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TEMPLATE NOTICE TO PLACE EMPLOYEES ON FLEXIBLEFURLOUGH


Dear [ ]
Your agreement to flexible furlough
Further to our recent [email OR discussion],I am writing to confirm that the School is proposing for you to return to work for x proportion of the week. You will be paid in full for the hours you work, and your salary will be topped up by the Coronavirus Job Retention Scheme for the hours you are not working (“furloughed hours”).
The move to "flexible furlough" assists with our plan for returning gradually to normal operations where possible, while still making use of the Government's Coronavirus Job Retention Scheme to aid the school’s recovery.
Your working pattern from [date]
As we discussed, your return to work on [date] will be on the following basis:
· [Set out details of the employee's hours and patterns of work on their return. For example, the school could:
· ask the employee to work their normal days, but on reduced hours each day;
· ask the employee to work on specific days during a split working week, for example if the school is rotating staff on an "A team" and a "B team";
· rotate staff on a shift system; or
· rotate which staff are on furlough weekly or fortnightly.]
During flexible furlough, you will work for us on reduced hours as set out above, while your [wages/salary] are topped up via the Coronavirus Job Retention Scheme for the hours you are not working ("furloughed hours").
During your furloughed hours
You remain employed by us throughout your period of flexible furlough, including during your furloughed hours.
However, the rules of the Government's furlough scheme mean that it is very important that you do not do any work for us during your furloughed hours. [However, this does not affect [details of training that may be required], which can continue as normal during designated hours of furlough.]
Duration of the changes
The changes will be temporary, starting on [INSERT DATE] and continuing until further notice. 







Acceptance of flexible furlough
Please confirm your acceptance of the flexible furlough and the changes to your terms and conditions outlined above, by completing the acceptance slip on the enclosed copy of this letter and returning it to [INSERT NAME] by [INSERT DATE]. The change[s] shall be effective [from [INSERT DATE].] 

What happens next?
Once we have received your acceptance slip, closer to your return date we will be in touch to set out the arrangements for your first day back, including details of the safety measures we have put in place for your return.
If you have any questions about this letter, please do not hesitate to contact [INSERT NAME].
As we begin our gradual return to normal operations where possible, I would like to thank you for your continued support during what has been a challenging and unusual time for us all.
Yours sincerely,
[INSERT NAME]
[JOB TITLE]













[ACCEPTANCE SLIP – ONLY ENCLOSE ON COPY LETTER:]

I confirm that I agree to the change[s] of flexible furlough outlined in this letter, effective [from [INSERT DATE]]. I understand that, in all other respects, my terms and conditions of employment will remain unchanged. 

Please note that, in accordance with social distancing rules, we will accept confirmation of acceptance by email.

Signed:………………………………………………………………………………………………

[EMPLOYEE NAME]

Dated:	…………………………………………………………………………… 
                                                                                                                     

                                                                                                                      Issued by: Human Resources
Reviewed: 07/2020
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