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___________________________________________________________________________ 

 

 This updated fact sheet from our first one on 31 March 2020 covers updated 
National guidance. 
 

 In the first instance please do talk to your line manager about any concerns or 
worries you have or any changing personal situation.  

___________________________________________________________________________ 

 

1. Reimbursement Under the Coronavirus Job Retention Scheme 

 

1.1 Under the Scheme, employers will be able to claim from the Government 80% of a 

"furloughed" employees' usual monthly wage cost, up to £2,500 per month, plus the 

associated Employer National Insurance contribution and minimum automatic 

enrolment pension contributions on that wage. 

 
1.2 Applications for reimbursement under the Job Retention Scheme opened on 20 April 

2020 at 5:30am. Organisations need to gain access to the portal and it is likely that 

HMRC will be trying to restrict the number of users actively making a claim at any 

one time, in order to keep traffic down and avoid overloading the system entirely.  

 
1.3 Employers can access the service through the Government Gateway.  

 
1.4 To assist with applications, the Government has published a guide, entitled "Claim 

for your Employees' Wages through the Coronavirus Job Retention Scheme (CJRS) 

– A step-by-step guide for employers". You can find a copy of the guide here. There 

is also further advice available in some pre-recorded webinars, which can be found 

on the Government's YouTube channel – the link to these is contained in the guide.   

 

2. Extension to Job Retention Scheme 
 

2.1 On 17 April, HM Treasury announced that the scheme would be extended for a 

further month, from 31 May 2020 to the end of June.  
 

2.2 It is also consistent with the extension to the lockdown measures, which was 

announced on Thursday 16 April. Given that the ability to do business is still 

extremely restricted, and will be so for at least a further three weeks, the Government 

is continuing to protect jobs at least until the end of June, as "it is vital for people's 

livelihoods that the UK economy gets up and running again when it is safe to do so" 

(Rishi Sunak, Chancellor of the Exchequer). 

https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/880099/Coronavirus_Job_Retention_Scheme_step_by_step_guide_for_employers.pdf
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3. Annual Leave and Furlough 

 

3.1  17 April, the Government updated the employees' guidance to the scheme in respect 
of annual leave and, notably, not the employers' guidance, which would obviously be 
the first port of call for businesses. As this change might be missed I would like to 
draw it to your attention, here.  

 
The employees' guidance now states:  
 
o Whilst an employee is furloughed, they will continue to accrue annual leave 

as per their employment contract.  This is welcome clarification.  
 

o Employer and employee can agree to vary holiday pay entitlement as part 
of the furlough agreement; however, almost all workers are entitled to 5.6 
weeks of statutory paid annual leave each year, and cannot go below this 
figure.  

 
This seems to suggest (although admittedly it is not clear) that employers can 
agree with their employees to vary the amount of holiday entitlement which 
accrues during furlough. However, it is important to note that 1) employees will 
have to provide their express consent to this, given that it will be a change to their 
contractual terms, and 2) as the guidance suggests, employers and employees 
cannot seek to contract out of the statutory leave entitlement of 5.6 weeks.  
 

 

 

 

Anthea Carter-Savigear 

Director of People and Safeguarding 

20 April 2020 
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Sample Furlough Letter 

 

Before this letter is sent a conversation should take place so that there is time for any 

questions and clarifications to happen and reassurances given. 

(This should ideally be sent by email with a hard copy letter following by post. The individual 

must consent to the change to their circumstances before furlough arrangements are 

implemented). 

 

 

ORGANISATION NAME AND LOGO 

 

Date 

 

Private and Confidential 

Name 

Address  

 

 

Dear  

 

Re:  Furlough worker status 

 

Following our conversation (say when) I am writing to propose that as a result of the 

ongoing COVID-19 (Coronavirus) pandemic, your current role as (say what it is) with us (say 

the name of the employing body e.g. St James PCC) is “furloughed” from 

[date/immediately] until [date OR further notice] under the Government's Job Retention 

Scheme.  

