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TEMPLATE LETTER TO END FURLOUGH LEAVE

Dear [ ]
Recalling you from furlough
Following our phone call on [x date], this letter is to confirm your return to work following furlough leave. As you know, it was necessary to furlough you under the Government's Coronavirus Job Retention Scheme from [date]. This involved you ceasing work for us [while continuing to pay you your normal pay/and reducing your pay to 80% of your normal pay] during your furlough.
Thank you for your understanding during this difficult time - your decision to agree to be furloughed [on reduced pay] allowed us to retain you as an employee and [avoid/reduce] the need for redundancies at this critical time for our school.
Your return to work
As a result of the [reopening of your place of work/increased need for your role/upturn in business], you are required to resume work on your normal terms and conditions of employment from [date]. [This means that from [date] your [monthly/weekly] pay will be  £[amount].]
You are required to [attend your place of work/recommence working, albeit remotely from home] at [start time] on [date].
While we are able to provide you with work from [date], please bear in mind that we may have to place you on furlough again if circumstances change. If this is necessary, we will seek your agreement to return you to furlough [on reduced pay].
Your safety and wellbeing are our priority
Option 1 - employee is attending work on return from furlough
We are asking employees in [role/department/team], who cannot work from home, to make a physical return to work to [set out the tasks returning staff are carrying out]. However, your safety is our priority and the following safeguards are in place:
· [Set out what precautions the school is taking for returning employees, based on the Government's guidance on returning to a range of different types of work, Working safely during coronavirus (COVID-19).]
More details of the measures we have put in place are set out in our school risk assessment.
We are reopening our work locations only after carrying out a risk assessment and with these safeguards in place.
We are keeping our working arrangements under constant review, based on the latest government advice, operational needs, ongoing risk assessments, and how the safeguards are working in practice.
Option 2 - employee is working from home on return from furlough
While working from home, please bear in mind that:
· while you are not subject to fixed hours and are free to perform the agreed [number of hours/work] at times that suit you, you must be available during the core hours of [9.30am to 11.30am and 2pm to 3.30pm];
· you should take adequate rest breaks, including [one hour] off for lunch each day if possible - even if you are busy and cannot take a [one-hour] break, you must take a break of at least 20 minutes each working day that lasts more than six hours.
Your line manager has been asked to have a discussion with you to identify any health and safety issues and to complete a health and safety assessment for you during this discussion.
Queries or concerns
I would like to thank you for your continued support during this difficult time. Please do not hesitate to contact [me/your line manager/] if you have any queries or concerns.
Yours sincerely,
[INSERT NAME ]
[JOB TITLE]
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