Letter confirming a temporary agreement to work reduced hours under the Job Support Scheme Open (JSS Open)
An employer can adapt this template to confirm a temporary agreement with employees and workers to work reduced hours under the Job Support Scheme Open (JSS Open). See more about the Job Support Scheme on the Acas website.

Instructions or options to fill in this template are in [square brackets].


Dear [name of employee/worker] 
As discussed with [name of HR/manager] on [date when temporary agreement to work reduced hours was discussed with employee/worker], we propose temporarily to reduce your working hours with effect from [insert date]. 

You will still be employed by [insert name of employer] but by agreeing to this we will be able to use the government's Job Support Scheme Open (JSS Open) to cover some of your pay. 
For any hours you work, you will be paid your usual rate of pay. For any hours that you do not work, you will be paid 66.67% of your normal pay (up to a maximum of £1,666.75 a month). 
[Note: Use option A or B]

[Option A] Your usual working hours are [insert number of hours worked per week and/or normal working days and hours].  
[Option B] [Note: Use this option where usual hours vary] Your usual working hours, which have been calculated in accordance with government guidance, are [insert number of hours].
While on the temporary agreement, you will work [insert number of hours to be worked] per week.
If the proposals in this letter are agreed, your contract of employment will be temporarily varied. You will need to confirm your agreement to the variation by signing the section at the end of this letter headed "confirmation of agreement" and return a copy to us. We are sending 2 copies of this letter so that you can keep one for your records. Unless we agree otherwise and unless your contract of employment is terminated by you or by us before that date, the temporary variation will come to an end on the date when you return to your usual work hours.
We will review this agreement [insert how regularly you will review the agreement]. If government guidance or business needs change, this agreement may be varied. We will discuss this with you and ask for your agreement before any further change is made.

You may remain on this temporary agreement until the Job Support Scheme ends, currently on 30 April 2021. However, as soon as we think we can get you back to work as normal, we will let you know and will expect you to return to your full usual hours immediately unless agreed otherwise. 
To summarise, this is how the temporary agreement will work:
1. We have calculated your normal hours as [insert employee or worker’s average hours per week] and have calculated your normal weekly pay as [insert employee or worker’s normal weekly pay].
2. From [insert date], you will work reduced hours of [insert number of hours] per week.  [Note: this must be at least 20% of the employee or worker’s usual hours]. You will not have to work your remaining hours of [insert number of hours] per week but you will still be paid for them. 
3. For the hours you work, you will receive 100% of your normal pay. You will be paid [insert weekly amount the employee or worker will be paid for the time they spend working] per week.  

4. For the hours you do not work, you will be paid 66.67% of your normal pay by [insert name of employer]. This will be made up of 5% (up to a maximum of £125 a month) from [insert name of employer] and 61.67% (up to a cap of £1,541.75 a month) from the government’s Job Support Scheme. Your pay for your non-working hours will be [insert weekly amount the employee or worker will be paid for the time they spend not working] per week.
5. Each week you work under this arrangement, your total pay will be [insert total weekly pay for the hours worked and hours not worked (amount in point 3 plus amount in point 4)]. You will continue to be paid [weekly/fortnightly/monthly]
6. Tax, national insurance and any pension contributions will be deducted from your pay in the usual way.  
7. Subject to the above agreed temporary variations, your contract of employment will continue on the same terms as before.
8. Your statutory rights are unaffected by this variation to your contract of employment. 
If you agree to this temporary variation of your contract, please sign and date below and return a signed copy of the letter to [HR/Manager] by [insert date].  
If you have any questions about your entitlement to annual leave or any of your other rights or entitlements during this period, please direct those questions to [HR/Manager].
Yours sincerely
[name of employer]
Confirmation of agreement
We agree that the contract of employment between [name of employee/worker and name of employer] will be temporarily varied and that [name of employee/worker] will be working reduced hours on the terms set out in this letter.  

Signed: _________________    Date: _______________ (Employee/worker)
Signed: _________________    Date: _______________ (Employer)
Employee/worker contact details:
Tel: _________________    
Email: _________________    
Address: _________________    
