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LETTER TO STAFF EXPLAINING STAFF FURLOUGH SCHEME 

This is example text for an email or letter to church staff to explain that your church wants to use the staff furlough leave arrangements.
We would encourage you to consider whether you can continue to maintain staff pay at 100%, recognising that you can claim 80% of these costs back under the furlough scheme. Please take professional advice before looking to reduce staff pay to 80% as this is a contractual matter that cannot be unilaterally imposed.

Dear (name),

Impact of coronavirus on our church and our staffing arrangements
In our video/telephone meeting earlier today I explained how the COVID-19 outbreak has impacted on the work of the church and the details of the Government's Coronavirus Job Retention Scheme.

To minimise the need for any staff redundancies whilst the church is closed, we are planning to "furlough" staff on full pay/ on 80% of your current pay where we cannot provide you with any work.

This means that you may be designated (with your agreement) as a "furloughed worker" in the coming weeks, which means you will not be provided with work, and we will continue to pay you through funding from the Government's Coronavirus Job Retention Scheme.

If you haven’t heard about this scheme in any detail, please use this link to find out more:

www.gov.uk/government/publications/guidance-to-employers-and-businesses-about-covid-19/covid-19-guidance-for-employees#furloughed-workers
Furlough leave
We want to be clear that you will not be "furloughed" while absent from work as a result of medical advice and self-isolation guidance. In these situations, you will receive [statutory/contractual] sick pay OR you will continue to receive full pay.

If you can work from home, you will not be a "furloughed worker" but will continue to work even though the church building is closed.

We propose to put you on furloughed leave for the period from (date) to (date) in the first instance. If you agree, we will write to confirm this and your agreement. If we need you to return to work to cover for a colleague who is sick, or because workload changes, we will contact you as soon as possible, and will confirm this change in writing.

Pay and benefits during furlough leave

During the furlough period, if you are a furloughed worker you will:

· continue to be employed by the church;

· not carry out any work for the church; and

· continue to receive your wages/salary in full

All your other terms and conditions of employment and continuity of employment will not be affected during this period.
If you are currently studying you are welcome to use your furlough time to continue to do so.
What happens next
The Government's Coronavirus Job Retention Scheme will run until the end of October 2020. The church leadership team are keeping the situation under review and will keep you updated.
The decision as to whether or not you accept any offer that we make to furlough your employment is ultimately going to be one for you. However, if the current restrictions continue, the alternative may be redundancy or unpaid leave. We don’t want to get to that situation and hope that the furlough leave arrangements offer the best chance of keeping everyone in work over the coming months. 

I would like to reassure you that, even if your employment is furloughed, we are determined to reopen the church and re-start our normal programme of activities once the situation has improved.

I know that all of this is concerning and that you may want to talk in more detail about your own situation and how that affects your work. Please do let me know if you would like to speak by phone or video meeting. 
We would appreciate your response to our request to designate you as a furloughed worker by (date).I want to make sure that you are supported, and the leadership team join me in thanking you for your hard work and commitment to our church and its members.

Yours sincerely,

[ ]
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