to consider alternative options 

to address the downturn/reduction in work, such as a redundancy process.  



You must not send out this document using our logo. Please cut and paste the contents of the 
document onto your own headed paper. All editable content is in red and should be 
updated/removed as appropriate 
Guidance is changing daily, seek advice before using this template.  
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Template documents  

Example selection assessment form 

 
Employee:  

 

 
Job title:  

 

 
Evaluated by:  

 

 
Checked and ratified by:  

 

 
 1 point  2 points  3 points  4 points Score  

Job performance 
and quality of 
work  

Quality of work is 
marginal and error 
correction is often 
necessary  

Quality of work in 
general is acceptable 
but error correction is 
necessary from time 
to time  

Above average 
quality of work 
produced on a 
regular basis, with 
limited errors  

Consistently achieves 
high standard of work 
and errors rarely made  

 

Quantity of work 
and achievement 
of targets    

Requires regular 
supervision to 
achieve minimum 
expectations / targets 
and rarely exceeds 
them  

Normally achieves 
minimum 
expectations / targets 
and sometimes 
exceeds them  

Consistently 
achieved at least 
minimum 
expectations / 
targets and often 
exceeds them  

Always exceeds 
minimum expectations 
/ targets by a 
significant margin  

 

Relevant skills, 
qualifications and 
training  

Very few technical 
and practical skills 
and / or appropriate 
qualifications and 
training to perform 
their current job or a 
similar job role  

Adequate technical 
skills and / or 
appropriate 
qualifications and 
training to perform 
their current job or a 
similar job role, but 
needs to be 
developed / improved  

Above average 
technical and 
practical skills and / 
or appropriate 
qualifications and 
training to perform 
their current job role 
or a similar job role  

Significant technical 
and practical skills and 
/ or appropriate 
qualifications and 
training to perform 
their current job role or 
a similar job role – 
applied consistently and 
to a high standard 

 

Future potential 
and flexibility, 
ability to take on 
new job duties 
and 
responsibilities  

Unlikely to progress 
further as no 
evidence of 
developmental 
potential  

May be capable for 
limited promotion but 
is more likely to carry 
out jobs at an 
equivalent level with 
training  

Promotable with 
greater experience 
in current job and 
can do other jobs of 
equivalent level with 
minimal training  

Promotable now to a 
more senior role – new 
demands are readily 
and easily 
accomplished  

 

Time keeping 
record 

Often late or leaves 
early or takes longer 
lunch breaks than 
entitled to  

Occasionally late or 
early to leave  

Generally works 
contractual hours  

Never late and always 
keen to work such 
hours as are necessary 
to complete the task  

 

Absence record in 
previous 12 
months  

11 + days  1 – 10 days  3 – 6 days  0 – 2 days   

Disciplinary record 
for misconduct / 
poor performance   

On final written 
warning  On written warning  On verbal warning  No disciplinary record   

Length of service 
with the company   0 – 12 months  1 – 5 years  6 – 10 years  10 + years   

 
Total:  
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Guidance notes  

 Where you have not yet completed one year’s employment, your absence record will be converted to an 

annual equivalent 

 The following absences will be disregarded: absences connected to a disability, maternity, paternity or 

adoption leave, parental leave, dependent care leave, absences due to pregnancy-related illness or absences 
due to suspension from work on maternity grounds 

 Reasonable adjustments will be made when applying some of the criteria to employees with a disability (as 

defined by the Equality Act 2010) where a failure to do so would place them at a substantial disadvantage 

compared to employees without a disability 

 No account will be taken of expired disciplinary warnings 

 Scores will be awarded by one member of the management team and then checked and ratified by another 

member of the management team to arrive at an agreed score 

 To limit subjectivity, scores will, as far as possible, be based on objective and verifiable evidence and data, 
such as personnel files, appraisal forms, skills audits, time sheets, attendance records and disciplinary 

records 
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Template letter pre business briefing/consultation about Furloughed workers 

 
Strictly private & confidential  
Forename Surname [By email] 
Address1 
Address2 
TOWN 
POST CODE 
 
[Date] 
 
NB: THIS TEMPLATE CONTAINS NOTES IN ITALICS. THEY SHOULD BE REMOVED FROM THE LETTER BEFORE 
SENDING 
 
Dear Forename/ Colleague  
 
Impact of coronavirus on our organisation 
 
You will be aware that in recent weeks and months the Covid-19 Coronavirus situation has impacted countries 
around the world and been classified as a pandemic. The impact has not only been on the health of individuals, but 
there has been a knock-on impact on all areas of life, including business and employment. 
 
