Client Notes:

· This letter can be used to inform employees that their period of furlough is ending and that they are required to return to work.

· The letter should be amended to fit your precise circumstances.

· Please delete these notes before sending the letter.
Private and Confidential

[Title] [First name] [Surname]
Employee's complete address] 

[Current date]
Dear [Enter first name]
Re: Ending your current period of furlough
As you are aware, due to the coronavirus outbreak, it was necessary for the Company to seek your agreement to designate you as a “furloughed worker” in line with the Government's Job Retention Scheme. 

As confirmed in my letter to you of [Enter date], you agreed to be designated as a furloughed worker and you were placed on furlough from [Enter date] until [Enter date]. 

(EITHER)

I am writing to inform you that, due to [Enter reason for bringing employee back], you will be required to resume work on your normal working days and hours from [Enter date]. You are required to attend the workplace at your normal start time.

(OR)

I am writing to inform you that, due to [Enter reason for bringing employee back], you will be required to resume work on your normal working days and hours from [Enter date]. Due to our normal workplace being closed as part of the current public health guidance on social distancing, you are required to work from home and report for duty at your normal start time.

You will receive your normal pay for periods of work.

Although we are able to provide you with work starting on the above mentioned date, we may find ourselves in a position to place you on furlough again should our circumstances change. In the event that this happens, you will be informed of a further period of furlough and will (revert to 80% of pay as per your agreement on [Enter date]/continue to receive 100% of pay, with 80% being covered by the grant available under the Job Retention Scheme in accordance with its rules, and the remainder being topped up by the Company).

If you have any questions about the contents of this letter, please do not hesitate to contact me on [Enter details].
Yours sincerely

[Name]
[Job title]
