
[Print on Company Letterhead or insert Address]
<<Name>>
<<Title>>
<<Company Name>>
<<Company Address>>
<<Company Address>>
<<Postcode>>
<<Date>>
Dear <<Insert Title & Name>>,
Coronavirus Job Retention Scheme – Agreement for Furlough Leave

Under the Government’s Coronavirus Job Retention Scheme, staff may be designated (with their agreement) as a "furloughed worker” and the Company can continue to pay them through funding from the Government’s Coronavirus Job Retention Scheme (CJRS). This letter is to seek your agreement to the Company placing you on Furlough Leave.
This is a variation to your contract of employment. I confirm that we have agreed as follows:
1. We agree that, with effect from <<insert date>>, you shall be on Furlough Leave. This means your contract of employment continues, but you shall not be required to come into work.

2. You will be paid [<<SPECIFY AMOUNT e.g. 80% of your normal salary>> [subject to a maximum of £2,500 per month] OR [100% of your normal salary] during that time. 

3. Your Furlough Leave shall end on the earliest of the following events:

(a) The Government’s Coronavirus Job Retention Scheme ending. Furlough Leave is intended to last for March, April, and May 2020 but you agree that, if extended by the Government, this arrangement may also be extended by us accordingly;

(b) either you or us ceasing to be eligible for funding under that scheme; or 

(c) our deciding to cancel Furlough Leave and bring you back to work.

Full details of the scheme can be found at: www.gov.uk/government/publications/guidance-to-employers-and-businesses-about-covid-19/covid-19-guidance-for-employees#furloughed-workers.
Please contact me if you have any questions or concerns.

Yours sincerely,

<<Name & Title>>
For and on behalf of <<Company Name>> 

Please sign below to indicate your acceptance to being placed on Furlough Leave and return it to <<insert job title>>.

Employee name…………………………………………………………………….

Signed……………………………………………………………………………….

Dated…………………………………………………………………………………
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