Our organisation, your employer, has suffered from the following: 

 [set out impact of covid-19 on the organisation e.g. loss of orders, enforced closure, drop in demand etc] 
 
We have looked at ways in which we can minimise the impact of Covid-19 on the organisation. This has included: 

 [short time working/lay-off and guarantee payment/reduced hours/salary cuts].  
 
To date we have taken the following action: 

 [set out any action taken by the business such as short time working/lay-off/redundancy/pay cuts etc or the 
fact that no action has yet been taken] 

 
In addition to this, on 20 March 2020 the government announced the Coronavirus Job Retention Scheme (CJRS) to 
assist businesses in retaining employees where they would otherwise have been let go due to the Covid-19 crisis. 
Additional details were released on 26 March 2020 and this letter is based on those details.   
 
[NOTE: this is the guidance but we feel it is best to remove explicit reference to it: 
https://www.gov.uk/guidance/claim-for-wage-costs-through-the-coronavirus-job-retention-scheme  
 
The CJRS introduces a term of being ‘furloughed’ or ‘furloughed worker’. Its meaning is a leave of absence granted 
where an employer cannot cover staff costs due to the impact of the crisis and would otherwise need to look at 
making staff permanently redundant. Being a furloughed worker enables employers to claim a grant from the HMRC 
to support the payment of 80% of your wages capped at £2,500 per month.   
 
Where the organisation decides to offer employees the opportunity to become furloughed workers, we will discuss 
with those deemed affected why we consider we need to offer them this opportunity or with others why we do not 
consider it appropriate. 
 
If you agree to change your employment status to that of furloughed worker, you would be placed on a leave of 
absence. During this period your payment terms will be [dependant on receipt of a government grant from the 
HMRC under the CJRS/set out other payment terms].  
 
If you accept the offer of becoming a furloughed worker, you will not be able to work for us for the period agreed in 
our offer. This is different to a lay-off or short time working where we may need you to work reduced hours or days 
due to work still being required on some days and not others. If you are a furloughed worker it is because without 
the CJRS you could in the circumstances have been made redundant, but we are using the CJRS to retain your 
employment where it might otherwise have ended. 

https://www.gov.uk/guidance/claim-for-wage-costs-through-the-coronavirus-job-retention-scheme
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The government currently seeks to run the CJRS for at least three months from 1 March 2020 but will review and 
have indicated they may extend the scheme if necessary. The minimum period you can be a furloughed worker is 
three weeks to enable us to claim the HMRC grant to support your wages.  
 
As explained, if we are to offer you the opportunity to change your employment status, we must designate affected 
employees as ‘furloughed workers,’ and provide written confirmation of this change.  
 
Offering the opportunity to become a furloughed worker is one of several options available to us as an organisation. 
It will not be possible to use it in all circumstances. We may need to look at pay reductions, short time working or 
lay-offs amongst other things. 
 
WHERE THERE IS A NEED TO FURLOUGH AN ENTIRE DEPARTMENT/GROUP/OR THE WHOLE WORKFORCE:  
 
Due to the situation outlined above it is necessary for us to consider offering you the opportunity to become a 
furloughed worker. We will hold a [tele/video conference/briefing (if still operating on a site)] at: 

 [time] on [date - give short notice]  
 
We ask that you [log in/attend] so we can set out our proposals and discuss them with you. Given the government’s 
social distancing guidance and the urgency of the situation, this call will not be able to be rearranged. Should you 
not [dial in/attend] as requested then we will not be able to consider your representations. You will then be 
informed of our decision.  
 
OR 
 
WHERE THERE IS A NEED TO SELECT FROM A GROUP OF EMPLOYEES TO FURLOUGH SOME AND NOT OTHERS: 
 
Due to the situation outlined above it is necessary for us to consider reducing the number of employees within 
[team/department]. As you are in [role] within [team/department] we are considering offering [x] of that 
[team/department], including potentially your role, the opportunity to become furloughed workers. Given the 
organisations needs require us to still maintain a limited service and there has not been a complete shutdown 
affecting this [team/department] we have provisionally selected you to be offered the opportunity to become a  
furlough worker. We will hold a [tele/video conference/briefing (if still operating on a site)] at: 

 [time] on [date - give short notice]  
 
We ask that you [log in/attend] so we can set out our proposals and discuss them with you. Given the government’s 
social distancing guidance and the urgency of the situation, this call will not be able to be rearranged. Should you 
not [dial in/attend] as requested then we will not be able to consider your representations. You will then be 
informed of our decision.  
 
