Client Notes:

· This letter can be used to ask someone to agree to the withdrawal of their redundancy notice so that you can continue to employ them.

· The employee can sign the letter to signify their agreement.

· 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: Withdrawing your redundancy notice
I write further to (our discussion/my letter) on [Enter date] (during/in) which I confirmed that your role had been identified as redundant due to the impact that coronavirus had had on our ability to operate. Specifically, your redundancy was deemed necessary because of [Enter details]. You are currently serving your notice period and your employment with us is due to end on [Enter date].

Since we formally gave you redundancy notice, the Government has announced the Job Retention Scheme which has been set up to help employers avoid the need for redundancy. Because of this, we no longer have a need to make you redundant.

We hope that you will agree to the withdrawal of the redundancy notice and continue to be a member of our team. If you wish to agree to this, please sign and date this letter and return a copy to [Enter details] no later than [Enter date]. Doing this will mean that you are no longer to be made redundant and you will not be entitled to receive any redundancy pay that was payable.

The Job Retention Scheme involves putting employees on furlough so that we are able to access a grant to cover a portion of wages. Although you will remain employed by us, we will not provide you with any work while you are on furlough. It also involves a reduction in pay to 80%.

We may seek to agree furlough, and a reduction in wages, with you so that we can access the Scheme.

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] 

Employee name: ………………………………………………………………

Employee signature: ………………………………………………………….

Date: ……………………
