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TEMPLATE LETTER TO STAFF ASKING TO CONSIDER BEING FURLOUGHED TO AVOID REDUNDANCY

[insert name]
[insert address]
[insert address]
[insert address]
[insert date (e.g. 1 April 2020)]
Dear [insert name],
Coronavirus Job Retention Scheme
On 20 March 2020, the chancellor of exchequer announced a new scheme aimed at paying part of an employees’ salary for those employees that would otherwise have been laid off during this coronavirus crisis. On the 26 March 2020, the government gave more details of this scheme, which is designed to support employers whose operations have been severely affected by coronavirus (COVID-19). More specifically the scheme enables employers to furlough staff instead of making them redundant. The government will give employers a grant which covers 80% of an employee’s wages, up to £2,500 per month.
The government have stated that employers need to:
· Designate affected employees as furloughed workers, and notify your employees of this change - changing the status of employees remains subject to existing employment law and, depending on the employment contract, may be subject to negotiation.
· Submit information to HMRC about the employees that have been furloughed and their earnings through a new online portal (HMRC will set out further details on the information required).
HMRC will reimburse 80% of furloughed workers wage costs, up to a cap of £2,500 per month. HMRC are working urgently to set up a system for reimbursement. Existing systems are not set up to facilitate payments to employers.
As you know, [enter specific details of effect on the employer (e.g. since the closure of the village hall/café/community centre over the last week it has become impossible to deliver our services]. We have explored whether a reduction in hours, lay-off/short time working, redeployment or other flexible working arrangements may be lead to sufficient reductions to meet our current circumstances, but we have concluded that such measures will not be sufficient.
Given the circumstances we are in, specifically that [there is no longer any work for you to do] [there is so little work for you to do], we would ordinarily, reluctantly, need to consider starting a redundancy consultation process. However, the government’s offer means we would like you to consider becoming a furloughed worker as a way of avoiding a redundancy situation.
What this means is that:
· With effect from [enter date] you would become a furloughed worker.
· You will continue to be an employee of [employer name] during this time and your continuity of employment would not be broken.
· We will pay you 80% of your current monthly gross salary (subject to a maximum of £2,500 per month) — we understand that this sum will be subject to the usual deductions for tax, national insurance and pension.
· You would continue to accrue annual leave during this time.
· This arrangement would continue until 31 May 2020 (after which time the chancellor of exchequer has stated this would be reviewed) or until we have work that we can offer you.
· If the chancellor of exchequer continues to offer this support and the coronavirus situation is such that our circumstances remain the same, we would seek to continue with the scheme.
· If, for some reason, the chancellor of exchequer stops the scheme and our situation has not changed it is likely we will reluctantly have to consider whether to start a redundancy process. If we do, and you are made redundant, any redundancy payment will not be affected by your decision to become furloughed. In other words, you would be no worse off.
· We understand that if you become a furloughed worker you will not be able to carry out any work for us.
I will telephone you for us to hold a telephone meeting. You may, if you wish, be accompanied to this meeting by a fellow worker or a trade union representative.
[bookmark: _GoBack]At the meeting we will discuss any alternatives to starting a redundancy consultation process and in particular the option of becoming a furloughed worker. I will answer any questions you have, insofar as the information is available.  
Yours sincerely,
[insert name],
[insert job title], [insert organisation]

— template ends here —
Guidance
Where there is text in [square brackets] and is highlight yellow, this part may be updated or be deleted if not relevant. An alternative option may have been provided.
Important notice
This document was commissioned by the National Association of Local Councils (NALC) in 2019 for the purpose of its member councils and county associations. Every effort has been made to ensure that the contents of this document are correct at time of publication. NALC cannot accept responsibility for errors, omissions and changes to information subsequent to publication.
This document has been written by the HR Services Partnership – a company that provides HR advice and guidance to town and parish councils. Please contact them on 01403 240 205 for information about their services.
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