Recall to Work After Furlough Due to COVID-19
NOTE TO EMPLOYER: This sample letter can be used to recall an employee to work after a temporary furlough due to COVID-19 related reasons. This should be modified to fit the needs of your organization.
[Date]

[Employee Name]
[Address}

Dear [Employee Name]:
As we have communicated to you via phone/voicemail, we are pleased to be able to recall you to employment with [XYZ Company] following a temporary furlough. Effective [Date] we have work available for you in the same position you held prior to being placed on a temporary furlough. Your manager will reach out to you to make arrangements for your return to work on that date.
The safety and health of our employees is a top priority. We are taking several efforts to reduce transmission of the virus among employees, sustain healthy business operations, and maintain a healthy work environment. This includes:
· Encouraging sick employees to stay home
· Implementing flexible and supportive policies and practices
· Establishing practices which support social distancing
· Increasing ventilation, cleaning and sanitizing in the workplace
· [Insert other specifics here]
   
[bookmark: _GoBack]Per [Company Name] policy, and as communicated to you at the time of furlough, if you do not return on the effective date of recall, we will determine that you are no longer interested in employment with us and that you have voluntarily terminated your employment. If there are any personal circumstances which prevent you from returning to work on your date of recall, please contact me at [Phone and/or Email] so we can discuss your situation and appropriate next steps.  

Sincerely,


[HR Name]
[Title]

cc: Personnel File



