
Strictly Private and Confidential 
 
NAME OF EMPLOYEE 
Hand Delivered / Via Email / Post (AMEND WHERE NECESASRY)  
  
  
Dear  
  
Re: Variation of Terms and Conditions of Employment and Deductions from Wages – COVID19 
Pandemic – Coronavirus Job Retention Scheme 
  
I write with much sadness and in relation to the current situation that we are all faced with due to the 
COVID19 pandemic.  
  
To try and protect employee’s employment during these uncertain and unprecedented times, the 
Government announced on the 20 March 2020 the introduction of a new Coronavirus Job Retention 
Scheme. Under the scheme all UK employers can potentially claim a grant from HMRC to cover 80% 
of the wages costs of employees who are not working but kept on the payroll (Furloughed), of up to 
£2500 a calendar month for each employee.  Initially for a three-month period starting on 1st March, 
however they are keeping this under review as the situation changes.  The Government has not yet 
published written guidance on the scheme, but we are hopeful that guidance will be provided in the 
coming weeks.  
  
In the meantime, we would like to invite you to agree to your terms and conditions of employment 
being varied to accommodate the new Coronavirus Job Retention Scheme which will include but is 
not limited to; 
  

- You would be designated as a Furloughed Worker and must not work anywhere else during 
your contracted hours 

- You would receive 80% of your wages, up to £2500 per calendar month, per employee, for a 
period of three months as it stands now.   

- We are not sure at this stage if the £2500 maximum figure is gross or after PAYE but in any 
event, we feel that it would be more favourable than a potential redundancy situation. 

  
If you would like to agree to the variation of your employment terms and conditions so that we can 
designate you as a Furloughed Worker and process accordingly, please sign and return a copy of this 
letter by Wednesday 25 March 2020, to confirm your acceptance.  
  
We sincerely appreciate your continued support and commitment. 
  
If you have any queries, please don’t hesitate to contact me. 
  
Take care and stay safe.  
  
Yours sincerely, 
  
  
  
Director 
Name of company 
  



  
Agreement to the Variation of Employment Terms and Conditions, and authorised Deduction from 
Wages in relation to COVID19 and the Coronavirus Job Retention Scheme 
  
I, NAME OF EMPLOYEE, confirm that I have read and understood the content of this letter.  I 
understand that the situation is fluid and appreciate the impact of the COVID19 Pandemic. 
I understand that as my employer you are doing everything to try and protect my future 
employment during these difficult and unprecedented times.  
  
I, NAME OF EMPLOYEE, confirm that I agree to the variation of my employment terms and 
conditions and be bound by them, in particular to be assigned as a Furloughed Worker, for the 
Company to keep me on the payroll and agree to the deductions of 20% of my wage per month 
and  I will not work anywhere else during my contracted hours. 
  
I, NAME OF EMPLOYEE, understand that you are acting in accordance with Government Guidance, 
which is subject to change, and that you will keep me informed accordingly, where possible.  
  
  
Signed:  ………………………………………………………. 
  
Name:  ………………………………………………………. 
 
 Date:  ……………………………………………………….  
  
 