OR 
 
WHERE FURLOUGHED WORKER STATUS IS NOT CONSIDERED TO BE AN EFFECTIVE OPTION BY THE EMPLOYER: 
 
Our assessment of the CJRS is that it is to be used where circumstances could lead to you being made redundant, 
but we can utilise the HMRC grant to retain your employment where it might otherwise have ended. 
 
In the current circumstances we will require some work in [team/department]. We still require flexibility in delivery 
with the same number of people but over a reduced number of hours and/or days. We also need flexibility if people 
become ill. As such we do not believe that furlough is a viable option as if you are a furloughed worker then you 
cannot do any work for the organisation. As such we would like to discuss with you other options regarding your 
employment. We will write to you separately in this regard. 
 
We look forward to speaking to you tomorrow about what is outlined above. 
 
Yours sincerely 
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Name – Position  
For and on behalf of Organisation 
 
Cc: File  
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Business case/briefing template  

Thank you for attending today’s briefing. I’d like to update you all on the current position of the business and advise 
you of steps we think we need to take to address matters and potentially ensure business integrity and continuity of 
operations for now and in the future.  
 
[Set out the business position being open and honest about the financial/ trading/ order pipeline position] 
 
In order to safeguard jobs, and to prevent us having to consider a redundancy programme, we’re proposing that we 
ask your agreement to a change in your employment status to that of a furloughed worker.  
 
Since we do not have the contractual right to impose this on you, we are asking you to consider agreeing to our 
proposal in order to safeguard your jobs and our business during this difficult period and enable us to claim on the 
Coronavirus Job Retention Scheme (the ‘Scheme’) for a grant to support up to 80% of your wages up to a maximum 
of £2,500.00 from the HMRC.  
 
[Since this proposal affects all employees/this department/this site we have not needed to apply any form of 
selection criteria to this proposal. OR Since we are proposing to reduce and not shut down this site/department we 
have applied the following selection criteria to determine who will be affected by this proposal:  

 list criteria]  
 
Our intention is to offer this period of furlough on [insert date] and we anticipate it may last [until [date]/for [x] 
[weeks/months – three weeks minimum] but we will keep the situation under review. 
 
During this period, you will receive [your normal pay/[x]% of your normal pay/pay dependant on receipt of a grant 
from the HMRC under the scheme], paid [in the normal manner/dependant on receipt any grant monies subject to 
processing time].  
 
During this period of furlough, you are not permitted to undertake any work or generate any income for the 
Company, however you can undertake training (if available) [for which you will receive NMW/NLW]. You may also 
volunteer or work for another employer. However, please note that earnings from secondary employment are taxed 
at basic rate.  
 
[If applying a selection criterion: We will meet with all employees selected individually to discuss their selection 
and respond to any questions/ concerns.]  
 
We will ensure that we keep in regular contact with you during your period of furlough to ensure you are kept up to 
date with any developments in the business and updates on how we are faring during this unsettling time. We 
would encourage you to also take advantage of [our EAP/Counselling services (if available)] local charities and 
outreach programmes in your area if you or your family need additional support. We’ve compiled a list of 
organisations you can contact.  
 
If any of you would like to discuss our proposal privately, then please come and see me afterwards and I will answer 
any of your questions and concerns.  
 
We write to all affected people to request agreement to our proposal and would appreciate confirmation of your 
agreement by [date].  
 
We know this situation is distressing for everyone, and we really appreciate your continued support.  
 
Thank you.  
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Template letter confirming offer of furloughed worker status change  

 
Strictly Private & Confidential  
Forename Surname [By email] 
Address1 
Address2 
TOWN 
POST CODE 
 
[Date] 
 
 
Dear Forename/ Colleague  
 
Impact of coronavirus on our organisation 
 
I refer to our [meeting/video conferencing call] with [you] on [date], during which we explained how the Covid-19 
outbreak has impacted our business and our proposals including the governments Coronavirus Job Retention 
Scheme (CJRS). 
 
