Our Ref:  [REF]

[DATE]

[NAME]

[ADDRESS]

[ADDRESS]

[ADDRESS]

[ADDRESS]

[ADDRESS]

Dear [NAME]

I write further to the consultation meeting(s) on [DATE 1] & [DATE 2] which [were/was] called in order to discuss proposals to temporarily vary your current terms and conditions of employment due to the COVID19 situation, specifically altering your status with the Company to become a “Furloughed Worker” as an alternative to being placed on Lay Off, or Short Time Working or being made redundant.
We will pay you in line with the Governments COVID19 Job Retention Scheme.
You will not be required or permitted to perform any work with us whilst you are classified as a “Furloughed Worker”.

The above change in your classification is with effect from [date] and will last until further written notice. 

Please sign below to accept the changes and a copy will be added to your file to change your contract.

I would like to thank you for your co-operation in this matter.  Should you have any further questions, please do not hesitate to contact me.
Yours sincerely

[NAME]

[POSITION]  
cc.  Personnel file (Amendment to Contract)
Signed:-

_________________________________ (Employee’s name)

Signed:- 

_________________________________ (Employer’s name)

Date:-


_________________________________


