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PRIVATE & CONFIDENTIAL 
 
[Insert name] 
[Insert address] 
 
[Insert date] 
 
 
Dear (Insert name), 
 
RE: Furloughed Worker – Change to Employment Status 
 
Following our recent discussion, I am writing to confirm a change in your status 
within the business from ‘Employee’ to ‘Furloughed Worker’. This change in status 
will be with immediate effect and will remain in place for an initial period until [Insert 
proposed date of return, to a maximum of 12 weeks absence], though the period 
may be extended or reduced on notice to respond to Government directives on 
Covid-19 and to business need. 
 
During this period you will receive a salary of £(Insert salary), [delete note - the 
government will reimburse businesses up to 80% of an employee’s salary, to a 
maximum of £2,500 per month which equates to £30K per annum] this will be paid 
via the payroll in the normal way.  
 
[Delete note – You may supplement this if you so wish, to 100% of salary; this is a 
business decision.] 
 
We are taking this difficult step as an alternative to the prospect of redundancies 

because of the challenges we are currently facing.  

Your employment status and your period of continuous employment will be 
protected. Your pension contributions will also continue as will any other employment 
related benefits that are currently linked to your employment with the business. 
 
During the period that you are furloughed, you will be required to comply with a strict 
‘No Work Rule’ and it is critically important that you comply with this rule. [From a 
practical perspective, you should therefore set your email to ‘out-of-office’ and reset 
your voicemail messages signposting clients and colleagues to who they should 
contact in your absence during this period]. 
 
We will seek to remain in contact with you during the period that you are furloughed 

in order to provide you with updates as and when necessary. I would like to reassure 

you that, even if your employment is furloughed, we are determined to [reopen your 

place of work/reintroduce your role/see an upturn turn in business] once the situation 

has improved. 
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Do not hesitate to contact me should you have any questions or if you need any 
further clarification regarding the content of this letter. Otherwise, you will find 2 
copies of the letter enclosed and you should sign both copies, returning one copy to 
me and keeping the other copy for your own records. 
 
Yours sincerely, 
 
 
 
(Insert Name) 
(Insert Title) 
 
 
I have read and fully understand the content of this letter and I agree to the proposed 
change to my employment status as defined above. 
 

Print Name   
 

Signed   
 

Date   
 

 