To minimise the need for redundancies because of the [temporary closure of your place of work/temporary 
reduction in the need for your role/downturn in business], we have decided to offer you the option of becoming a 
furloughed worker.  
 
This period will start on [date] and is anticipated to run until [date – three week minimum] at which time we will 
review our business needs and advise you of any changes and whether we can bring you back to work or propose 
other measures to be taken dependant on business needs at that time. Please note that we reserve the right at any 
time during this period to revert to your previous contractual terms as the needs of the business determine. At 
which time your prior terms of employment will prevail and you will be expected to resume work as required under 
your contract of employment.  
 
Your payment terms during this period will be [dependant on HMRC grant funding received under the CJRS/insert 
payments terms].  
 
This means that with your agreement we will not provide you with work, but we will continue to pay you on the 
terms outlined above.  
 
During the furlough period, you will: 
 

 continue to be employed by us; 
 not carry out any work for us, but can undertake training if available (subject to NMW/NLW) 
 you may undertake volunteer activities  
 you may seek alternative employment during this period, however, please note income from secondary 

employment will be subject to basic rate tax. 
 
Terms and conditions of employment and continuity of employment will not be affected during this period and you 
will continue to accrue holiday. You will also remain entitled to maternity and other family leave and pay, which take 
precedence over your payment terms provide for under the CJRS grant scheme,  
 
The decision as to whether you accept any offer that we make to become a furloughed worker [on reduced pay] is 
ultimately going to be one for you to make dependant on your circumstances. However, the alternative may be 
compulsory redundancy or unpaid leave. 
 
I would like to reassure you that, even if you become a furloughed worker, we are determined to [reopen your place 
of work/reintroduce your role/see an upturn turn in business] once the situation has improved. 
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Please look out for further updates and do not hesitate to contact [me/name of individual/the HR department] if you 
have any queries or concerns. 
 
To accept our offer of becoming a furloughed worker please sign and return the acceptance slip below [or reply to 
this email] confirming your agreement to [name – title] by [date].  
 
Yours sincerely 
 
 
 
Name – Position  
For and on behalf of Organisation 
 
Cc: File  
 

 
I, [Name], accept the offer of becoming a furloughed worker on the terms outlined above, and understand and will 
abide by the terms as stated.  
 
 
 
Signed: _________________________________________________ Date: ____________________________ 
 Forename Surname  
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Template letter confirming resumption of normal working practice   

 
Strictly Private & Confidential  
Forename Surname [By email] 
Address1 
Address2 
TOWN 
POST CODE 
 
[Date] 
 
 
Dear Forename/ Colleague  
 
Impact of Coronavirus on our organisation 
 
I refer to our [meeting/video conferencing call] with [you] on [date], during which we explained how the Covid-19 
outbreak has impacted our business and our proposals including the governments Coronavirus Job Retention 
Scheme (CJRS). 
 
Following your agreement to a period of ‘furloughed worker’ status, which began on [date] and was anticipated to 
run until [date – three week minimum], we have reviewed our business position and are pleased to confirm that we 
are now in a position to resume [some of] our normal operations.  
 
Either 
[insert detail of what operations are resuming and when] 
 
Or  
[With effect from [date], we can resume normal operations and look forward to welcoming you back to work.] 
 
For the avoidance of doubt, your agreement to a period of ‘furloughed worker’ status was an agreement to enable 
your contract of employment to continue during the Covid-19 pandemic and did not constitute a substantive change 
to your employment terms, save for those you agreed to vary for the period set out.  
 
With effect from, [date], your normal terms of employment, including your right to pay and payment terms, will 
revert to their previous state as will your obligation to attend work and undertake your normal duties as prescribed 
by your contract.  
 
If, for any reason, you feel unable to return to work under your normal contractual terms and obligations, you 
should contact [me/name] as soon as possible to discuss your individual circumstances to see what, if any, other 
options may be available to you. You will be required to comply with our absence reporting procedures in all other 
circumstances.  
 
[Please look out for further updates and do not hesitate to contact [me/name of individual/the HR department] if 
you have any queries or concerns.] 
 
Yours sincerely 
 
 
 
Name – Position  
For and on behalf of Organisation 
 
Cc: File  
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