Date

Dear Employee

Proposal for Change to Working Hours – Post Lockdown COVID 19

As you are aware, we have temporarily closed the business during the lockdown period and we are all required to adhere to the self-isolation requirements of Alert Level 4.  We have received and passed on the Government Wage Subsidy to you during this period.  

When the lockdown is reduced, or the Alert Level is reduced, we are aware that things will not immediately return to business as usual.  As described by the Prime Minister, the business market is not like a light switch, it is more like an oven and will take some time to heat back up.

In anticipation of this, we wish to consult with you about what a return to work might look like.

Much like our COVID-19 responses to date, this situation is entirely unprecedented and cannot be predicted.  Our preliminary view is that upon a return to work, we will not be able to supply you with the same hours that were supplied previously. While we hope this would be a short-term situation, there is no way of knowing how long it will take to recover to our previous trading position or even if it is possible to do so.

Our preliminary view is that immediately following lockdown, we will be operating at a reduced capacity of approximately [number] percent of our pre-lockdown levels.  Consequently, we are proposing a change to working hours for all roles.

The Proposal

1. To reduce working hours from pre-lockdown levels for your role.
2. In particular, reduce your hours to [number] per week.

Factors and Preliminary Views influencing the proposal

A. This matter is unprecedented, and we are unsure of what levels of work will be coming through to our business post lockdown.  However, we must plan for a downturn in work initially and anticipate it will increase over time with the hope that it will return to pre-lockdown levels in the next 12 – 18 months. 

B. There is simply no information to guide us on an estimate for demand and we are relying on previous experience and our knowledge of our pre-lockdown clientele needs to estimate our employment needs.

C. We have received the Government Wage Subsidy for the 12-week period commencing 25 March 2020.  This is being passed on to you during the 12-week period.  If we qualify for any Government assistance after this time, we will discuss this with you.

D. One of the criteria for the Government Wage Subsidy is that we must use our best efforts to retain our employees.  It is our goal to retain all of our employees and be as fair as possible. This proposal contemplates the reduction of hours for all staff which will allow us to retain our staffing levels as normal without considering possible redundancies.

E. This is a constantly moving situation and if upon return to work, we discover demand for our services is higher or lower than anticipated we will discuss with you any proposed changes to hours of work as we receive this information.  

Consideration of Proposal

As we are currently in lockdown we will be looking to receive your feedback in writing on by Zoom/Skype if you would prefer. But we need to have a response on or before XX am/pm on DDMMYYYY to XX@company.co.nz , or alternatively if you would prefer to catch up on the phone or via Zoom, please let me know so we can make a suitable time to do so on or before XX am/pm on DDMMYYYY. Alternatively, if you agree to the proposal, please email me on XXX@company.co.nz with your agreement.

In the meantime, we will continue to pass on the Government Wage Subsidy to you in full and any top ups as previously discussed.  (remove if no top ups.)

If you are worried or have questions/concerns about this letter, please let me know. 