 

To reassure you, furlough is a temporary change to help us deal with the fact that there is 

[no/less] work available for employees at this time due to the current COVID-19 situation.  

You will remain employed by us during this period and your usual contractual terms and 

arrangements will all still apply, subject to the changes required to allow you to be classed 

as a "furloughed" worker, such as continuing to accrue annual leave. 

 

Your contract of employment will be unaffected, save in the following areas which shall be 

amended on a temporary basis for the period that your employment is furloughed as 

follows: 

 

1) Your hours of work will be reduced to zero; 

 

2) This point needs to be clarified depending on what is being paid: e.g. Your 

[pay/salary] will be reduced to 80% of your contractual pay/salary subject to a cap of 

£2,500]; 
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3) This point needs to clarify what is being paid if things are being topped up: e.g. You 

will be paid [20%] or other % to make up usual salary] % of your usual gross basic 

pay;] 

 

4) You will not be required, or permitted, to work during this period and you should not 

attend your usual workplace (unless we request you to attend). 

 

It is important to say that you must remain in touch and available for work throughout this 

time so that we can bring you back in immediately as the situation changes. 

 

This step is being taken in order to help avoid making redundancies at a time when our 

income is under significant pressure. We will be regularly monitoring any further 

government announcements and will keep you abreast of any important changes that may 

affect this proposed new arrangement.  

 

Due to the urgent nature of this proposal, please respond to this letter within [24 hours/3 

days etc.] to confirm your acceptance or otherwise of this proposal. 

 

If you are willing to accept this temporary change to your employment contract, please sign 

the attached agreement form and return it to NAME by email to xxxx). 

 

If you are not willing to accept this temporary change then we may have no choice but to 

lay you off or permit you to take unpaid leave, or potentially we may be forced to make 

compulsory redundancies – precisely what we are attempting to avoid – all outcomes which 

mean that you will not receive your normal wages. 

 

If you would like to discuss this further or have any concerns please do let me know.   

 

We understand this will be difficult news for you however, by making this decision we hope 

to be able to retain (you/all of our employees) during these extremely difficult and 

unprecedented times. 

 

I look forward to hearing from you. 

 

With best wishes  

 

 

 

Name 

Title 
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ORGANISATION NAME AND LOGO 
 
AGREEMENT FOR FURLOUGH  
 
 

Employee Name: XXXX 
 
 
This is a variation to your contract of employment, designed to implement and take 
advantage of the government’s Coronavirus Job Retention Scheme.    
 

1. We agree that from [DATE] you shall be classed as a Furlough worker.  This means 
your contract of employment continues, but you shall not be required to come into 
work.  We will pay you [80%] / [80% subject to a maximum liability for us of £2,500 
per month, including employer’s national insurance contributions and employer’s 
pension contributions] [100%] of your salary during that time. 
 

2. Your status as a Furlough worker shall end on the earliest of the following events:- 
 
(a) the government’s Coronavirus Job Retention Scheme ending; 
 
(b) either you or us ceasing to be eligible for funding under that scheme; or, 
 
(c) us deciding to cancel your Furlough status and bring you back to work. 

 
3. During your status as a Furlough worker, you may not work for any other 

organisation, or on your own account.  If you do, you must tell us, and you may be 
liable to repay any sums we have paid you under this scheme if we become liable to 
repay it to the Government. 
 

4. When your period of furlough status ends, we will endeavour to ensure you return 
to your normal work. However, in the current uncertain circumstances, we may 
consider other options, including placing employees on short time (those who work 
fewer than the regular hours per day or days per week) or lay off (those temporarily 
suspended or whose employment is permanently terminated) or redundancies 
(those who are no longer employed because there is no more work available), but 
will consult with you on these proposals if appropriate. 

 
 
 
Signed:   _________________   Date  ___________ 
   (Employer) 
 
 
Signed:   _________________   Date  ___________ 
   (Employee) 


