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TEMPLATE NOTICE TO FURLOUGH LEAVE ON FULL PAY & BENEFITS
(NB: the last day you can furlough an individual for the first time is 31st October 2021)


Dear [INSERT NAME],

Proposed period furlough leave

Further to our recent [email OR discussion], I am writing to confirm that the School is proposing to make a change to your terms of employment to place you on furlough leave. The proposed change[s] relate to your working hours, pay and benefits.

As you will appreciate the Coronavirus has created an unprecedented situation that is having a significant impact on our school and the economy overall. Consequently, the current situation is such that we, like many other schools, are attempting to ensure that the school stays within its allocated budget during this difficult period, and you all remain in employment. With that in mind we feel having the option to furlough employees in order to financially benefit from the Scheme could prove key to preventing us having to consider redundancies.

What is furlough leave?

On Friday 20th March 2020, the chancellor announced a new package of business support measures to help business during the economic crisis created by coronavirus. An important part of the package is the Coronavirus Job Retention Scheme (or ‘Furlough Leave’). Furlough Leave is a temporary leave of absence for economic reasons and is designed to save jobs, whilst the country as a whole deals with the Coronavirus (Covid-19) epidemic. The Scheme allows us, with your agreement, to place you on a temporary period of ‘furlough leave’, during which time you will do no work for us. 

Taking advantage of the Furlough Leave Scheme will require us to make some changes to your contract of employment. We are asking you to consent to this change. 

The School needs to make the proposed change because we have no work to provide you with due to a severe downturn in the amount of work and income we have as a result of coronavirus.

What will furlough leave mean in practice?

[IMMEDIATE FURLOUGH LEAVE (NB: the last day you can furlough an individual for the first time is 31st October 2021): We are currently proposing that you will be placed on furlough leave starting on [START DATE] until further notice.]



[bookmark: _GoBack]
During any period of furlough leave:
· You will remain on the payroll and will receive your full pay 
· Continue to accrue continuous service.
· Continue to accrue [statutory] annual leave.

What change[s] are we proposing?

The School is proposing to make the following change to your contract of employment, with effect from [INSERT DATE]:
1. The school has the ability to place you on furlough leave

For the avoidance of doubt, all of the other terms and conditions of your employment, as set out in your contract of employment, will remain the same and your continuity of employment for statutory and contractual purposes will be preserved.

Duration of the changes

The changes will be temporary, starting on [INSERT DATE] and continuing until further notice. 

Acceptance of new terms and conditions

Please confirm your acceptance of the change[s] 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 [immediately from the date of your signature OR from [INSERT DATE].] 


If you have any questions about this letter, do not hesitate to contact [INSERT NAME]

Yours sincerely


[INSERT NAME]
[JOB TITLE]


[ACCEPTANCE SLIP – ONLY ENCLOSE ON COPY LETTER:]

I confirm that I agree to the change[s] to my terms and conditions outlined in this letter, effective [immediately from the date of my signature OR 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:	…………………………………………………………………………………………………
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